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At Livingstone Christian College Early Learning 
Centre we believe that effective early childhood 
education and care environments are 
instrumental in laying strong foundations for 
positive life outcomes. Our program is based 
upon a strong Christian ethos, and the belief 
that each child is a unique and wonderful 
creation of God, each with their own gifts and 
talents.  

Our educators believe that children are capable, 
competent and active learners, with the ability 
to make positive contributions to their 
community. We view children, learning, and 
development through a holistic and inclusive 
lens, where children’s current interests and 
strengths form the basis of our program. 
Children’s social, emotional, cognitive, physical 
and spiritual development is scaffolded through 
providing just the right balance of support and 
challenge for each individual, encouraging them 
to flourish into the wonderful plans God has for 
their lives.  

Play is the foundation of our program and 
underpins all pedagogical approaches to 
children’s development and learning. Promoting 
playful experiences and interactions engages 
children’s curiosity and promotes positive 
attitudes towards new and familiar experiences. 
Our service implements the Early Years Learning 
Framework (Birth -5 years), the Queensland 
Kindergarten Learning Guidelines (Pre-Prep), 
and the My Time Our Place (School Age Care) 
curriculums where the notions of “being, 
belonging and becoming” are essential to 
providing children with opportunities for 
wellbeing, and success in learning and life.   

Our education and care takes place in flexible 
indoor and outdoor spaces where children are 
encouraged to investigate the world around 
them through their senses, and to develop  

 

 

natural curiosity and desire to learn. Children are 
supported to engage in challenging outdoor play  

experiences which facilitate the development of 
a confident self-identity, problem solving skills 
and growing independence and resilience. 

We seek to collaborate with families and our 
local community through respectful, reciprocal 
relationships where we can positively plan, 
reflect upon, and implement quality programs 
for children. We believe that families are 
children’s first teachers and we seek to draw 
expertise about children from those who know 
them best. Our educators view their role as an 
extension of children’s home life and seek to 
partner with families, promoting understanding 
and respect in their interactions. 

We strive to create a warm and welcoming 
environment where families, children, educators 
and visitors from diverse backgrounds feel 
valued and respected. We acknowledge the 
Traditional Custodians and Elders of the 
Yugambeh Language Group/ Bundjalung Nation 
on whose land we respect, learn and walk upon. 
We believe that connectedness is vital for each 
individual involved with our service, and that 
children have the right and need to feel 
connected and secure within their 
environments. It is our responsibility to support 
children by acknowledging our past, being in the 
moment, and setting attainable goals for the 
future.  

Our leadership team promotes and supports 
ongoing reflection and continuous improvement 
within the service. Educators are empowered, 
respected and guided in practical ways which 
promote continuity, innovative approaches, 
professional learning, and excellence in early 
childhood education and care.  

 

 

 

OUR PHILOSOPHY 



 

 

Welcome to Livingstone Christian College Early 

Learning Centre. At Livingstone our aim is to provide 
a safe, secure and inviting environment where 
children can develop their individuality and flourish in 
their God-given gifts as they engage in play and 
learning. We view children as unique and capable 
individuals, and provide experiences which scaffold 
their cognitive, social, emotional, physical, and 
spiritual development through holistic, child-initiated 
experiences. Safety and respectful, reciprocal 
relationships are of the highest importance to us, so 
you can have peace of mind in knowing that your child 
is loved, accepted and receiving the best possible 
care. 

We pride ourselves on working in partnerships with 
our families. We pray that you will feel welcomed, 
recognised, acknowledged and respected when you 
enter our service. We maintain an open door policy, 
and welcome you to be active participants with us in 
your child’s education and care. 

GOVERNANCE 

Livingstone Christian College Early Learning Centre 
operates under Christian Community Ministries Ltd 
(CCM). Together with the principal of Livingstone 
Christian College, a Nominated Supervisor/ Director 
of the Early Learning Community is appointed to be in 
day to day charge of service operations to ensure the 
highest quality  education and care is provided for 
children enrolled.  An Assistant Director and 
Educational Leader are also appointed to support the 
Director in their role. 

 Approved Provider:                                         
Christian Community Ministries Ltd. 
 

 Principal of Livingstone Christian College:             
Dr Mark Laraghy  
 

 Director of Early Learning Community:                  
Hope Gately 
  

 Assistant Director:                                                       
Robyn Davis 
 

 Educational Leader:                                                
Jessica Harman 

 

 Accounts and Bookings:                                      
Annette Grennan 

 

OPERATING HOURS 

 

Livingstone Christian College Early Learning Centre 
operates from 6.30am to 6.00pm, Monday to Friday. 
Our Long Day Care programs operate for 50 weeks of 
the year. The service is closed for a two week period 
over Christmas and for all Public Holidays. The Centre 
is open for all pupil free days. 

Our Pre-Prep program operates between 8.15am and 
3.15pm, Monday to Friday with optional before and 
after school care available with our Livingstone 
Outside School Hours Club (LOSHC). 

HIGH QUALITY EDUCATION AND 
CARE 

Livingstone Christian College Early Learning Centre, 
Pre-Prep, and LOSHC are licensed under the 
Education and Care Services National Law and 
Regulations. Our services are governed by the 
Australian Children’s Education and Care Quality 
Authority and regulated by our state licensing 
department, the Department of Education, Training, 
and Employment, including Qld Acts and Regulations.  

Our programs and practices are guided by the 
National Quality Framework which promotes high 
quality education and care nationally across early 
childhood services. Assessment and ratings of the 
seven quality areas are conducted by state governing 
bodies. These quality areas are:  

1. Educational Program and Practice 
2. Children’s Health and Safety 
3. Physical Environment 
4. Staff Arrangements 
5. Relationships with Children 
6. Collaborative Partnerships with Families and 

Communities 
7. Leadership and Service Management 

Our service seeks to engage in continual 
improvement, and this is shared with families through 
our Quality Improvement Plan wall in the ELC 
Administration Office. We encourage families to 
contribute to our ongoing projects by sharing 
feedback and ideas with us.  

 



 

 

GOVERNMENT ASSISTANCE 

On the 2nd July, 2018 the new Child Care Subsidy 
package commenced, replacing the Child Care Benefit 
and Child Care Rebate. The Child Care Subsidy (CCS) 
provides assistance from the Australian Government 
to support families with the cost of child care. CCS is 
paid directly to the Centre, reducing parents out of 
pocket costs. The amount of CCS provided to each 
family is determined by three factors: 

 Activity Test: The amount of hours parent/s work, 
study or volunteer determines hour many hours of 
child care will be subsidized per fortnight.   

 Combined Family Income: this determined the 
percentage of the subsidy a family is entitled to 
based on their combined family income. (It is 
important to note the Government will withhold 
5% of this percentage until the end of the financial 
year). 

 Annual Caps: Families earning less than $186,958 
combined income per year are not subject to a cap. 
Those earning over this amount, and under $351, 
248, will have an annual cap of $10,190 subsidy per 
child per year.  

 Service Type: Livingstone ELC is licensed as Centre 
based Day Care and as such has an hourly rate cap 
of $11.77.   

CCS fee reductions occur where families have 
registered with Centrelink, are eligible for CCS, are 
enrolled at a service, and the service has received 
government confirmation of the CCS percentage and 
hours parents are receive towards fees. From the 1st 
January 2016, children must also be immunised to 
receive this payment. Parents can contact Centrelink 
on 136150, online or in person to obtain further 
information or to register for CCS. There are 42 
allowable absences per year where CCS will be 
applied.  

Once you have enrolled in the Centre, you will also 
need to log into your mygov account to accept the 
enrolment and session times so that the CCS will flow 
through to the Centre, reducing you out of pocket 
costs. The Centre will then provide you with a 
summary of this information called a Complying 
Written Arrangement (CWA) to sign.  

Should you require assistance to complete this 
process our Administration Officer, Director, or 
Assistant Director would be more than happy to assist 
you.    

QUEENSLAND KINDERGARTEN 
FUNDING SCHEME 

Children who turn four years old on or before the 30th 
June are able to enroll in our Pre-Prep program which 
operates as an Approved Kindergarten Provider. 
Under The Queensland Kindergarten Funding Scheme 
(QKFS) our university qualified Early Childhood 
Teachers deliver a high quality program for the year 
before Prep. Our program is based upon the Early 
Years Learning Framework and Queensland 
Kindergarten Learning Guidelines. The Approved 
Kindergarten program operates 40 weeks per year. 
Children must attend for a minimum of 15 hours per 
week.  

To ensure that cost is not a barrier to accessing an 
Approved Kindergarten Program, QKFS Plus Kindy 
Support subsidies are available for families who hold 
a current Health Care Card. Fee reductions will be 
applied where families provide a copy of their Health 
Care Card to the Service.  

FEE STRUCTURE 

Livingstone Christian College Early Learning Centre 
offers Education and Care for children 6weeks to 12 
years of age in the following groupings: 

 Possums (6 weeks to 2 years) 

 Koalas (15 months to 2.3 years) 

 Bilbies (2 years to 3 years) 

 Wallabies (3 years to 4 years) 

 Pre-Prep (3.5 years -5 years)  

 Livingstone Outside School Hours Care (LOSHC) 
(Pre-Prep-12 years old) 

Children in Possums-Pre-Prep may select and 8, 10, or 
11.5 hour session for each day. Pre-Prep Children are 
required to enroll for a minimum of 3 days per week. 
Our formal Pre-Prep program operates from 8am to 
4pm at a daily rate of $80. 

Should children remain at the Centre after their 
booked end time ( 6pm a fee of $1 per minute per 
child will be added to your account. In the case of an 
emergency please phone the Centre and this fee may 
be waived at the discretion of the Centre Director. 
Should you, or an emergency contact, be unreachable 
within 30 minutes, policies and child protection 
require that emergency services are notified to 
ensure yours and your child’s wellbeing.  



 

 

The Pre-Prep program operates for 40 weeks of the 
year during school terms. Holiday Club is offered to 
Pre-Prep and LOSHC during term breaks. All other 
groups operate for 50 weeks of the year and continue 
as per normal during term break. The Centre closes 
for a two week period over Christmas and New Year, 
during which time fees are not applied.  

Families using Livingstone Christian College Early 
Learning Centre, excluding Pre-Prep and LOSHC, are 
entitled to 4 weeks of holiday leave through the year, 
on a pro rata system. In this instance, a year refers to 
a calendar year. Fees during these four weeks will 
have a $20 per day discount applied to the Child’s gap 
fee amount. Pre-Prep and LOSHC families are entitled 
to school holidays without charge, and therefore 
holiday rates during term do not apply.  In order to 
receive the discounted rate, Families must apply for 
this leave in writing no less than 2 weeks prior to 
taking the period of leave. The discount rate will only 
be applied if the account is up to date in line with the 
finance policy. A week is considered to be the days a 
Child is booked in on any given working week 
(Monday – Friday). 

Statements will be emailed to families each Monday 
and fees are to be paid two weeks in advance at all 
times. Our preferred payment method is via Debit 
Success on a weekly or fortnightly basis. Eftpos and 
direct debit facilities are also available should you 
need to make additional payments. All bookings, 
including public holidays and absent days, must be 
paid to preserve your child’s position at the Centre.  

Two weeks written notice is required for any changes 
to, or withdrawal of enrolment. Fees and any 
subsidies will be applied for these two weeks. 
Children must attend the Service on their last day of 
enrolment as required by CCMS to avoid being 
charged full fees.  

 

 

 

 

 

 

ABSENCES FROM CARE  

 

Should your child be absent from care for any reason 
we ask that you please either phone the Centre on 
(07) 55408690, or email elc@livingstone.qld.edu.au 
so that we can mark your child as absent and maintain 
accurate records for reporting and safety purposes.  

Outside School Hours Care families may remove a 
booking without charge if a full 24 hour notice period 
is received in writing to elc@livingstone.qld.edu.au.  
This means that for a breakfast club booking the 
Centre must be informed by 6am the morning before, 
and for an afternoon club booking the Centre must be 
informed by 3pm the day before. This allows the 
Centre to ensure adequate staffing and meal 
preparation can be conducted to deliver a quality 
program for all children.  

OPTIONAL EXTRA-CURRICULAR 
LESSONS 

Tiny Tennis: Miss Jessie visits the Centre every 
Tuesday and Friday. These lessons are available for 
children 2.5 -5 years old.  

Groovfit and Dance: A variety of dance styles 
including jazz, ballet and hip-hop are offered 
supporting children’s motor skills, balance, memory 
and social development.  

Grasshopper Soccer: Mr David from Grasshopper 
Soccer visits the Centre once a week to teach children 
from 2 years old the skills of soccer in a fun, social, 
non-competitive environment.  

Each lesson is offered based on utilization, and 
payment is organised directly with the supplying 
organization. Information is available from ELC 
Reception.  
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Statement of Fees  
Effective January 2020  

Service Fees 

Possums, Koalas, Bilbies 

6 weeks – 3 years 

8 hour day 8am – 4pm  $85 

10 hour day 7.30am – 5.30pm $105 

11.5 hour day 6.30am-6.00pm $110 

Wallabies & Pre-Prep 

3- 6 years 

8 hour day 8am – 4pm  $80 

10 hour day 7.30am - 5.30pm $100 

11.5 hour day 6.30am-6.00pm $105 

Pre-Prep Holiday club 6.30am to 6.00 pm $65 regular / $75 casual 

Additional $25 incursion/excursion days 

Holiday Rate 

Possums- Wallabies only 

$20 discount on usual rate (before CCS). Applicable up to a maximum of 4 weeks per year 
with two weeks prior written notice.  

LOSHC  

Prep - 12 years 

Brekky Club 6.30am-8.30am $20 regular / $25 casual 

Afternoon Club 3.05pm-6.00pm $25 regular / $30 casual  

Holiday Club 6.30am-6.00pm 

 

$65 regular/ $75 casual  

Additional $25 incursion/ excursion days 

Public Holidays $65/ 8 hour session will be entered for children in Possums to Pre-Prep for all Public Holidays.  

 

Inclusions Nappies, sudocream, baby powder and nappy wipes are provided for children in the Possums, Bilbies, and Koalas rooms. All children are 
provided with a daily “Munch N Crunch” snack for afternoon tea and sun screen (unless families wish to provide a preferred brand). Children attending 
11.5 hour sessions and Breakfast Club will be provided with cereal, toast, and fruit for breakfast. All children are provided with afternoon tea. This is 
continued during Holiday Club; families bring morning tea, lunch, water bottle, broad brimmed hat, spare clothes, and sheets (until Pre-Prep).   

Payment of Fees Livingstone ELC’s fees policy requires all accounts must be paid, and kept two weeks in advance at all times. The method of 
payment for fees at our Service is through Debitsuccess. If you have any queries or require assistance completing these forms, please do not hesitate 
to contact the Centre.   Please note: the Debitsuccess Credit Card method attracts an additional charge. Refunds can take up to eight weeks to ensure 
your Child Care subsidy entitlements with the Service can be finalised. All refunds are paid by direct deposit into your bank account. 

Commencement Fees On enrolment we will require a non-refundable booking fee of $50 per child (up to a maximum of $100 per family) to be 
paid before your child commences at the Service. All fees are to remain two weeks in advance at all times during the time your child is in attendance 
at the Service. 

Government Child Care Fee Assistance Child Care Subsidy (CCS) is a payment from the Australian Government that provides financial 
assistance towards the cost of child care and reduces the cost of your total child care fees. It is available to you if you are a parent, foster parent or 
grandparent with a child in your care who is attending a child care program approved by the Government. CCS is generally paid directly to service 

providers to pass on as a fee reduction, with families paying the difference between the fee charged and the subsidy amount.  There are three things 

that determine a family’s level of Child Care Subsidy:  

 A family’s annual adjusted taxable income determines the percentage of subsidy they are eligible for  
 An activity test determines how many hours of subsidised care families can access, up to a maximum of 100 per fortnight,  

 The type of child care service determines the hourly rate cap.  

Families need to meet certain Government requirements to receive CCS assistance. Start by signing in to your Centrelink online account via myGov and 
completing the Child Care Subsidy assessment task. This allows you to confirm your current details and provide new information so that Centrelink can 

confirm your eligibility for CCS. Until CCS has been approved and has commenced, you will be required to pay the full fee charged.  

For more information, see the government website www.education.gov.au/ChildCarePackage  or contact Centrelink by telephone on 136 150.  

 

https://my.gov.au/LoginServices/main/login?execution=e1s1
http://www.education.gov.au/ChildCarePackage


 

 

EDUCATIONAL PROGRAM            
& STAFFING 

Livingstone Christian College Early Learning Centre 
values the work we do for the children and families of 
our community. In line with the Code of Ethics, we 
value the role that we play in contributing to, and 
drawing from, the vast pool of national and 
international knowledge within the Early Childhood 
Sector. As such, we recognise, and take pride in, our 
role in guiding and shaping professional standards 

within the sector. 
 
Livingstone Christian College Early Learning Centre 
employs skilled and capable Christian Educators. The 
Lead Educator of each room holds a completed 
Diploma in Early Childhood Education and Care. They 
are supported by Assistant Educators who hold, or are 
working towards, a Certificate III or Diploma in Early 
Childhood Education and Care. Our Pre-Prep program 
is delivered by university qualified Early Childhood 
Teachers.  
 
All of our Educators and Teachers are experienced in 
designing learning opportunities which develop 
children’s social, emotional, cognitive, physical and 
spiritual aptitudes, preparing them for lifelong 
learning.  Our Centre ensures Educator to Child ratios 
are maintained at all times to ensure children are 
nurtured and their learning is scaffolded to meet their 
individual strengths, needs and interests.   

All of our programs are founded in nationally 
Approved Learning Frameworks: Early Years Learning 
Framework (birth-5) and My Time, Our Place (School 
Age), alongside the Queensland Kindergarten 
Learning Guidelines for our Pre-Prep.  

We believe that parents are children’s first teachers 
and are the people who know them best. Therefore, 
families are encouraged to be active contributors to 
their child’s learning journey at Livingstone Christian 
College Early Learning Centre. 

PRE-PREP HOLISTIC PROGRAM     
“LEAP” and Play 

At Livingstone ELC we promote play as the important 
work of children. We believe that a play-based, 
inquiry approach enables children to investigate and 
explore the world through a wide variety of 
experiences, opportunities and settings, promoting 
learning and connectedness with others and the 

environment. Our emergent curriculum responds to 
children’s current interests and abilities, providing 
activities and opportunities to grow and “learn how 
to learn”. A range of sensory and social experiences 
are embedded into the program encouraging children 
to interact with and make meaning from their 
environment and community.  

LEAP (Learning Early Achievement Program) is also 
incorporated into our days encompassing inquiry-
based learning and age appropriate intentional 
teaching to encourage school readiness. Small and 
large group investigations are used to teach children 
skills for life-long learning, alongside embedded early 
literacy and numeracy capacities. Oral language and 
the “I Love Reading” Program promote a smooth 
transition to Prep. A range of extra-curricular 
activities from Livingstone Art Academy, Chinese 
lessons, and involvement in primary Chapels, 
Assemblies, and events support children to develop 
positive attitudes and perceptions to school, and a 
love of learning.  

COMMUNICATING THE LEARNING 

Our Centre uses StoryPark to share information with 
Parents/Carers about their child’s time at our Centre 
and will be provided with portfolios of their children’s 
learning and development throughout the year. We 
will also communicate Centre information (including 
invitations to have input into our Policy Reviews) and 
upcoming events via emails, newsletters, our 
FaceBook Page, and Noticeboards around the Centre. 

Pre-Prep: In addition to the above, Pre-Prep children 
will also receive a mid-year Progress Report and an 
end of year Transition Statement. A copy of our 
School Readiness Curriculum will be presented to all 
Pre-Prep families on enrolment. This document 
details the goals and learning parents can expect to 
see in each Pre-Prep program throughout the year.  

LOSHC: Our Outside School Hours Care Program will 
document and share their leisure and learning 
program with families via the closed FaceBook Page.  

ROUTINES 

We provide an environment where children can feel 
comfortable and secure at all times. All of our rooms 
follow a flexible daily routine to reflect this. Our 
routines are designed to maximise each child’s 
opportunities to learn and develop. Throughout the 
day the children will experience a number of different 



 

 

activities which are part of the educational and 
developmental curriculum operated by all of our 
Educators. These will be based on the interests, skills 
and knowledge of the children and include aspects of 
their culture, family and community. Each room will 
display their routine so that parents may be informed 
and our educators will be more than happy to answer 
any questions or suggestions you may have. 

REST & SLEEP 

Children’s sleep and rest time routine varies 
according to individual needs. We provide both quiet 
areas for rest and relaxation, as well as space for 
sleeping to meet the developmental needs of each 
child throughout the day. During rest time, children 
are given the opportunity to sleep. If children do not 
wish to sleep they are provided with rest time 
activities that encourage them to relax and give their 
bodies time to recharge for the afternoon.  

Parents of our Possums room are provided with a “My 
Routine” form on enrolment which is used to follow 
your little one’s individual sleep and feeding routines.  

We ask that children come prepared each week with 
a cot sized fitted sheet and top sheet inside of a small 
bag or pillow case. These are then taken home to be 
washed on your child’s last day each week. Your child 
may wish to bring a security item or blanket to have 
at rest time but we request that no pillows or 
cushions are brought from home. Please feel free to 
discuss your child’s rest needs with their Lead 
Educator or Teacher.  

ENROLMENT AND ORIENTATION 

Enrolment packs enable the Centre to collect all 
relevant information regarding your child and their 
individual strengths and needs, as well as medical 
information, emergency contacts, persons authorized 
to collect your child from the service, and any 
information necessary to claim CCS for eligible 
families. A non-refundable enrolment fee of $45 per 
family is applicable to secure your child’s place at the 
service. To confirm enrolment we require a copy of 
your child’s birth certificate, immunisation records, 
and Health Care Card (if applicable).  

We ask that any medical information, including prior 
assessments or diagnoses, are shared with the Centre 
at this time so that we may ensure each child’s safety 
and wellbeing whilst attending the education and 
care service. In some cases the Centre is able to apply 

for an additional Educator to support the inclusion of 
all children at our Centre.  

In line with the Centre’s Medical Conditions Policy, 
Medical Management plans are created for any child 
with a medical condition to support their child’s 
health and wellbeing whilst in attendance. We also 
ask that your contact details are kept up to date so 
that we may keep you informed of your child’s 
progress and ELC news. You can let us know via email 
or through a Contact Update Form when you are at 
the Centre. Should you need to make any changes to 
your bookings, including cessation of care, two 
weeks’ written notice is required. 

PRIORITY OF ACCESS 

In line with the Department of Education, 
Employment and Workplace Relations’ (DEEWR) 
requirements we follow the Priority of Access 
Guidelines for Child Care Services. 

 Priority 1 – a child at risk of serious abuse or 
neglect.  

 Priority 2 – a child of a single parent who satisfies, 
or of parents who both satisfy, the work, training, 
study test.  

 Priority 3 – any other child.  

Within these main Priority categories, priority should 
also be given to children in:  

 Aboriginal and Torres Strait Islander families 

 families which include a disabled person  

 families which include an individual whose adjusted 
taxable income does not exceed the lower income 
threshold of $43,727 or whose partner is on income 
support  

 families from a non-English speaking background 

 socially isolated families 

 single parent families 
 

COURT ORDERS 

Parents must notify the Centre if there are any Court 
Orders affecting themselves or their child/ren. A copy 
must be provided to the Centre and the Centre must 
be updated of any changes to this Order. This 
information will be kept confidential by all ELC Staff. 

 



 

 

DOCUMENTING                         
THE LEARNING JOURNEY 

Families are kept informed of the education and care 
program through holistic documentation. A variety of 
documentation methods will be used by educators to 
capture your child’s journey of learning and 
development throughout their year.  

Early Childhood Teachers, Lead Educators and 
Assistant Educators will create whole group, small 
group, and individual learning stories, observations, 
and mind maps which will be shared with families 
each day. These will be displayed in your child’s room 
and also shared digitally via the StoryPark App. (You 
will receive an invitation from your child’s teacher at 
the beginning of the year to download and join the 
“class”). Children’s questions, experiences, family 
input and intentional teaching will also be 
documented and used to inform whole class and 
small group inquiry projects. 

For children 6 weeks - 5 years: Early Childhood 
Teachers and Lead Educators, supported by Assistant 
Educators, will complete monthly observations of 
your child’s learning journey. These will be shared 
with you digitally, and also added to a Portfolio which 
will be kept in your child’s classroom. We encourage 
families to view Portfolios regularly and invite you to 
contribute by adding your own observations, 
comments and home experiences to create a 
balanced, meaningful and purposeful record of your 
child’s learning journey at Livingstone Christian 
College Early Learning Centre. In addition, Educators 
will complete evidence-based developmental 
screeners of children to document their growth and 
development over time. This informs the program as 
Educators work with children, families, and (where 
appropriate) Health Professionals to support children 
to flourish. These screeners will be shared with 
families twice yearly. Should you have concerns 
regarding any aspect of your child’s cognitive, social-
emotional or physical development, please speak 
with your child’s Lead Educator or Teacher, or the 
Director of the Service.  

LOSHC (5-12 years): Group documentation is created 
daily and shared via a closed Facebook Page. Children 
are involved in planning their play, learning and 
leisure outside of school hours, and Educators create 
engaging activities which reflect age-appropriate 
experiences of interest to the children.  

 

WHAT TO BRING 

 Lunch box (cooler bag with ice brick) 
- Morning Tea 
- Lunch 
- Shared fruit for Afternoon Tea 
- Bottles, with measured water for formula,  

if required 

 Water bottle 

 Sheets for rest time 
- Flat cot sheet 
- Fitted cot sheet 
- Small draw string bag/ pillow case 
- Comforter if required 
- Please no pillows or cushions 

 Spare clothes (for sensory/messy play) 

- Any dirty/soiled clothes will be placed into a clothing 
bucket located in the bathroom for collection at the 
end of the day. 

Please ensure that all of your child’s belongings are 
clearly labelled with their name so that we can return 
any misplaced items to you. We ask that you refrain 
from sending toys, jewelry, and precious items to the 
Centre in case of loss or damage. Any items for home 
will be placed in a box for safe storage by staff until 
the end of the day. If there are significant or cultural 
considerations with regards to these items, please 
email the Centre Director for approval.  

WHAT TO WEAR 

Livingstone Christian College early Learning Centre is 
a Sun Smart Centre. Children from Possums to 
Wallabies, and during Holiday Club, may wear 
comfortable and modest Sun Smart clothing to the 
Centre; shirts with sleeves, broad brimmed/bucket/ 
legionnaire’s hat. Hats can be purchased from ELC 
Reception for $15. Closed in shoes are preferred as 
children often participate in regular outings on the 
school grounds and (if permitted by parents via 
annual regular excursion forms), to parks and 
parkland along Reedmans Road.  

As our Pre-Prep children are getting ready for school 
we begin the transition from free-dress to wearing a 
uniform each day. The Pre-Prep daily uniform is as 
follows: 

 Primary school sport shirt - available from 
Uniform Shop 

 ELC Hat - available from ELC Admin 

 Enclosed velcro shoes 

 Sun smart shorts/skorts 



 

 

Please note, children regularly participate in 
gardening, art, sensory play experiences where their 
clothes may get a little messy from time to time. Every 
Friday we have FLORAL FRIDAY to celebrate 
community, embedding Torres Strait culture into our 
Centre. Wear your best bright or floral clothes and 
flower accessories.   

PARTNERSHIPS WITH FAMILIES 

At Livingstone Christian College Early Learning Centre 
we have an open door policy whereby families are 
encouraged to be active participants and contributors 
to your child’s learning. You will receive invitations to 
various events throughout the year including special 
occasions, incursions, and Pre-Prep Parent-Teacher 
interviews in Terms 1 and 3.  Once children are settled 
and feel a strong sense of belonging in their 
environment we encourage families who are able, to 
join us from time to time. You may wish to volunteer 
to read stories, participate in art projects, help with 
gardening or just come along to play. We appreciate 
that many families have work commitments, and also 
offer take home projects if you would like to 
contribute to your child’s class. Families are also 
encouraged to speak into our daily program by 
sharing ideas and responses to current learning 
themes - either in person, by email, by phone call, or 
through the StoryPark App.  

 FEEDBACK AND CONCERNS 

If you have positive feedback or any concerns 
throughout the year we invite you to speak with your 
child’s Teacher/ Lead Educator or Centre Director. A 
“Parent Voice” area is located in ELC Reception where 
families are invited to comment on our Quality 
Improvement Plan, Policy Reviews, and Parent Voice 
forms. Should a concern be of a serious nature, the 
Grievance Policy and Procedure should be followed 
whereby the Centre Director will complete 
investigations and be in contact with you to arrange a 
peaceful and appropriate resolution. Policies and 
Procedures are made available to families in the ELC 
Administration Office and Pre-Prep Foyer.  

ARRIVALS AND DEPARTURES 

It is a legal requirement that children are signed in 
and out of the Centre each day.  To make this process 
as easy as possible iPads are located in ELC Reception 
and in each Pre-Prep/ LOSHC room. The QKiosk 
program is loaded on these devices to allow you to 
digitally sign your child in and out. On enrolment, you 

will receive a generic 4 digit passcode to enter along 
with your mobile phone number (you may then 
change this passcode to a numeric pin you will recall). 
Please note that only those listed on the enrolment 
form as an authorized nominee will be permitted to 
collect your child from the service, and each of these 
persons must be at least 18 years old (unless they are 
the parent).  

In the event that you require another person to drop 
off or collect your child from the Service, we ask that 
you fill out a Temporary Arrangement for 
Authorisation to Collect Child form, available in the 
ELC Administration Office. Alternately you may email 
or phone the Service with the details of the person to 
collect your child. Staff will then sight and photocopy 
this person’s driver’s license/ government issued 
photo ID before allowing the child to leave the Centre 
with them. 

Please view the Centre Arrivals and Departures policy 
for more information regarding acceptantance and 
the impact of illness on your child being able to attend 
the Centre. 

CENTRE SECURITY AND PIN 
PAD ENTRY SYSTEM 

 

Children’s safety and wellbeing is of the utmost 
priority. As such the Centre has installed a pin pad 
entry system to ensure only authorised persons have 
access to ELC buildings. Each family/ household will 
be issued with their own pin code enabling them to 
enter the ELC/ Pre-Prep/ OSHC buildings. Families will 
only have access to the buildings their child attends. 
After enrolling this pin code will be emailed to your 
nominated email address.   
 
We ask that families DO NOT share their code with 
any other persons, including primary and high school 
siblings, and persons who are not listed as authorised 
contacts on your child’s enrolment record. Any 
persons who are given a temporary authorisation to 
collect by parents will be able to access the building 
via the video intercom system when photo ID is 
provided. Where a possible breach of pin security is 
found a new pin will be issued by the Centre.   
 
Should you have any questions please don’t hesitate 
to contact ELC Administration.   

 



 

 

SUNSMART POLICY 

We are a SunSmart Centre and follow the Cancer 
Council’s guidelines when it comes to outdoor play. 
We ask that families apply sunscreen to their child 
before arriving at the Centre each day. Teachers and 
Educators will then reapply sunscreen throughout the 
day, at least 20 minutes prior to going outdoors. The 
Centre will provide sunscreen for your child 
throughout the day. If your child is allergic to the 
sunscreen provided, we ask families to supply the 
service with an appropriate alternative.  

Hats are worn at all times when children are playing 
outdoors, walking around college grounds or when on 
excursion.  Indoor-outdoor play and learning is 
embedded into our daily routines. If a child does not 
have a sun smart hat they will be supported to play in 
the shade only for their health and safety. Teachers 
and Educators use the SunSmart App, which provides 
advice and recommendations using accurate 
measures of UV ratings for the day. 

NUTRITION 

Livingstone Christian College Early Learning Centre 
aims to promote children’s wellbeing through 
encouraging healthy food choices. Teachers and 
Educators sit with children at meal times and discuss 
“always foods” and “sometimes foods” in reference 
to the Healthy Food Pyramid from Nutrition Australia. 
We ask that children are provided with a healthy 
balance of “always foods” for their lunches and water 
bottles (please refrain from sending sugary juice or 
cordial). Nutrition has a direct impact on brain 
function and children’s ability to learn and engage in 
the program. We ask that foods such as chips, lollies, 
cakes, LCMs and rollups remain at home as a special 
treat. Routine meal times will consist of Morning Tea 
(yoghurt, cheese and crackers, fruit, rice cakes), 
Lunch (Sandwiches or wraps, cold left overs, platters, 
salads), and a progressive afternoon tea using the 
“shared fruit” item brought by families each day 
(fruits and vegetables will be cut up by Educators and 
served to the children throughout the afternoon as 
they are hungry).   

 

 

 

 

ALLERGIES/ANAPHYLAXIS 

Please note that we are an Allergy Aware Centre. As 
you enter the Centre, you will notice an Anaphylaxis 
Notice listing the allergens which pose severe risk to 
children in attendance. In the interest of protecting 
all children, we ask that families please refrain from 
sending foods which are listed on this notice, or foods 
which contain any type of nuts. If your child does have 
an allergic or anaphylactic reaction, or a dietary 
intolerance we ask that you kindly share this 
information and an Action Plan from your GP to the 
service on enrolment.  

BIRTHDAYS 

We endeavor to ensure all children and families feel 
a sense of belonging within our ELC community. We 
love to celebrate special events such as birthdays and 
cultural celebrations with your children. You are most 
welcome to bring small cupcakes, icy-poles, or fruit 
kebabs to share with your child’s class for these 
events. We do ask that you send along a list of 
ingredients also. If you child has allergies or 
intolerances (including gluten or lactose intolerances) 
and you would like them to join in these celebrations 
we invite you to bring some special treats for such 
occasions, which your child’s Educators and Teachers 
can store in the room freezer.  

MEDICAL INFORMATION & POLICIES 

Medication 

In the event that your child is unwell and is prescribed 
medication by your GP, our Educators can administer 
medication for you on the following conditions: 

 An Authorisation to Administer Medication  form is 
completed and signed by a person authorized to do so 
on enrolment 

 The medication must be in date 

 The medication must have a pharmacist label which 
states the child’s name, GP’s name, dosage amount and 
method, and storage instructions.  

The form and medication must be given to your 
child’s Teacher or Lead Educator on arrival for safe 
storage out of the reach of children. Under no 
circumstances is medication of any kind to be kept in 
children’s bags (including asthma puffers and 
creams). For medical conditions such as anaphylaxis 
or asthma, families are asked to provide an Action 



 

 

Plan from their GP. This then negates the need to 
complete the above mentioned forms.  

Illness 

Livingstone Christian College ELC follows the 
guidelines set out in the Australian Government 
Staying Healthy in Child Care 5th Edition document. 
This publication sets out symptoms, incubation 
periods, and exclusion periods which must be 
observed following symptoms of a communicable 
disease or illness. In some cases the Centre will 
require a medical certificate before children are 
allowed to return to the education and care setting.  

Should your child fall ill whilst in attendance Teachers 
and Educators will inform you via the contact details 
provided on enrolment and request that you collect 
your child from the Centre. If your child has a 
temperature of 37.5 degrees Celsius or higher, 
Teachers and Educators will make every effort to cool 
your child naturally and phone you to collect your 
child. In the event you are unable to collect your child 
within one hour, or their temperature is over 38 
degrees, you may give permission for Panadol to be 
administered over the phone (if you have authorized 
this on enrolment). If we are unable to contact you, 
we will call emergency contacts, or if required seek 
medical attention from emergency services on your 
behalf.  

Medical Conditions 

Once Livingstone Christian College Early Learning 
Centre is made aware of the intention of a Family to 
enrol their Child with a chronic, complex or persistent 
medical need, or once Livingstone Christian College 
Early Learning Centre is made aware a Child whom is 
already enrolled, the Service Leader/Nominated 
Supervisor will work with Families, Medical 
Professionals and Educators to support and manage 
medical condition in appropriate and compassionate 
ways which uphold the dignity of the child, and where 
suitable, involve the child in the management of their 
medical condition. 
 
Parents may be requested to meet with the 
Nominated Supervisor or Educators to discuss how 
best to meet the needs of the Child, and provide a 
response which supports the Child to feel safe and 
included within the Education and Care Environment. 
Medical Information must be shared with the Centre, 
including reports and medical action plans from 
Medical Practioners so that the Centre can be 

adequately informed and responsive to the inclusion 
of each child. A medical management plan will be 
created collaboratively, and will be reviewed 
biannually to ensure currency, consistency and clear 
lines of communication.  

 

Injury/ Incidents 

Should your child have an injury in the home 
environment we ask that families complete an Injury 
on Intake form to notify Teachers and Educators of 
the injury; this ensures staff are aware of the injury 
and any care needs.  

Whilst we strive to create a safe environment for 
children, we do allow children to engage in 
appropriate physically challenging play (e.g. climbing, 
balancing etc) to promote independence, resilience 
and wellbeing. From time to time, children will have 
trips, bumps or falls in this process as they learn how 
to coordinate their movements. If your child is injured 
whist at Pre-Prep, first aid qualified Teachers and 
Educators will treat any minor injuries and ask you to 
sign a completed Injury and Incident Report form to 
acknowledge you have been informed of the event. If 
a more serious injury occurs, including any bumps to 
the head, families are notified immediately and 
professional medical attention is sought if required.  

Immunisations 

Our service currently accepts enrolments of children 
whose families choose not to vaccinate. We would 
like to inform these families however that CCS and 
other family assistance payments such as Family Tax 
Benefits are linked to children’s immunisation status. 
Where children’s immunisations are not up to date, 
these payments will not be processed by the 
government and families will be required to pay full 
fees. Families may apply for an exemption for 
approved medical reasons. For more information 
please visit 
http://www.immunise.health.gov.au/internet/immu
nise/publishing.nsf/Content/frequently-asked-
questions 
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CENTRE POLICIES 

Centre policies and procedures are available to 
families on request, or can be found in either the ELC 
Administration Office, or Pre-Prep/LOSHC Foyer 
areas. Policies are based upon the Early Childhood 
National Laws and Regulations, and the National 
Quality Framework and ensure a consistent approach 
to nurturing, caring for and providing high quality 
Early Education for all children in our care.  Policies 
are also shared with families upon their annual review 
via email. We ask that families read and familiarize 
themselves with these, and invite your feedback to 
ensure that policies reflect sector requirements and 
the voice of our community.  

EMERGENCY PROCEDURES 

 

Policies and Procedures are in place In the case of an 
emergency such as a fire, lock down, or evacuation. 
Evacuation plans are displayed near all exit points of 
the Service and regular practice drills are undertaken 
every 3 months with children and staff (days and 
times will vary). 

Early Learning Centre 

CONTACT INFORMATION 

 

Bookings/ Enquiries: elc@livingstone.qld.edu.au 

Director: hope.gately@livingstone.qld.edu.au  

Phone: (07) 55408690 

Livingstone Christian College  

Email: info@livingstone.qld.edu.au 

Phone: (07) 55408600 

Uniform Shop 

Email: ushop@livingstone.qld.edu.au 

Phone: (07) 55467653 

THANK YOU 

 

We know how precious your little people are, and 
what a huge decision it is to place them in care. Our 
commitment to you is to love and care for your child 
in a nurturing, Christian environment where we will 
seek to learn about and encourage your child’s 
unique personality, interests and God-given gifts. We 
will seek to walk this journey with you as we share 
reciprocal, respectful relationships with you as your 
child’s first teacher and the one who knows them 
best.  

We thank you for choosing Livingstone Christian 
College Early Learning Centre to provide quality 
education and care for your child. We count it an 
absolute blessing and privledge to be part of your 
child’s life and look forward to a wonderful season of 
learning, growth and God’s blessings with your family.  

Yours in Christ,  

Livingstone Christian College Early Learning Centre 
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