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Family Handbook 

C&K Banks Street Newmarket Community 
Kindergarten 

 
Affiliated with the Creche and Kindergarten Association Limited since 1994 

Registered with the Australian Children’s Education and Care Quality Authority as an 
approved provider of a centre-based kindergarten service. 
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Keeping in touch 
 

 07 3352 6940 
 admin@banksstkindy.org 
 PO Box 3135, Newmarket, QLD 4051 

 15 Banks St, Newmarket, QLD, 4051 
 banksstkindy.org 

 facebook.com/BanksStKindy/ 

 

Key Contacts 
 
STAFF 
 
Director/Nominated Supervisor 

 
Sharon Kemp 

 
sharon@banksstkindy.org 

Educational Leader  
 

Sharon Kemp (Bee group) 
Kim Crisp (Butterfly group) 

sharon@banksstkindy.org 
kim@banksstkindy.org 
 

Assistant Educators Melissa Calkin (Bees Group – Mon-Wed) 
 Rachel Edwardson (Butterflies Group – Thurs-Fri) 

 
Artist-in-Residence Kath Reilly (every 2nd Wed and Fri) 

 
Administrative Assistant Elizabeth Oliver (Tue & Fri) admin@banksstkindy.org.au 

 
MANAGEMENT COMMITTEE 
 
President / Vice President 

 
committee@banksstkindy.org 

Treasurer treasurer@banksstkindy.org 
 

C&K   
 
Early Childhood Education 
Consultant 

 
Nicole Kaponay 

 
n.kaponay@candk.asn.au  
0427 299 454 

Education Practice Advisor Simone Sullivan s.sullivan@candk.asn.au 
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Welcome to Banks Street Kindy 

We’re thrilled you have chosen us to educate and care for your child, they will enjoy the C&K 
experience, as over a million children have done since 1907. (Jane Bourne C&K CEO, 2019)  

With our team of experienced and inspirational educators your child will be guided through a learning 
journey of self-discovery, social cohesion and life readiness. When you arrive at C&K Banks St Kindy, 
you will see the natural environment inside and outside. You will feel the warmth and kindness of a 
traditional community kindergarten. You will hear the sound of children playing together with 
developmentally appropriate experiences. You will sense the calm mindfulness in our people, place 
and kindergarten culture. 

“Here is the Earth, here is the sky, here are my friends, and here am I. Here together we will 
discover and grow, we will care for the land and each other wherever we go.” 

Mission Statement 
C&K Banks Street Kindy supports a child’s ideas, experiences and understandings in a learning 
environment that values play.  The Centre supports a child and his/her family, working together to 
encourage a child’s disposition to learn and create. 

When children enter an early childhood setting, they bring with them a rich variety of cultural and 
social backgrounds and experiences.  This Centre recognises the individuality of each child and 
family and observes a policy of inclusion, regardless of gender, ability or culture. 

This Centre actively promotes education for sustainability and encourages children and families to 
protect the environment.  Native animals and insects are treated with care and are allowed to remain 
free for children to observe. Care of the environment is fostered among children and adults. The use 
of fresh food is encouraged to reduce the over-use of packaging.  This is a living sustainably issue as 
well as a nutritional one. 
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About Banks Street Kindy 
BRIEF HISTORY 

The Centre began as St Ambrose Community Pre-School and Kindergarten in July 1994 and was 
located at St Ambrose’s School for 11.5 years.  In 2006 the Kindergarten was relocated to a 
classroom within Newmarket State School (NSS) with the intention of moving into a new building 
within 6 months.  In 2011, after many years of fundraising and a BER (Building the Education 
Revolution) Grant, we moved into our lovely new building and gardens within the grounds of the 
Newmarket State School.  

C&K BANKS STREET KINDY TODAY 

C&K Banks Street Kindy is affiliated with the Creche & Kindergarten Association of Queensland 
(C&K).  As an “affiliate” service, Banks Street Kindy: 

• Is a not-for-profit incorporated association (Banks Street Newmarket Community 
Preschooling Centre Inc) of which each family is a member; 

• Is managed and administered by a Management Committee that is made up of parents from 
the Kindy who volunteer at the start of each year for these roles; 

• Operates under the National Quality Framework (NQF) which provides a national approach to 
regulation, assessment and quality improvement for early childhood education and care and 
outside school hours care services across Australia; and  

• Receives funding under the Queensland Kindergarten Funding Scheme but otherwise relies 
on fees, donations and fundraising to meet its running costs and maintain a sustainable and 
thriving kindergarten for our children. 

In May 2015 the Centre was assessed and subsequently rated under the NQF, receiving the rating of 
“Exceeding” from the Australian Children’s Education and Care Quality Authority (ACECQA). 

The Director and staff of Banks Street Kindy are advised by an Early Childhood Education Consultant 
and an Education Practice Advisor from C&K who help to ensure that Banks Street Kindy meets the 
required standards under the NQF including for: 

 
• Qualified and approved early childhood educators; 
• An approved educational program; 
• An approved ratio of staff to children; 
• A building of approved design; 
• An approved outdoor play area; and 
• Adequate and suitable equipment for both indoors and 

outdoors; 

C&K Banks Street Kindy is extremely proud of the close cooperation 
between parents and educators.  We rely on substantial contributions 
from our parents whether by involvement in the management of the 
Kindergarten, participation in regular events or support for various 
fundraising activities during that year that contribute to improved 
service quality for the children.   
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Our Team 
We are fortunate to have highly qualified and experienced staff.  All staff members hold current first 
aid certificates, Blue Cards and participate in professional development activities such as workshops 
and conferences.  This is supported and actively encouraged by the Management Committee.

 
DIRECTOR: Sharon Kemp 
 
Bachelor of Education (Early Childhood), B-Grade Honours, Blue Card Teacher exemption, First Aid 
and CPR, Anaphylaxis and Asthma Management  Training)  
 
Sharon is the Director, Nominated Supervisor and teacher to the “Bees Group”.  
 
Sharon is a passionate early childhood teacher with extensive international training 
in Reggio inspired learning environments, Danish and UK forest schools. She has 
18 years’ experience in Early Childhood (16 years with C&K) and 8 years as a 
qualified teacher. Sharon has the ability to facilitate an inclusive, clam and vibrant 
learning space for children and families. Her teaching practice has a strong 
connection to building a sense of community and nature education. Sharon believes 
family and friends are a strong foundation in maintaining a healthy life work balance. 
In her spare time Sharon enjoys gardening, crochet, art and volunteering.  
 
 
 
ASSISTANT EDUCATOR: Melissa Calkin 
Diploma of Child Services, Blue Card, First Aid and CPR, Anaphylaxis and Asthma training 

 
 
Melissa joined our Kindy in 2018 as Assistant Educator for the Bee's Group. 
Melissa has over 20 years’ experience working in a variety of Early Childhood 
settings and since 2010 has worked in a variety of roles in Kindergarten.  
 
From Melissa: “I have a love for children and helping them learn and grow. It is a 
joy to watch children’s ideas evolve, and friendships blossom throughout the year. 
Kindy is a fun and happy way to spend a day.” 
 
 
 
 

EDUCATIONAL LEADER: Kim Crisp 
Bachelor of Education (Early Childhood) (Hons), Blue Card, First Aid & CPR, Anaphylaxis and Asthma 
Training) 
 
Kim is the Certified Supervisor and Educational Leader for the “Butterflies 
Group”. Kim joined the Kindy in 2018.  She has over 20 years of working with 
children.  Prior to joining Banks Street Kindy, Mrs Crisp has taught in 
kindergartens, schools and long day centres.  When she is not at Kindy, Mrs 
Crisp works as a research assistant in the School of Early Childhood at QUT. 
 
From Kim: “I believe that childhood is a place to be. In 
our busy world, where there is so much emphasis on preparing for the 
next challenge, it's important that we remember to enjoy the present, the 
magic of childhood and all of the wonder and learning that comes with it”. 
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ASSISTANT EDUCATOR: Rachel Edwardson  
(Diploma Child Services, Blue Card, First Aid and CPR, Anaphylaxis and Asthma training)  
 

 
Rachel is an Assistant Educator for the “Butterflies Group”. 
  
Rachel started working at Banks Street Kindy in 2008 as an Inclusive Assistant. 
Her career in Early Childhood Education began in 1993 and includes work in family 
day care, long day care and TESOL in a primary school in The Netherlands. 
 
From Rachel: “Banks Street Kindy is a place that values nature, creativity, 
community connections and learning in a social play-based environment. Children 
who spend time at Banks Street Kindy experience an important foundation to a life 
of learning, with the help of interested educators and loving families.” 
 

 
ARTIST-IN-RESIDENCE:Kath Reilly 
(EN, BFA and Blue Card)  
 
Our multi-talented “Kath the Art Lady” holds a Bachelor of Fine Art majoring in Illustration 
QCA 2000, as well as having a background in nursing and childcare. Kath began 
facilitating group artworks for the Annual Banks Street Art Show in 2007. She is an 
incredible Artist and communicates so well with the children, enlightening them to the 
wonders that surround us, and teaching them how to describe their ideas verbally and 
through art. 

 
From Kath: “Why I love working here? At Banks Street Kindy I am always overjoyed to 
see how much the children (and their families) are supported – as a community, as 
individuals and in a creative capacity. I love seeing the children share ideas and explore 
problems together. It’s a home away from home and a pleasure to work with such a 
positive and knowledgeable team.” 
 
 
ADMINISTRATION ASSISTANT:Elizabeth Oliver  
(BBM, MPA, Blue Card)  

 
Elizabeth is our exceptionally qualified Admin Assistant and go-to person for 
almost any question. Elizabeth started at Banks Street Kindy in 2010 and holds a 
Bachelor of Business, majoring in Hospitality Management, and a Master of 
Professional Accounting.  
 
Elizabeth brightens every room she is in, is an all-round good chook, and an 
incredible asset to the Kindy. 
 
Elizabeth works on Tuesday and Friday mornings, 8.00am - 1.00pm. 

 

Student Teachers and Volunteers 
During the year, student teachers may attend the Centre to complete practice teaching blocks.  All 
students are accountable to the Director and must hold a Blue Card. Any identifiable photographs taken 
at the Centre by student teachers will not be removed from the Centre, without signed authority from 
parents or carers.  Volunteers must also hold a Blue Card.  
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Code of Conduct 
 
C&K is an organisation that expects the highest standards of professionalism from all its personnel. 
People are expected to behave in a respectful, ethical, professional manner in accordance with 
legislation at all times, irrespective of duties or employment status. People are to be treated fairly – 
not discriminated against, abused or exploited. People should be treated as individuals with rights to 
be honoured and defended. Individuals not only have rights but also duties and responsibilities to 
others to act openly and honestly. People are to exhibit courteous behaviour, avoid doing harm to 
others and to uphold the standards expected of members of the community. Individuals are required 
to protect the rights of others and to respect the diversity of cultures and people. C&K requires the 
values of openness, honesty, tolerance, fairness and responsibility in all social, moral and business 
matters. C&K follows, and expects all individuals with whom it associates, to adhere to the principles 
set out in the ECA Code of Ethics. Failure to adhere to this policy, or associated documents, may 
result in disciplinary action being taken up to and including termination of employment for staff, 
refusal of service for clients, and / or the dissolving of contractual agreements. 
(C&K Policy Statement from Policy)C0:04 Code of Ethics & Code of Conduct 

Whilst involved with the Banks Street Newmarket Community Pre-schooling Centre, staff, parents, 
children, volunteers and visitors are to be guided by this statement, respecting professional and personal 
boundaries and behaving in an appropriate and ethical manner reflected by our dress, actions and 
language. 

We will all endeavour to: 

• Respect the rights and dignity of every person, regardless of their abilities, gender, religion or 
cultural background; 

• Raise concerns with staff and committee members in a respectful manner; 
• Not smoke or use harmful/illicit substances or drink alcohol whilst on the premises; 
• Commit to the safety and wellbeing of all young children and their siblings attending the Centre; 
• Wear respectful attire/clothing;  
• Be guided by C&K’s Policy – Procedure S0:03.03 Guiding Children’s Behaviour (copy available); 

and 
• To promote the safety, and respect the beliefs of all children and families, when you are at the 

centre please only email, text or post on social media sites images or recording of your child.  
• You will have given, or withheld, your permission for Banks Street Kindy and / or C&K to use your 

child’s images / recordings for marketing or communications. If you ever want to change your 
preference, please talk to the Director. If you have any questions or concerns, please let us know. 
Banks Street Kindy’s Privacy Policy is also available at the Kindy or let us know if you’d like a 
copy emailed, for more information. 

Curriculum Frameworks 
Our kindergarten curriculum is governed by the Queensland Kindergarten Learning Guidelines (QKLG).   
https://www.qcaa.qld.edu.au/kindergarten/qklg 

“The QKLG supports kindergarten teachers’ professional practice in a range of contexts across 
Queensland. It adopts the vision of the Early Years Learning Framework (EYLF) that ‘all children 
experience learning that is engaging and builds success for life’. The QKLG provides specificity for 
children’s learning across the year before starting school, recognising that children bring with them 
diverse identities and backgrounds. It acknowledges that parents/carers are children’s first teachers and 
values the vital role families play in children’s lives and their ongoing learning”. 
(Page 5, Queensland Curriculum and Assessment Authority) 
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QKLG is used in conjunction with C&K’s curriculum approach 2020. You will begin to see it referenced 
through resources like Storypark, parent displays, and information sessions, as it provides a common 
language in expressing the curriculum. 

At the end of the Kindergarten year staff and families collaborate to prepare a transitional statement to 
assist with the child’s journey to Prep. Permission is sought from kindy to email a copy to the child’s 
upcoming Prep teacher. 

The National Quality Framework 
The National Quality Framework (NQF) was introduced in January 2012 and 
applies to kindergartens, long-day care, family day care and outside school 
hours care services across Australia. Banks Street Kindy was assessed against 
the NQF in May 2015 and received an overall rating of “Exceeding”.  

Education and care services are assessed and rated on 7 key quality areas of 
the National Quality Standards: 

QA1. Educational program and practice;  
QA2. Children’s health and safety; 
QA3. Physical environment; 
QA4. Staffing arrangements (including the number of staff looking after children); 
QA5. Relationships with children; 
QA6. Collaborative partnerships with families and communities; and 
QA7. Leadership and service management. 

The National Regulations require approved services to have a Quality Improvement Plan (QIP). We use 
the QIP to detail our strengths, areas from improvement, strategies to improve practice and progress 
towards achieving our goals.  

It is important that the QIP is developed and reviewed with input from the entire Banks Street Kindy 
community, including committee, parents, children and educators.  

Special Events and Visitors 
 
C&K Banks Street Kindy plans many relevant and highly educational visits for the children during the 
year. These are designed to extend the interests and understandings of the children. We will always let 
you know in advance of these activities and parents / carers are encouraged to assist. 
 
Special Events 
Mothers’ breakfast, Fathers’ breakfast, Grandparents and Special Friends’ Morning tea and the Art Show 
Excursions 
Planned and incidental visits to Newmarket State School, especially the library, and the educator to 
student ratio is 1 adult per 11 children for excursions within the school grounds. We also visit Newmarket 
State School for the Under 8s Day, Easter Hat Parade and Book Week. 
Special Visitors may include 

• Local Native Bee educators 
• A local Dentist to talk about caring for our teeth 
• Police Officer to talk about Personal Safety 
• Indigenous Educators 
• Yoga/mindful movements instructor 
• Librarian 
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Guiding Behaviour 
Positive guidance is used to encourage appropriate behaviour.  The dignity of the child is to be respected. 
Our staff reference C&K’s Policy S0.03.03 Guiding Children’s Behaviour.  This is based on the work of Dr 
Louise Porter. 

The discussion style of problem solving helps children to become responsible decision makers and 
teaches them to be responsive to the needs of others.  (Dingle, A.C.; Parent Survival Kit, pg. 30). 

The objective is to assist children to self-regulate their own behaviour by: 

• Being responsible for their own behaviour; 
• Respecting the rights of others; 
• Developing a positive self-esteem; and 
• Building positive relationships with peers and adults. 

Art Program 
 
Banks Street Kindy is so privileged to have Kath ‘the Art Lady’ Reilly 
alternate between the Bees and Butterflies groups, to take the 
children on a creative journey exploring colour, line, drawing and 
observation. 

Kath shares a core theme with the children at the start of each year 
(e.g. in 2018 the focus was “Imagine”), and this is developed upon 
week by week. A strong focus of the art program is to encourage the 
children to truly embed themselves in the natural environment and 
formulate a plan from what they encounter. Art is a wonderful way 
for children to express and articulate their thoughts, both verbally 
and through creation.  

Each term has a specific focus (e.g. Imagination or Observation) and the children use various mediums to 
develop their skills and show their creative flair. 
Also, in Term 1 parents are invited to attend an 
evening to learn about the program and work 
on a collaborative art work as well. 

The Art Program culminates in the highlight of 
the Kindy year – the Annual Art Evening where 
parents and friends view the incredible 
collaboration the children have been working on 
The Art Program is an incredibly rewarding 
experience for children, educators and parents 
alike. It is a bespoke program for the children of 
Banks Street Kindy and consistently surprises 
and delights us all. 

Getting ready for kindy 
WHAT TO BRING 

Every day please bring a bag with all items named on EVERYTHING  

• Spare clothes. Learning can get messy sometimes. 
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• Wide brimmed hat 

• Nutritional food for the day 

• Water bottle 

• Sheet set which fit our stacker style beds. Your child’s sheet set may contain: Bottom sheet (65cm X 
134cm finished) – eg large cot sheet. Top Sheet – (77cm X 134m) without elastic. A warm rug in the 
cooler months may be necessary. Cot sheets with elastic are acceptable. 

Other things to note: 

• Bare feet encourage safety, growth and developing sensory awareness, so children are 
encouraged to remove their shoes for play, depending on the weather.  

• Toys are to be left at home to avoid loss / damage. 

• Lost property is collected at the Centre for parents to check. 

ORIENTATION & INFORMATION EVENING 

Before your child attends the Centre, an Information Night with parents is arranged at the end of the year 
prior. Once your enrolment confirmation form and deposit are returned and paid, all necessary paperwork 
will be emailed to you.   

You are welcome to visit before the end of the year, to help your child familiarise themselves with their 
Kindy. 

MEET WITH THE TEACHERS BEFORE START OF TERM 1 

In January there will be an opportunity to meet the teaching staff and to also meet the families who will be 
in your Group. This will allow parents/carers to provide up to date information about their child and allows 
the children to meet their peers and children will:   

• Choose their locker 

• Receive their hat 

• Have their photograph taken for documentation purposes and to support literacy (e.g. name 
recognition at sign-in and hat/washer placement) 

• Check enrolment paperwork 

Car Park Guidelines 
The car park located outside the Centre is shared with Newmarket State School and can be very busy 
during drop-off and pick-up times.  We seek your full cooperation in this matter.  

• Whenever possible reverse your car when 
parking so that it is easier as you drive out. 

• When driving, exercise extreme caution entering 
or leaving the car park. 

• When parking, leave enough space on both 
sides of your car so that you (and the adjoining 
vehicle/s) have access.  Don’t waste valuable 
parking space.  
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• Do not drive into a car park if you can see that it is already full.   

• It is recommended that everyone wear shoes at all times when in the car parks. 

• Minimise pedestrian movement across the car parks.  Walk around the perimeter of a car park. 

• Supervise your children at all times in the car park and be extremely vigilant when moving around. 

• Avoid car park chats.  Stop and chat on the paths outside the car park. 

• Do not park in the emergency vehicle parking bay or block access to this area. 

• Parents and carers are not to use the car parks for commuter parking.   

• Other options include on-street parking and McDonalds (See map below in green). 

Arrival and Departure 
Some things to note:  

• It is the responsibility of the parents to ensure sunscreen is 
applied prior to outdoor play.  It is suggested that this is 
applied at home, but there is sunscreen available at the 
Centre if required (C&K Policy SO.01.01 – available for 
reference at the Centre). 

• Advise staff of anything they should know (e.g. changes in 
sleep, illness or family routine that may affect your child’s 
day). 

• Late collection of your child will not be tolerated. Children can 
become distressed if they see other children being collected. 
Please phone, if there is a circumstance that means you will 
be late. It is best to arrive 5 minutes before the end of your 
child’s day. 

• We promote independence by encouraging the children to do 
their own jobs i.e. putting water bottle in rack and lunch in fridge etc. These are necessary skills 
to learn before the children transition to Prep. 

• If there is a coloured dot beside your child’s name on the sign in/ sign out form it means that they 
had a sleep; and an asterisk (*) means, there are soiled/wet clothes to be collected from the 
children’s bathroom. 

Typical Daily Activities  

Daily activities are flexible and will depend on the interests and energy level of the group and will change 
as the year progresses.  
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Healthy bodies and minds  
Research shows that children to eat a nutritious range of foods are better prepared for the social context 
of kindergarten program. Fruit and vegetables are promoted as appropriate snack foods and water is the 
only drink accepted at the Centre. It is also readily available throughout the day.  

Parents need to provide nutritious food for their children’s morning tea and lunch. Parents are asked to 
consider both the nutritional and environmental issues of packaged foods. 

To ensure food is stored at a safe temperature, please encourage your child to put any food that requires 
refrigeration, in the fridge when you arrive. If your child’s food is in an insulated container, please remove 
their food from the container before placing in the fridge so it remains at a safe temperature. Refer to the 
C&K food and beverage procedure. 

http://www.nutritionaustralia.org/national/resource/school-lunchbox-ideas 

Allergies and Intolerances 
The Centre aims to minimise any risk to children suffering from allergies or with specific dietary needs. In 
doing this, we follow very strict procedures when providing food. Following our Anaphylaxis and Allergic 
Reactions Policy we also ask that parents: 

 
• Ensure that food on offer to other children (e.g. Birthday cake) comes with an ingredients list; 
• Adhere to any special requirements or requests that may be specific to your kindy group (you will 

be notified in writing by the Director of these); and 
• Remind children of the importance of not sharing their lunch or snacks at kindy.  

Birthdays 
Your child is welcome to share their birthday with the group.  When sending food for the whole class, 
please discuss with staff to ensure that all allergies/intolerances are catered for.  Small patty cakes, ice 
blocks or fruit kebabs are easy for the children to share with friends.  Not every occasion needs to be 
celebrated with sugary food and children are just as excited to eat fruit from a ‘rainbow plate’. 

Parent Play Dates  
We warmly welcome parents to spend time at the Centre with their child and the group.  A morning spent 
with your child at their Centre has so many benefits for all concerned.  

Your time during play dates is usually spent playing with and supporting the 
children as they engage in the program. We might need your help with some 
tasks (nothing too difficult). You are invited to share any special interests with 
the children – languages, cultures, interests (cooking, gardening, science 
experiments, music, dance). Or just help build a sandcastle! 

A calendar is placed near the sign in sheet and this allows parents to mark the 
day they are coming in advance, if they wish to.  Grandparents are welcome to 
spend time with us, as well as other significant people in your child’s life. 

At the commencement of your play date you are required to ‘sign-on’ (for insurance obligations).  Whilst 
attending play dates at the centre, parents are encouraged to familiarise themselves with Workplace 
Health and Safety policies/notices, the Emergency Evacuation Procedure (displayed in the room), and 
policies/notices regarding lifting of heavy objects. Parents are reminded that no smoking is permitted 
within 5 metres of the Centre. Siblings are welcome to attend with their parents during play dates but will 
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require careful supervision by the parent at all times and remain the responsibility of their parent. Parents 
who hold a negative notice (Blue Card) must not volunteer their services at the Centre.  

You may like to spend a whole day with us, half a day or even an hour on your way to work. It is hoped 
that you will participate in at least one play date each term – you will find it to be such a rewarding 
experience. Please remember to bring a hat, water bottle and morning tea/lunch for yourself and younger 
siblings when you come to play. 

Management of the Centre 
C&K Banks Street Kindergarten is managed the by Banks Street Newmarket Community Preschooling 
Centre Inc (the Association), an association that is incorporated under the Associations Incorporation Act 
1981 [registration number: IA3735].  

The Association is made up of Members (who are the 
parents of children at Banks Street Kindy) who, at the 
Annual General Meeting in February each year, elect a 
six-person Management Committee of parents to fulfil 
the vital voluntary role of running the kindy with the 
support of the staff and a larger Parent Volunteer Group.  

All families are expected to be represented at the Annual 
General Meeting.   

The Centre is affiliated with the Creche & Kindergarten 
Association (C&K).  This organisation provides the 

framework and policies within which the Centre operates.  The Centre has reporting obligations back to 
C&K to maintain this affiliation. 

MANAGEMENT COMMITTEE RESPONSIBILITIES 

The Management Committee for 2020 will comprise: 

• President 
• Vice-President 
• Secretary 
• Treasurer 
• Marketing Coordinator 
• Fundraising Coordinator 

The Management Committee meets at least twice per term and is responsible for: 

• Monitoring regulatory/funding requirements for the service (eg NQF or Workplace Health & 
Safety) 

• Reviewing budgets and financial performance 
• Establishing employment arrangements 
• Coordinating marketing and fundraising initiatives to support the needs of the Kindy 
• Maintaining C&K relationships 

Support and handover activities will be planned from current committee members as part of the transition.  
The Management Committee and Kindy staff are supported by a part time administrative officer who 
works two days per week.  
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Responsibilities 
KEY DUTIES AND RESPONSIBILITIES OF THE DIRECTOR, TEACHER AND ASSISTANTS 

The Director is responsible for the overall conduct of the Centre and program.  The Director liaises with 
and reports to the Parent Management Committee.   The Director also holds teaching responsibilities 
within the Centre. 

The Teacher conducts the delivery of the Program with the support of the team. The Teacher is 
responsible for giving the class direction throughout the day and managing the overarching experience of 
the children and teaching team on a daily basis. 

The Assistant Educator is responsible for supporting the Teacher in the preparation and delivery of the 
program and for other duties assigned to her/him by the Teacher/ Director. 

The Director/Teacher must hold a Bachelor of Education (Early Childhood), current Senior First Aid 
Certificate/CPR/Asthma/Anaphylaxis, Blue Card and be registered with the Queensland College of 
Teachers (QCT) including police check. 

The Assistant Educator must hold a current Senior First Aid Certificate/CPR/Asthma/Anaphylaxis, Blue 
Card and minimum Certificate III in Community Services (Children’s Services) or be willing to undertake 
such studies. 

PARENTS’ RESPONSIBILITIES 

To assist in the effective running of our Centre, parents are asked to:  

• Notify the Director/your teacher regarding changes in information recorded about a child, e.g. 
contact phone numbers, addresses, immunisation status etc. 

• Become familiar with and comply with the Centre’s policies. 
• Comply with the Centre’s health and hygiene policies. 
• If their child is ill, please keep them at home.  Refer to the ‘Sick Child’ section later. 
• Notify staff if their child is to be absent for any reason. 
• Please pay your term fees by the due date to ensure the smooth running of the Centre 
• Centre support obligations are not voluntary, but an important condition of enrolment aimed at 

giving all parents the responsibility to maintain this community-based Centre.     
• If you have any concerns, please see the Director/your teacher or follow the steps outlined in 

‘Channels of Communication’ below.  

Communication 
C&K Banks Street Kindy aims to foster open communication between parents, staff and the management 
committee. 

Open communication between staff and parents is essential for providing the best for your child.  Please 
feel free to talk with staff about any matters which concern or interest you.  We are very happy to discuss 
any aspect of our curriculum and your child’s involvement in it. 

If you have any concerns, please follow these procedures: 

• If you have concerns/queries regarding the program, please discuss them with your teacher or 
the Director.  

• If you have concerns/issues regarding the Centre’s management, please speak with or email the 
President of the Management Committee (committee@banksstkindy.org). 
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COMMUNICATION CHANNELS 

 

There are many avenues which we use to keep parents informed about the program and happenings at 
the Centre.   

Your child’s learning 

Portfolio Journal / Learning journal   Your child’s teaching team will advise you, as to how they intend 
to use this resource. 

Storypark We utilise an online portfolio website called Storypark. This is 
available as an app and allows parents access to their child’s 
learning. It is an excellent tool that allows both teachers and 
parents to contribute in a community setting online. 
Conversations can be added in a community forum, and 
individual stories can be created with photos and videos. Use of 
this also helps teachers with preparation of Transition 
Statements and curriculum development and planning. 

Parent Teacher Meetings   You are invited to have one-to-one discussions about your child 
at least twice during the year.  At these meetings Centre staff will 
share their observations with you and will ask you to share your 
knowledge of your child.  This helps the Centre plan 
appropriately for your child.  Please feel free to request 
additional time to meet and talk about your child or the 
curriculum. 

What’s happening at kindy 

Story Park Remember to regularly check the community announcements 

Email   The Centre also uses email to communicate regularly with 
parents.  Email updates are sent to parents, outlining the 
Centre’s activities, articles of interest to parents and carers and 
updates about the Curriculum. 

Notice Board Displays notices of general and longer-term interest; including a 
reminder of events and information about the curriculum and the 
National Quality Framework/Standards. 

Administration and General Interest 

Facebook Be sure to ‘like’ and follow Banks Street Kindy on Facebook. 
Community events and great ideas for engaging with children 
will be shared via the Facebook page. 

Committee Minutes Minutes of meetings of the Management Committee are 
available for perusal by all parents on request to the Secretary. 

Discussion Groups and 
Presentations 

These talks may cover early childhood curriculum, child 
development and issues of interest to parents and teachers. 
Other centres may invite us as well. 
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Workplace Health and Safety 
Record Book  

This is located on the wall outside the kitchen.  If you have any 
WHS concerns, please record them in this book or talk to the 
Director or Workplace Health and Safety Officer (on the Parent 
Management Committee). 

 

Complaints and Compliments 
If you have any concerns, comments or compliments about your child’s kindergarten experience please 
feel free to make a time to speak to the Director. It is important to voice concerns for the benefit of your 
family. 

PROVISION FOR HANDLING COMPLAINTS 

Any complaints or issues about programs offered at the Kindergarten should first be discussed with the 
Director.  If these issues cannot be resolved, a letter should be written to the Management Committee. 
Any complaints or issues about the organisation or management of the kindergarten should be put in 
writing to the Management Committee. If still not resolved, please contact C&K on 1800 177 092 or 
submit feedback online via this form: http://www.candk.asn.au/online-feedback-form.  

Administrative Matters 
CENTRE OPERATION HOURS 

We offer a weekly 3-day (“Bees Group”) and 2-day (“Butterflies Group”) Kindergarten program.  

Each group consists of a maximum of 22 children. 

 

Class Program Times Educators 

Bees Group Monday, Tuesday 
and Wednesday 

8.30am – 2.30pm* Educational Leaders: Sharon Kemp 
Assistant Educator: Melissa Calkin 

Butterflies Group Thursday and 
Friday 

8.30am – 4.00pm* Educational Leader: Kim Crisp 
Assistant Educator: Rachel Edwardson 

*No responsibility is taken for children outside these hours. 
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Term Dates and Calendar for 2020 
 

The Centre is open during Queensland State School terms and closes for school holidays. 
 

Enrolment Requirements and Procedures 
WAITING LIST POLICY 
 

A child wishing to attend the Centre may have his/her name on the waiting list as soon as they are born.  
A non-refundable fee of $10 (including GST) is payable in relation to waiting list applications.  Children 
are offered enrolment at the Centre in the order of the waiting list and no preference is allotted for any 
reason. 

ENROLMENT PROCEDURES 
 

Enrolment offers are commenced at the start of Term 3 of the preceding year with offers made strictly in 
accordance with the waiting list and the number of vacancies available.  When an offer is made, parents 
are required to pay an Enrolment Fee of $300 for new families and $275 for returning families and return 
it together with an Enrolment Acceptance Form.  The Enrolment Fee is non-refundable should you 
withdraw your child prior to commencement of the school year. 

Copies of the following documents are required to be provided to the Centre upon enrolment: 
• Birth Certificate (or other suitable proof of date of birth) 
• Health Care Card (if held) 
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• Immunisation Status 
It is a Government Requirement that this Documentation is provided. Failure to do so may result 
in enrolment being cancelled. 

LICENSING 

We are licensed under the Education and Care Services National Law Act 2010 and Education and Care 
Services National Regulations. Our service complies with the Act and the Regulations including the 
requirements about activities, experiences and programs, the numbers of staff members and children and 
staff qualifications. The Regulations are available at the service should you wish to view them. As per the 
Act and Regulations we have a compliance logbook on site, and this is available for parents to view; 
please do not hesitate to request access if you wish.  

INSURANCE 

The Centre is insured with AON (C&K’s preferred provider) carrying a public liability policy of $20 million. 

BUILDING FUND 

C&K Banks Street Newmarket Community Kindergarten has a registered Building Fund, donations to 
which are tax deductible.  We appreciate any donations to this fund which is used for future Centre capital 
works. Donating to this fund is voluntary. If you’d like to make a donation by electronic transfer include 
your family name and “Building Fund” in the transaction reference: 

Account Name: Banks Street Kindy Newmarket Community Preschooling Centre Inc. 

BSB – 064 102 Account – 1029 6120 

FUNDRAISING 

The major fundraising and social event for the year is the Family Art Night.  With everyone’s contribution 
and participation, this evening is a highlight of the kindy year.   

Throughout the year, our Artist-in-Residence guides the children in small groups, to create works of art on 
canvases.  The children’s artwork is available for purchase through a silent auction on the night.  You will 
be astounded at what your children are capable of, when you see the artwork! 

Other smaller fundraising events throughout the year support the Centre budget.  

ABSENCES AND HOLIDAYS 

Parents should notify staff if their child is to be absent for any reason. The best option is by email so as 
not to interrupt the program. For Bees group absences email sharon@banksstkindy.org For the 
Butterflies group email kim@banksstkindy.org  

When holidays are taken during the school term, the child’s place in the group will be retained.  Staff must 
be informed of the period of absence and fees must be prepaid.  No refund of fees will be permitted. 

Fees and Costs  
 
Our kindy is a ‘not for profit’ organization. The fees, bonds and levies paid by parents are essential for the 
ongoing operation of the Centre and staff wages.  
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WAITING LIST FEE 

 
This one-off $10 fee is paid when a child’s name is placed on the waiting list.  

ENROLMENT CONFIRMATION FEE 

 
This $300 fee (non-refundable) is paid by parents to confirm their acceptance of an offer of a position for 
their child at the Centre.  This $300 is made up of $100 Confirmation Deposit, $25 Membership, $25 
Student Resources and $150 Maintenance Levy. Returning parents don not pay the Membership again. 
 

TERM FEE 

 
The Centre fees are invoiced at the beginning of term 1, and the last week of the term prior for terms 2, 3 
and 4. Families will be given 2 weeks into term to make payment. Failure to pay by the required date may 
place your child’s enrolment at risk. No charge is made for school holidays, but fees must be paid for 
public holidays, pupil free days and any days of non-attendance. Fee subsidies are available for families 
with a Health Care Card.  
 

FEES FOR 2020 (INCLUDING EQUIPMENT AND ART LEVIES) 

 Bees (3 days) Butterflies (2 long days) 

Term 1 (10 weeks) $1027 $855 

Term 2 (10 weeks) $1027 $855 

Term 3 (10 weeks) $1027 $855 

Term 4 (10 weeks) $1027 $855 

 

HOW TO PAY 

 
Payments are to be made by either cheque (placed in an envelope in the Centre fees box) or by 
electronic funds transfer. No cash should be left in the fees box for security reasons.  Cash 
payments may only be left with the administrative assistant on the days that Elizabeth works. The 
Centre’s banking details will be provided on your invoice. 

OTHER FEES (INVOICED SEPARATELY)   

 
A Late Payment Penalty of $50 will be charged if payments are not made by the due date. If a payment 
is not received a ‘Letter of Demand’ will be issued, if payment has not been received by 14 days after the 
letter is issued, the matter may be referred to a debt collection agency. 
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Payment Difficulties  

 
Should you have any difficulty meeting term payments, please discuss this with us as soon as possible. 
This matter will be dealt with confidentially, and we will work to make an arrangement that will suit all 
parties. 

REFUND OF FEES POLICY 

 
If you intend to withdraw your child from the Centre in the 1st or 2nd term, four weeks’ notice is required in 
writing. This period of four week’s fees will be deducted from any refund of fees paid in advance or will be 
invoiced. If you withdraw your child during 3rd term, it will be at the discretion of the committee if any 
refund of fees is made. Should you withdraw your child from the centre in 4th term, no refund will be 
issued. 

ASSOCIATION MEMBERSHIP 

 
As this Centre is incorporated, a yearly Association Membership fee is paid. This is included in the $300 
Enrolment Confirmation Fee you make. This mandatory fee entitles one parent from each family to vote 
at meetings. 

EQUIPMENT LEVY  

 
This levy is included in the term fees and covers the ongoing cost of both consumable resources (such as 
cooking ingredients, play dough ingredients etc.) and non-consumable resources such as puzzles, 
games, books for the children’s use. Fundraising is also a key contributor to the equipment and facilities 
available within the Centre. 

ART PROGRAM CONTRIBUTION  

 
This levy is included in the term fees to support the year-long Art Program resources and dedicated Artist-
in-Residence. 

MINDFUL MOVEMENT YOGA PROGRAM 

 
This levy is currently $3 per child per week, for a half hour session of yoga with a qualified instructor, Amy 
Wilson who visits the Kindy. 

Policies and Procedures 
HEALTH AND HYGIENE PROCEDURES 

The Centre is cleaned daily and the staff ensures that strict hygiene and safety practices are upheld in 
dealing with the children, food and equipment, in accordance C&K Cleaning and Laundry Procedure 
(S0:01:19). 

In line with legislation, the Centre has a NO SMOKING policy within 5m of the Centre and School. 

NO DOGS are allowed on the Centre’s premises. 
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IMMUNISATION (C&K PROCEDURE SO:01:07) 

A parent/guardian is required to provide information regarding the immunisation status of the child upon 
enrolment at the Centre e.g. vaccination certificate from Medicare or General Practitioner.  A dated 
photocopy is to be placed on the child’s file. 

A parent/guardian is required to inform the Director or your teacher if the child or other members of the 
immediate family contracts a vaccine preventable disease.  A Notification of a Vaccine Preventable 
Disease form must be completed and returned to the Director. 

A parent/guardian of a child who is not immunised will be required to withdraw the child from the Centre 
for the duration of the outbreak. 

Refer to the National Immunisation Program Schedule 1 July 2018 in the link below. 
http://www.health.qld.gov.au/publications/clinical-practice/guidelines-procedures/immunisation-
schedule.pdf 

SICK CHILD POLICY 

If a child is ill, parents are expected to keep their child at home until the contagious period has passed.  
Children who have vomited or had a high temperature within the last 24 hours should stay home for the 
day at least. If there is a known outbreak of Gastroenteritis at the centre the child must stay home for at 
least 48 hours.  The Director has the authority to ask for any child to be removed, if it is felt that there is a 
threat to the health of the group.  If your child will be absent due to illness please advise the Director. 

Children with contagious illnesses cannot be admitted to the Centre and parents must contact the 
Director to report any contagious illness.  This Centre follows the recommended guidelines as advised by 
the Queensland Health Department.  

http://conditions.health.qld.gov.au/HealthCondition/condition/14/119/47/Exclusion-times-for-infectious-
childhood-conditions  

You can find information on the recommended minimum exclusion periods for infectious condition on 
Queensland Health’s Time Out Poster  

https://www.health.qld.gov.au/__data/assets/pdf_file/0022/426820/timeout_poster.pdf  

INJURIES  

Parents of an injured child will be contacted promptly.  An Incident and Accident Register is kept at the 
Centre to comply with Workplace Health and Safety Regulations.  Please ensure that both the Director 
and your teacher hold current contact details in the event of injury and illness. (C&K Procedure for 
Affiliate Child Incident Reporting SO.01.05b)An ambulance will be called at the discretion of the Director 
or your teacher if it is considered to be in the best interests of the child. 

MEDICATION 

Medicines will be administered appropriately, accurately and safely.  Prescribed medication will be 
administered as directed by the child’s doctor or as set out on the original bottle label by the pharmacist.  
Non-prescribed medication will not be given unless prior written permission and instructions from the 
child’s doctor has been received by the Director. 

Paracetamol  

Prior written consent by the parent is required before an initial dose is administered for high fever.  It is 
considered that a child with a high fever should be kept at home.  Following the administration of the 
initial dose and if the fever continues, the parent/guardian/contact person is required to take the child to a 
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medical practitioner for diagnosis.  Medical clearance is required before the child will be readmitted to the 
Centre. 

The Director has the discretion to assess whether medication can be administered appropriately, 
accurately and safely and to refuse admittance of the child for the period that medication is required if 
these requirements cannot be met. 

Use of Puffers/Inhalers 

Asthma resources are kept for unexpected emergency situations. Refer to C&K Procedure for 
Administration of Medicine SO.01.08 (available to view at Kindy, or we can print you a copy). 

Asthma 

An Asthma Management Plan is to be provided by the child’s Doctor and is to be reviewed every 3 
months.  Copies are to be kept on file at the Centre. 

 Food Allergies and Intolerances 

Please inform the Director/teacher at the time of enrolment if the child has any food allergies or 
intolerances. Provision will be made to cater for these needs. In previous years, we have cautioned 
against the inclusion of foods which contain nuts and eggs if children with allergies to those foods have 
been enrolled at the Centre. 

Anaphylaxis Emergency first aid for undiagnosed children 

Adrenaline (an EpiPen) is kept in case of children (undiagnosed) who experience an anaphylaxis for the 
first time whilst attending Banks Street Kindy. In the event of an emergency, an EpiPen can be 
administered without the written authorisation of a medical practitioner. Parents must provide written 
authority (provided with your Enrolment paperwork) and this register would be referred to in such an 
instance. 

Parent responsibilities regarding medication 

(C&K SO.01.08 – available for reference at the Centre) 

• To ensure the Director/ your teacher is given instructions as to the administration of medication, 
to hand in medication to the Director and to collect medication at the end of the day; 

• To ensure only medication prescribed for the nominated child is provided and that the medication 
is current; 

• To ensure necessary details of required medication are documented in the Centre’s Medication 
Forms 

 

Useful Information for Parents 
 
Banks Street Kindy is affiliated with - Creche & Kindergarten Assoc. of Qld (C&K Association of Qld)  
Ph: 1800177092 | E-mail: info@candk.asn.au | www.candk.asn.au  
 
Australian Children’s Education and Care Quality Authority (ACECQA) 
Ph: 1300 4 ACECQA (1300 422 327) 
 
Early Childhood Education & Care (ECEC) 
Ph: 13QGOV (13 74 68) – 24 hours, 7 days. Free interpreting support | Email: ecec@det.qld.gov.au  
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Support Services | More information 
 
Australian Children’s Education and Care Quality Authority:  www.acecqa.gov.au 

Kidsafe Australia:  www.kidsafe.com.au 

Nutrition Australia:  www.nutritionaustralia.org 

Queensland Family and Child Commission: www.qfcc.qld.gov.au 

Queensland Health:  www.health.qld.gov.au 

Anaphylaxis Australia:  www.allergyfacts.org.au 
Grow Me Safely (Plants):  http://www.kidsafensw.org/growplantssafely/  

Raising Children Network:  www.raisingchildren.net.au 

NAPCAN (Preventing child abuse):  www.napcan.org.au 

Asthma Australia:  www.asthmafoundation.org.au 

Immunisation Australia:  www.immunise.health.gov.au 

Autism Australia:  www.autismspectrum.org.au 

Diabetes Australia:  www.diabetesaustralia.com.au 


