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Starting kindergarten or childcare is a special time for families. Your child can look 
forward to engaging in new experiences, developing friendships, and learning valuable 
lifelong skills.

Before your child starts, there are some things you can do to help ensure your child 
enjoys a smooth transition to kindergarten or early learning and care.

Complete your child’s enrolment form 

Please complete all relevant sections of your 
child’s enrolment form and submit it to their 
centre before they start. This is a regulatory 
requirement, and it will help educators 
understand your needs. 

Refer to page nine of the enrolment form for a 
list of documents to supply before your child 
starts. 

Review our policies 

We invite you to review our policies, which cover 
operation, quality, health, safety and wellbeing 
in our centres. These are available at your child’s 
centre and on our website at www.ecms.org.au/
policies. 

If you have questions or feedback, please speak 
to your child’s educator. 

Meet your child’s educator 

Before your child starts kindergarten or 
childcare, their educator will spend some time 
with you. This is an excellent opportunity to 
share your child’s needs, likes and dislikes, and to 
ask questions.

Your child’s centre will contact you to organise 
an orientation time.

Supporting your child’s transition 

Our educators will support your child and 
family to transition well into kindergarten or 
early learning and care. You might find these 
suggestions useful too.

Before your child starts 

1. Visit your child’s centre one or more times 
to meet educators and explore the learning 
environments.

2. Talk to your child about what to expect at 
kindergarten or childcare. Tell them when 
they will be attending, their educators’ 
names and the activities they can look 
forward to.

3. Talk to your child about your rewarding early 
childhood experiences.

4. Read your child stories about kindergarten or 
childcare, or about trying new things.

Once your child starts 

1. Establish a good relationship with your 
child’s educators. Speak to them when 
you arrive, greeting them by name. If time 
permits, you can engage in an activity with 
your child and an educator.

Preparing for
kindergarten or
early learning
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2. Initially, you might like to stay with your child 
for a while, playing with them or watching 
on as they play. You can reduce this as your 
child becomes more confident in their new 
environment.

3. If your child is feeling a little anxious, try 
to be calm and acknowledge how they are 

feeling. When it’s time to leave, let your child 
know you will be collecting them later in the 
day. Our educators will support your child to 
settle in and will keep you informed each day.

4. When you collect your child, take some time 
to ask them about their day such as what 
they learnt and their favourite activity.

What to bring – a checklist 

You’ll receive a complete list of what to bring to kindergarten or childcare at orientation. 
However, this guide will help you prepare.  

a complete change of clothing in your 
child’s bag or backpack. (Including extras 
if your child is becoming independent in 
their toileting) 

nappies, if required (please talk to your 
centre) 

from 1 September to 30 April – a wide 
brimmed sun hat and apply sunscreen 
before attending. We also recommend 
sunglasses for outdoors 

in winter – a warm coat 

comfortable shoes for playing and 
climbing. (Thongs and Crocs are not 
recommended) 

nutritional food for the day (if applicable) 

if your child would like to bring a 
favourite toy from home, please let your 
educator know. (Educators cannot accept 
responsibility for toys brought from home) 

a drink bottle filled with fresh water.



ECMS recognises parents as their child’s first and most enduring teachers. Our 
educators will work in partnership with you to develop an early learning program  
that reflects and builds on your child’s interests, curiosities and skills. Your child’s 
early learning programs will extend your child’s learning and help them reach their  
full potential. 

The National Early Years Learning Framework 
and The Victorian Early Years Learning and 
Development Framework are the foundational 
curriculum documents for early learning. These 
frameworks outline the principles, practice and 
outcomes essential to enhancing children’s 
learning from birth to eight.

The frameworks provide five key learning 
outcomes that support children to build:

1. a strong sense of their identity

2. connections with their world

3. a strong sense of wellbeing

4. confidence and involvement in their learning

5. effective communication skills.

You can learn more about both these 
frameworks by visiting https://www.education.
gov.au/early-years-learning-framework

The value of play early in life

Play is children’s important work. It is the 
vehicle for children to develop vital physical, 
social, cognitive and emotional skills. Play helps 
children make sense of their world and practice 
skills such as empathy and resilience.

Your child will have the opportunity to learn 
through a range of play-based activities and 
having fun. 

Activities will include:

• language and literature

• music and movement

• art and craft

• dramatic play

• science and maths experiences

• sensory motor activities

• activities to promote physical co-ordination 
and fine motor development.

Your child will make choices about their 
learning and their curriculum will be based on 
their unique interests. Educators will set up 
experiences that allow your child to explore and 
research, enabling them to realise their potential 
in all areas of their development.

Relationships for learning

Brains are built through back and forth 

Your child’s
early learning
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interaction, much like a game of tennis or 
volleyball. Healthy development occurs when 
young children ‘serve’ communication (through 
babbling, early speech and words) and adults 
‘return’ by getting in sync with the child at their 
stage of development. Relationships with adults 
and other children are critical in children’s early 
years. The relationship your child develops with 
their educator is a pathway for your child to 
experience separation, develop new relationships 
and practice their social and emotional skills. 

Another important relationship is the one that 
you have with your child’s educators. Working 
together, you can help your child gain the best 
possible early learning experience and ensure 
your child’s experience is consistent with your 
values and culture.

Documenting your child’s learning journey

Educators value all the work children do in 
their play. Educators will capture, collate and 
document your child’s work to ensure you have 
full access to all the stages your child’s learning 

and development.

Documentation may include photographs, your 
child’s words and dialogue, written observations, 
learning stories, group projects and investigations 
and samples of your child’s work.

Many of our centres use Storypark to document 
children’s learning. Storypark is a live, secure, 
login based e-portfolio that will enable you 
to enjoy insights into your child’s learning 
throughout the day. It will also allow you to 
contribute to and comment on what your child 
is doing. We encourage you to share information 
about your child and family with educators at 
every available opportunity. You can also post 
your family activities and your child’s updates on 
Storypark to share with educators. Storypark will 
provide you with documentation on your child’s 
early learning journey that you can keep for life 
at no cost to you. 

If Storypark is not at your early learning centre 
when you start, it’s coming soon. 



ECMS is committed to providing consistent best-practice and high-quality 
educational experiences throughout your child’s time in our centre. We all benefit 
when we invest in quality early learning programs that help all children to be healthy, 
get a good education and contribute to our collective prosperity.

Quality educators

ECMS believes early childhood education is the 
most important job in the world. We also believe 
qualified educators are essential across all ages 
from zero to five. 

All ECMS educators are qualified and undertake 
extensive professional development every year 
so they can continue to build their practice, skills 
and experience. 

Quality programs

Our educators will design your child’s learning 
program around their unique learning needs. 
Educators will structure the early learning 
program to maximise your child’s opportunities 
and experiences to explore, grow, participate and 
learn.

Each of our early learning programs is responsive 
to its local environments. This will enable your 
child to understand a sense of place and culture 
in their immediate world.

The assessment and ratings process

The Australian Childhood Education and Care 
Quality Authority (ACECQA) regulates all early 
childhood programs to ensure they meet a 
national standard. Our early learning programs 
outshine both state and national benchmarks 

for Meeting and Exceeding National Quality 
Standards.

All ECMS services have undergone at least 
one rating and assessment in the last three 
years. You can talk to your educator about your 
centre’s rating and their plans for continuous 
improvement.

To find out more you can also visit Starting 
Blocks, a great website with free information for 
families from ACECQA;  
http://www.startingblocks.gov.au/

Quality environments

Your child’s learning environments will be 
engaging and inviting. They will feature 
natural, sustainable and quality equipment 
for experimentation and play and will change 
regularly.  

All our services operate an indoor, outdoor 
curriculum throughout the year so children 
have choices about where to play. Some of our 
services run bush kindergartens. 

Outdoor play enables children to understand 
their world through weather, planting, flora 
and fauna. It allows children to explore their 
environment and understand their place and 
impact on their surroundings.

A commitment
to excellence
in all we do
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Your involvement in your child’s early learning 
experience will reward you, your child, 
the service and local community. Parental 
participation and volunteering in early learning 
services supports children’s development, 
building their sense of identity and belonging. 
Through your voluntary participation in the 
service, you’ll also make friends and build 
connections with educators and local community 
members. You’ll learn more about what happens 
in the service and be encouraged to contribute 
your ideas and suggestions.

Family members are encouraged and actively 
supported to contribute in a variety of ways. 
You may like to be a family helper on a regular, 
occasional or ad hoc basis. You might also 
consider being part of the service’s parent 
activity group, which will meet regularly to share 
ideas and coordinate a range of activities and 
events throughout the year to strengthen the 
service now and into the future. 

Other ways you can be involved in your child’s 
kindergarten include:

• Providing feedback regularly and 
participating in our Annual Parent Survey 
conducted at the end of Term 2. 

• Participating in community/social events and 
supporting fundraising  

• Attending parent information evenings.

• Participating in the review of the service’s 
philosophy.

• Participating in the development and review 
of the service’s quality improvement plan.

Speak to your child’s educator about ways you 
can become involved in the centre.

It is a requirement of the Education and Care 
Services Law and Regulations that the service 
maintains records of family helpers participating 
in the program. Educators will ask you to 
complete a family helper record/visitor’s book, 
to meet this legal requirement. Policy 6.2 
Volunteer Family Helper Participation further 
outlines the process we undertake when parents 
volunteer.

Participating
in your child’s
early learning
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We acknowledge that a child safe environment takes a preventative, proactive and 
participatory stance on child protection issues. (Choose with care, ChildWise 2003).

ECMS staff are required to protect children 
from any harm and hazards, and to adequately 
supervise children at all times. As an 
organisation, we recognise that child safety is 
everyone’s responsibility.

Our policies cover all aspects of children’s health, 
safety and wellbeing.These are available on our 
website at www.ecms.org.au/policies and at your 
child’s centre.

The key policies include:

• Child Safe Policy and Procedure

• Child Safe Environment Policy and 
Procedure

• Supervision of Children Policy and 
Procedure

The Child Safe Standards

All ECMS early learning and care services uphold 
the Child Safe Standards, introduced by the 
Victorian Government in January 2016.

Our commitment statement

We hold children’s safety and wellbeing 
central to all our work in practice, recruitment, 
professional development, advocacy and policy 
work.

In line with the United Nations Convention on the 

Rights of the Child, we fully endorse the rights 
of all children to participate, have a purpose, be 
protected and ensure that prevention from risk 
and harm is paramount in all we do.

We have a duty of care to ensure children in 
our centres are happy, safe and well and are 
empowered to have a voice.

We are committed to the wellbeing of all 
children, families, staff, volunteers and partners 
in delivering high-quality early childhood 
education and care.

We fully acknowledge our social, moral and legal 
obligations to ensure that all children, families 
and staff are protected and have opportunities 
to flourish in line with our vision, mission and 
values.

We are committed to:

• empowering children: ECMS recognises that 
children have a voice and are vital and active 
participants in our organisation. We involve 
them when making decisions, especially 
about matters that directly affect them. We 
listen to their views and respect what they 
have to say

• ensuring that the health, safety and 
wellbeing of children in our care is protected 
at all times in the pursuit of promoting their 
learning, development and wellbeing
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• upholding the rights of all children to feel 
safe, and be safe, at all times

• promoting a culture of inclusion as a principle 
for all children including Aboriginal children, 
children at risk, children from culturally 
or linguistically diverse backgrounds and 
children with additional needs

• encouraging active partnerships with parents/
guardians and families and ensuring that 
best practice is based on a family-centred 
approach with shared outcomes for children’s 
learning, health, safety, wellbeing and 
development

• fulfilling our duty of care obligations under 
the law by protecting children from any 
reasonable, foreseeable risk of injury or harm

• ensuring the people caring for children in our 
organisation act in the best interests of the 
child and take all reasonable steps to ensure 
the child’s safety and wellbeing at all times

• promoting prevention of child abuse by 
identifying potential risks early in the 
pathway of emerging risk and acting

• embedding child safety and protective 
behaviours learning into the curriculum to 
empower children

• taking all concerns, allegations and 
indications seriously by responding 
robustly and consistently in line with ECMS’ 
Organisational Policies and Procedures

• notifying DHHS regarding any concerns on 
the safety and wellbeing of a child

•  reviewing and monitoring all ECMS systems 
and processes annually to ensure they meet 
requirements to uphold child safety

• implementing a robust child safe recruitment 
process in line with the child safe organisation 
indicators when employing staff and 
volunteers

• ensuring that the Child Safety Standards 
are mandatory professional development 
requirements for ALL staff employed by 
ECMS.

Building and playground safety

Your child’s educators will conduct daily safety 
inspections of all learning environments. 
Educators will remove any hazards or make them 
inaccessible to children, and report these to 
management/local council for further action. The 
Australian Standards for Playgrounds are used to 
guide all outdoor equipment purchases.

For more information, please refer to our 
Building & Safety Checks and Maintenance  
of Buildings Policy. You will find this at  
www.ecms.org.au/policies

Emergency procedures and equipment

Fully maintained fire extinguishers and first 
aid kits are available at your child’s centre. You 
will find an emergency evacuation procedure 
displayed in the foyer.

Each term educators will practice the emergency 
evacuation with the children. If there is an 
emergency evacuation, educators will follow the 
outlined procedures. You will be contacted as 
soon as possible to collect your child.

If the Department of Education and Training 
identifies your child’s centre as a bushfire-at-risk 
service, the centre will need to close on Code 
Red Days. For further information, speak with an 
educator at your child’s centre..

For more information, please refer to the 
Emergency Management Plans Policy. You will 
find this at www.ecms.org.au/policies

Sun safety

Our duty of care extends to ensuring children, 
educators and visitors are protected from 
ultraviolet radiation from the sun. A combination 
of suncare measures will be implemented for 
outdoor play from 1 September until 30 April or 
whenever the UV index is three or above. Please 
remember to pack your child’s hat and apply 
sunscreen during this time.

For more information, please refer to the  
Sun Smart Policy. You will find this at  
www.ecms.org.au/policies

Visitor’s book

All visitors must sign in and out of the visitor’s 
book at your child’s centre. This is a regulatory 
requirement and is necessary for keeping 
children, parents and educators safe. The visitor’s 
book also provides a record of visitors at the 
centre in the event of an emergency evacuation.

Absences

In the interest of safety, please contact educators 
via phone or email if your child is unable to 
attend kindergarten or early learning on their 
regular days due to holidays, sickness or other 
reasons.

Collection and access

To protect your child’s safety, only the people 
authorised on your child’s enrolment form can 
collect your child from kindergarten or their 
early learning centre. A late payment fee will be 
incurred if children are collected after the centre 
has closed.

For more information, please refer to Delivery 
and Collection of Children Policy. You will find 
this at www.ecms.org.au/policies
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Medication

Administering medication to children at their 
parents’ request requires attention to detail, 
meticulous record keeping, teamwork, strict 
adherence to policies and procedures and 
communication with children and families.

Medication (including prescription, over-the-
counter and homoeopathic medications) will not 
be administered to a child without authorisation 
by a parent or person with authority to consent 
to the administration of medical attention to the 
child.

Illness and infectious disease

Your child’s centre will follow legislated 
procedures to promote children’s health and 
minimise the spread of infection.

If your child has the following symptoms or 
illnesses, please keep them at home until they are 
completely well:

• high temperature (38˚C or above)

• vomiting (if less than 24 hours since the last 
episode)

• loose bowel motions (if less than 24 hours 
since the last episode)

• rashes – any irritation that cannot be 
identified

• red, swollen or discharging eyes

• if your child seems sick without obvious 
symptoms. For example, they are unusually 
tired, irritable, lethargic, not eating or 
drinking.

A list of all infectious diseases in the Children’s 
Service Centre’s exclusion table is available at 
https://www2.health.vic.gov.au/public-health/
infectious-diseases/infection-control-guidelines. 
This list also covers minimum exclusion periods.

If your child develops any of these symptoms or 
illnesses while at their centre, they will need to 
be collected. Educators will ensure your child is 
comfortable and observed until this time. Details 
of your child’s illness will be written in the Illness 
Record, which you will need to read and sign.

Please inform educators as soon as possible if 
your child is diagnosed with an infectious illness. 
Educators will need to alert all families at the 
service. Your confidentiality will be respected at 
all times.

For more information, please refer to our 
Dealing with Infectious Diseases Policy. You will 
find this at www.ecms.org.au/policies

Immunisation

In January 2016, the Australian Government 
introduced “No Jab, No Play” legislation. Your 

child must be fully vaccinated for their age to 
attend any early learning and care service. 

Please complete your child’s immunisation details 
on their enrolment form and provide a current 
immunisation history statement, approved catch-
up schedule or medical exemption form as soon 
as possible.

If your child is not vaccinated, our educators will 
support you through the process outlined in the 
No Jab, No Play toolkit but your child will not be 
able to attend early learning until their records 
meet the requirements of the law. For more 
information, please review ECMS’ Immunisation 
Policy at www.ecms.org.au/policies

For more information, please speak to your 
child’s educator.

Health conditions

Please speak to educators if your child has 
a medical condition that requires treatment. 
Educators will work with you to develop a plan 
that ensures your child can participate in all 
aspects of the program.

This will include developing:

• a Medical Management Plan

• a Risk Minimisation Plan

• a Communication Plan

• an understanding of how to keep your child 
well

• an understanding of the signs and symptoms 
of your child’s medical condition and their 
attention or treatment needs

• a strategy for responding if your child shows 
any signs or symptoms.

For more information, please refer to our 
Dealing with Medical Conditions Policy. You will 
find this at www.ecms.org.au/policies

Accidents and injuries

All educators hold current first aid qualifications 
and will follow specific procedures if your child 
is injured. You will need to sign an authority 
for educators to seek emergency medical or 
ambulance assistance if necessary.

Minor incidents

If your child is involved in a minor incident (e.g. 
tripping over), educators will comfort your child, 
assess their condition, apply basic first aid and 
monitor their wellbeing. Educators will record 
details of the incident in the Accident and Injury 
Book and discuss it with you at pickup time. 
You will need to read and sign the accident 
record. Please inform the educator if your child’s 
condition changes or if you seek medical advice.
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Accidents

If your child is involved in a more serious accident 
(e.g. bumping their head), educators will comfort 
your child, assess their condition, administer 
first aid as required and monitor their wellbeing. 
Educators will contact you by phone to inform 
you of the accident. You may need to collect your 
child and seek medical advice. Educators will 
record details of the accident in the Accident and 
Injury Book. Educators will discuss the accident 
with you when you collect your child. You will 
also need to read and sign the accident record.

For more information, please refer to our 
Incident, Injury, Trauma, Illness Policy. You will 
find this at www.ecms.org.au/policies

Medical emergencies

If your child is involved in a medical emergency, 
educators will administer first aid as required, call 
emergency services and contact you. Educators 
will endeavour to keep you informed of all 
actions until you are with your child. You will be 

responsible for any medical costs (including all 
ambulance costs) associated with your child’s 
accident or injury.

Child protection

Our educators, employees and volunteers have a 
duty of care to protect children from any form of 
abuse, a risk of abuse, and neglect.

Educators will contact Child FIRST or report 
to Child Protection when there are reasonable 
grounds to believe a child has, or is likely to 
suffer significant harm or the child’s safety and 
wellbeing is at risk.

For more information, please refer to our Child 
Safe Policy and Procedure. You will find this at 
www.ecms.org.au/policies



Breastfeeding and breast milk

You are welcome to visit your child’s centre at any 
time to breastfeed your child. Educators will help 
you find a comfortable environment for you to 
breastfeed in.

Educators can also provide your baby with 
expressed breast milk by bottle.

Please speak to educators for more information 
and to discuss your needs.

Inclusion support

We’re committed to providing accessible early 
learning and care centres that meet the needs of 
all children and families. In some circumstances, 
extra support can be provided to children and 
families with additional needs. Please speak to 
your child’s educator if your family or child will 
require additional support to access the early 
learning program fully.

For more information, please refer to our 
Inclusion Procedure. You will find this at www.
ecms.org.au/policies

Kindergarten and early learning (childcare) fees

Funding for three-year-old kindergarten

Currently, the government does not fund three-
year-old kindergarten, so families pay the full cost 
for this service. However, eligible three-year-old 
Aboriginal and Torres Strait Islander children, and 
children known to Child Protection can access free 
kindergarten.

For more information, please speak to your 
child’s educator or refer to our Fees Kindergarten 
Policy. You will find this at www.ecms.org.au/
policies

Funding for four-year-old kindergarten

The Department of Education and Training 
(DET) provides funding for each child who 
attends four-year-old kindergarten. This funding 
contributes most of the cost of delivering the 
kindergarten program, but not all. Families 
pay fees for ECMS to meet the additional 
cost of providing a high-quality four-year-
old kindergarten program with qualified and 
experienced staff. 

 Additionally, the Kindergarten Fee Subsidy 
enables eligible families to attend a 15 hour four-
year-old kindergarten program at minimal or no 
cost.

Please speak to your educator for more 
information.

Paying kindergarten fees

You will receive your kindergarten fee invoice via 
email each term. You can pay your invoice via 
BPay, cheque, money order or by credit card (Visa 
or Mastercard) on our website.

To arrange a payment plan to help you manage 
your kindergarten fee payment, please contact 
our Fees Officer on 03 8481 1110.

Useful
information
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Childcare benefit and rebate

Current Child Care System (until 1st July 2018)

Under the current Child Care System, families are 
eligible for a childcare rebate at 50 per cent of 
the daily fee, up to $7,500 per child per annum, 
paid directly to the centre to reduce your out of 
pocket expense.  

Additionally, some families are also eligible 
for Childcare Benefit (CCB) which provides 
additional subsidy. If you are not already 
registered, we encourage you to contact the 
Family Assistance Office (Centrelink) to find out 
more. 

New Child Care Package (starting 2nd July 2018)

From 2 July 2018, Australia will have a new child 
care package. 

Under the new package the Child Care Subsidy 
will replace the existing Child Care Benefit and 
Child Care Rebate. The package will mean that 
child care will be more affordable for most 
Australian families.

For my information on the Child Care Package 
please visit: https://www.education.gov.au/
ChildCarePackage

Paying early learning (childcare) fees

You can pay your invoice via direct debit, BPay, 
EFTPOS and salary sacrifice.

Please arrange your payment method with your 
centre director. Please speak to your centre if you 
would like to organise a payment plan for your 
fees.

Priority of access

Children who are at-risk of harm, have additional 
needs, and vulnerable children receive priority 
of access into our centres, according to the 
Department of Education and Training guidelines 
and our organisational policy.

For more information, please refer to our  
Priority of Access Policy. You will find this at 
www.ecms.org.au/policies

Providing feedback

We encourage you to share your feedback about 
your child’s early learning and care experience. If 
you have a compliment or concern, please speak 
to your educator. If you would like to discuss 
the matter with another member of the ECMS 
team, please refer to the process outlined on the 
compliments and concerns poster on display at 
your centre.

For more information, please refer to our 
Feedback and Complaints Policy and Procedure. 

You will find this at www.ecms.org.au/policies

Sleep and rest

Educators will create a calm and relaxing 
environment for your child to rest or sleep 
according to their needs throughout the day. 
Please speak to your child’s educators to learn 
more about how your child’s rest and sleep will be 
supported.

Toilet training

Educators will follow your lead regarding your 
child’s toilet training and provide advice regarding 
your child’s developmental stage. Please speak to 
your child’s educators for more information.

Photography

From time-to-time educators will take photos 
of your child for internal display, service display, 
promotion and general ECMS marketing. Photos 
will only be publically displayed if you have given 
your written permission on your child’s enrolment 
form.

You will be asked to complete a separate consent 
form if photographs or videos are to be used 
outside the centre for newspaper/media or 
external publications.

Privacy

We respect your right to privacy. Your personal 
details will not be given to anyone without your 
consent. This includes personal information, 
addresses, telephone numbers, family composition, 
etc.

Please speak to your child’s centre if you would like 
to access any of your files or records.

For more information, please refer to our 
Confidentiality & Privacy Policy. You will find this 
at www.ecms.org.au/policies




