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Welcome

The village is our communal place of belonging. It is the essence of what keeps us 
together. It keeps us stronger, happier and healthier because we have something to fall 
back on. Looking to the village, it has the potential to hold us up and to keep us going in 
our daily life. The village gives us more than this emotional sustenance, it has the capacity 
to feed us; it nurture us and it gives us the means in which to become ourselves.

The Little Village embodies this philosophy in every facet of our pedagogy. We create a 
platform for parents, educators and the wider community to come together to provide a 
holistic approach to childcare. After all, it takes a village to raise a child. 

Through this, we envisage a centre that encapsulates all the ideas that are synonymous 
with village life. It is about working together to share the burden of modern life and 
raising a family, it’s about providing that common ground where we’re reminded that 
we’re not in fact alone. 

We recognise the family are the children’s first and most influential educators, but we 
will help you to give them sustenance through our community partnerships, tailored 
programming and careful consideration of their developing sense of being. They are 
the children of tomorrow and we want them to be grounded, but aspire to reach new 
heights. We lead them to the threshold of their own understanding and make their 
experiences meaningful, to give them a sense of self-esteem and develop positive images 
of themselves, their interests, their personal future as well as the diverse nature of society.  

The Little Village becomes a collaborative network that establishes a strong sense of 
community and partnerships. We will have strong active connections with the wider 
community, utilising the expertise of local professionals to support the health and 
well-being of our children and their families. These areas include physical, social, 
psychological, environmental and economic well-being. Through active communication 
and insightful programs, we will aim to provide that sense of community that will be 
there when you need it. 

We don’t have to build walls to keep our children safe. We should instead band together 
and share our virtues, our strengths, our aspirations. It is a part of our basic instinct to 
belong to a community. We will share resources, ideas, strategies. We will provide means 
for children to explore their world, understand the links between themselves and their 
cultures and how identities are shaped, how the world is sustained. We will teach, we will 
learn, we will grow together. We are The Little Village.



Village Days

Your child is the most precious thing in the world to you and we understand how 
overwhelming it will be to entrust their care to people you don’t even know.  So our 
aim is to ensure the transition is a seamless and as comfortable as possible. The Little 
Village is meant to be a home away from home, so the process is crafted to support 
you and your child during the different phases.

Enrolment
Look at our Website 

Parents are welcome to acquaint themselves with The Little Village concept on our 
website, which has information on all aspects of our service. From our philosophy and 
educational approach to meeting key staff members.  

Making initial contact

Once the parent is comfortable with our ethos, they are welcome to contact us 
through the different avenues, via phone, email or online submission.  

Book a Tour

From here, parents are invited to book a tour. The tour will start at time that is suitable 
for the parent, but does not impact on the rest time of the Little Villagers. We can 
provide an interpreter on the day, if required. 

See it for Yourself

We encourage all parents to make an appointment to see the centre for themselves. 
We want you to make the right choice, based on what feels fitting for you and your 
child. Your comfort is the most important point, and by visiting the centre, you will get 
a feel for the environment and whether it is suitable.  

Take a Tour

After signing in, parents are introduced to relevant staff and are invited to sit down to 
observe a targeted learning session. You are then welcome to walk around to view the 
indoor and outdoor facilities as well as the variety of resources available to children. 
 

Question the Suitability

During this time, you are encouraged to ask as many questions as you want. You will 
be given The Little Village Policy handbook to help you make an informed decision.  

Making an Enrolment

Once you have decided that you want to be a Villager, you are asked to register the 
days you require via the website and join the waiting list. You are also asked to fill in an 
enrolment form at this time that includes information that will remain on file if your 
position is accepted. This includes:  
- Contact information 
- Birth certificate 
- Authorisation of access (with 2 types of ID) 
- Emergency contacts 
- Medical details and doctor contact 
- Medicare number 
- Immunisation record
- Information on additional needs (including medical conditions, mental health or 
 any developmental concerns) 
- Health Management Plans (if any) 
- CCB information including CRN of primary carer and children (Parents will need 
 to contact Centrelink to have their eligibility for CCB assessed. An offer of position 
 cannot be given, unless assessment has been finalised. We are happy to help you 
 with the process) 
- Bank details for direct debit  

Priority of Access

Children at risk of serious abuse or neglect are given priority. As well as children of 
parents that are both working or children of single parents. Families that require extra 
care due to an exceptional circumstance that is demanding on their time will also be 
considered first. As will siblings of children already enrolled at The Little Village.  

Acceptance

If the days you required are available, you will be given a formal offer of position. 
Once you accept the offer of position, you will be automatically enrolled into The 
Little Village. You will also be asked to pay an enrolment acceptance fee that covers all 
administration costs. Welcome to The Little Village!



Orientation
Before your child’s first day, we need to ensure all information is collected and 
enrolment form is complete as set out per National Regulation 160. At this time, we 
also ask you to pay your bond and two weeks in advance as set out in the Fees Policy.  

Receive a Welcome Pack

When this is completed, you will receive your Welcome Pack to help you prepare for 
your child’s first day. In this pack, you will get: 

- An orientation checklist of things to bring on the first day 
 and a fee schedule with payment details 

- A signature logo water bottle 

- A signature logo pen 

- The Little Village bucket hat (available in 3 sizes) 

- A magnet with contact details for convenient reference 

- Information on Child Care Benefit (CCB) 

- Information around Child Care Rebate (CCR) 

Pre-commencement visits

Before the first day, parents are strongly encouraged visit two or three times to 
orientate their child to the carers and the new environment.  

- As the parent will be with the child, this will accrue no fees.  

- Parents may sit with their child, or sit back and let their child explore safe in the 
 knowledge that you are not that far away.  

- The aim is to give them more and more distance, so they become increasingly 
 comfortable in their new environment.  
- A primary carer will be there for your child, so they may get used to a familiar face.  

Information

You will be asked to bring a few things from home to make the transition as seamless 
as possible.  

- A favourite toy or comforter from home.  

- Information about siblings, favourite things to do, sing, draw, etc. 



- If the child speaks a language other than English, a few words will help as cues to 
 help the child achieve things and communicate their needs.  

First Day
All children react differently to separation, and we want all parents to know that all 
behaviours are normal and we will support them in every way.  

- The first day should be a shortened session, perhaps 2-3 hours. 

- The primary carer will be there to greet and comfort your child, so the unfamiliar 
 may be limited.  

- Take your child to place their bag in the locker, and then lead them to a spot they 
 have shown interest in during their previous visits.  

- Ensure you say a quick good-bye and be clear that you will be back soon. It has 
 been shown that children respond well to assertive and clear directions, and telling 
 them that you will be back at an exact time may reassure them. This will also be 
 used by the primary carer to reinforce that time that you will be back.  

- You may call at any time to check on their progress and their settling-in. 

- Upon pick-up, you will be given feedback on their behaviour and what they did 
 to settle-in. Feel free to chat to the primary carer or Room-Leader to discuss 
 further strategies to make the transition easier.  

- Some children like talking about their day and others don’t. On the way home, you 
 can try and prompt them to talk about their day, or just be there to listen to what 
 they want to say.  

Second Day
Some behaviours continue for several days, but know that this is the transition stage 
and will come to a smooth end. Keep this in mind, as we know that this may be harder 
for you than the child. Remember, we are here for you too.  

- Develop a routine on how you say good-bye. Take them to their locker, lead them 
 to a spot of interest, then say a quick good-bye, asserting the time you will be back.  

- Extend their stay to half a day. Align your pick-up time with our routine. Tell them 
 ‘after lunch’ or ‘before afternoon-tea’. 

- Again, feel free to call at any time to check up on their progress. Look out for the 
 email, for an illustrated look at your child’s day. 

- Talk to the primary carer or Room Leader to further develop their daily routine and 
 the strategies to smooth out their transitions.  
- Try and prompt your child on the way home. Remember to use positive language 
 about their day. If they feel that your positive, then they will be comforted to know 
 that you’re okay too.  

Third Day
If all goes well, by this day you will be able to leave them until they finish afternoon tea.  

- Reinforce your routine of saying good-bye 

- Stay in contact or keep up-dated with our emails. 

- Talk to the primary carer to fine-tune routine and strategies.

- Keep conversations positive.  

Our Village is your village

We want to be your home away from home. We want to be a source of comfort for 
you and your family. Whatever we can do, please let us know how we can help. Our 
experience has taught us how to care and love, but we are here to keep learning, so if 
you can see a way we can improve, help us grow.



Additonal Village Information
Our village philosophy is built on the belief that it is a community that 
effectively raises a child. We want to be the core of that belief and to 
achieve that, we aim to make the transition between home and care 
setting as seamless and natural as possible. It is therefore the common 
responsibility of educators and families alike to ensure the safe arrival and 
departure of children at The Little Village.

Everyone is needed to comply with the routine put in place to ensure the 
safe and practical arrival and departure of all children into and out of care.  

Authorised carer, i.e. primary parent, care-giver, authorised delegate are 
asked to: 

- Sign the child in and out of care each day.  

- Once sign-in is completed, place the child’s bag in the locker, and 
 ensure teacher is aware the child is present. 

- Ensure all doors are locked once they leave playrooms & common 
 areas. 

- Communicate your child’s needs for the day, changes to personal 
 circumstances, routine, change of medication, expected time of 
 departure, details of person picking up the child if other than primary 
 Care-Giver. Good communication facilitates smooth transition of the 
 child and supports emotional well-being. 

- Ensure correct and complete details are given at time of enrolment to 
 give safe and adequate access to the child.  

- Ensure details of authorised delegates are kept up to date, including 
 emergency and all other contact numbers.  

- Keep an open dialogue with the educators to ensure procedures are 
 being followed and best serve the safety of each child.  

- Ask questions about the day’s events. This can be accessed by 
 reading notes, talking to the Room Leader, or checking the daily 
 routine updates. 

The Little Village are committed to being as informative as possible about 
what each child ate, drank, toilet habits, behaviours and achievements. 



The Little Village relies on fees to be paid on time to assist in maintaining high quality 
care for your children. We endeavour to make these transactions as seamless as 
possible by providing many avenues of payment. We also want to have an open 
dialogue with our families, so if there are any concerns, whether financial or 
grievances, we encourage parents to contact the director for any assistance. 

To ensure that issues regarding 
payments are minimised, and 
payments are seamless, we ask 
parents to note the following:

1. Fees are payable two weeks in advance and should be paid on or before your 
 child’s first day of attendance.  

2. An additional fixed amount $500 payable as a bond, which will be refunded once 
 your child is no longer enrolled at The Little Village.

3. An $80 enrolment fee, which is non-refundable, will also be required at time of 
 enrolment. This will cover all enrolment costs such as set up fees for programs, 
 enrolment pack, and administration fees.  

4. If a deposit is paid and the child does not attend, the deposit is forfeited.

Payments

1. Fees are required to be paid by Direct Debit which can be set up at 
 time of enrolment through Qik Kids. This is at no extra cost to you and 
 payments will be automatically transferred on an agreed date & schedule.  

2. Cash and cheques will not be accepted 

3. Receipts will be issued on receipt of payment and emailed to families.

4. Families will receive a weekly statement. 

5. Fees are payable for the days a child is booked into the Centre, including days 
 when the child is absent due to sickness, family holidays and Public Holidays 

6. Fees are payable for 50 weeks each year. The Centre will be closed for 2 weeks 
 over Christmas where payment is not required. 

Fee Structure & 
Government Rebates

7. In accordance with legislation, The Little Village will give 2 weeks’ notice for any 
 changes to be made to the fee schedule.

Withdrawing Enrolment 

1. At least 2 weeks written notice must be given if a child is to be withdrawn. 

2. If you are repeatedly late picking up you child, your position at the centre will be 
 withdrawn, where all owing fees will need to be paid.  

CCB or Child Care Benefit 

1. Centrelink entitlements (Child Care Benefit and/or Child Care Rebate) can be 
 claimed as a reduction in fees. 

2. It is the responsibility of the parent to contact centrelink to set up their benefits. 
 The Director will give you guidance on how to do this, but it cannot by law, be 
 done for you.  

3. It is also the responsibility of the parent to inform the centre of any changes to 
 their CCB entitlements. If there are changes that reduce benefits, then the parent is 

 responsible to pay the increase in payment from the day Centrelink made changes.  

Arrears and Outstanding Accounts 

1. A written reminder will be given in the event of fees being 2 weeks in arrears.

2. A family who has an outstanding account (see below) may be asked to vacate the 
 position or the enrolment may be withdrawn. Normal debt-recovery procedures 
 will be followed. 

3. An outstanding account is when: 

  a. The amount paid in any four week period is less than half of the total due 
  b. No payment has been made for a period of six weeks
  c. It is four weeks or more behind in the payment of fees,
  d. There is money owing after a child has left the Centre 

4. Any charges incurred in pursuit of outstanding accounts will be payable by the 
authorised person identified on enrolment as responsible for the payment of fees.

Fee Schedule 

$97 - 6 weeks to 2 years
$92 - 2 years to 3 years 
$87 - 3 years to 5 years



Grievance Handling

The Little Village philosophy is all about connections made within a small community. 
We believe that good connections are heightened by good communication.  Open 
dialogue is not only encouraged at TLV, but it is an integral part of providing quality 
care for your child. All policies and procedures have been carefully created to ensure 
all villager’s safety, privacy and respect are maintained at all times.  In recognising 
the importance of good communication, we have established guidelines for dealing 
with differences of opinion, complaints and grievances between all villagers including 
families, staff and management. These purpose of these guidelines is to also ensure 
that all complaints or grievances will foster reflection and therefore improvement in 
our practice.

Communication is Key 
In promoting effective communication and an environment where complaints and 
grievances can be freely discussed, The Little Village will: 

1. Foster positive relationships between carers and families. We want to create 
 relationships that transcend the hours your child attends the centre; we want to be 
 there for you, whenever a problem occurs.  

2. Ensure that parents from non-English speaking backgrounds have appropriate 
 support to express their grievances (for instance, access to translation services).  

3. Encourage parents to use the suggestion box (also fees box) located at the sign in 
 area. Parents can make use of this to draw attention to their concerns, complaints 
 or grievances felt, anonymously. 

4. Encourage parents to discuss minor concerns with a carer or management as 
 soon as the issue arises, so that they can be dealt with immediately in a private and 
 confidential manner.

Procedure for Complaints

1. Wherever possible, parents should raise concerns directly with the room leader as 
 an informal complaint. Complaint should be addressed promptly and forwarded to 
 Director with actions already taken.  

2. If the parent wishes, they could document their concerns in writing (a formal 
 compliant) addressed directly to the Director. It may be necessary for the staff 
 member to provide written documentation of the parent’s concerns. A meeting 
 will be scheduled with the parent to discuss the matter freely, without judgment. 
 We will aim to find a solution to address the situation and action will be promptly 

 taken, where possible. 
3. The Director or Room Leader will monitor incident and ensure action has provided 
 an adequate solution.  

4. In an event of informal or formal complaints or grievances, a record will be kept for 
 further reflection and improvement of practices and procedures.  

5. In the event that the matter is not resolved to the satisfaction of the parents, it will 
 be recommended they seek advice from The NSW Early Childhood Education and 
 Care Directorate, details are provided below. 

6. If a complaint is deemed serious, the nominated supervisor or Director must 
complete an NL01 – Notification of Complaint and Incidences (other than serious 
 incidences) form and forward it to the Regulatory Authority within 24 hours of the 
 complaint.

Before making a complaint consider the following: 
- Be clear with your concerns and know how you would like to resolve them – 
 for open dialogue, we encourage you adopt a problem solving approach to the 
 conversation. 

- Be clear about where you stand on the issue and think about what you would 
 be willing to compromise on, and what in your opinion is non-negotiable in the 
 development of a solution. 

- Be sure to choose an appropriate time and location to voice your concerns. It may 
 not be constructive to hold the discussion in front of your child or other parents or 
 children. 

- Adopting a tactful and non-accusatory manner may help to reassure the carer that 
 the concern isn’t personal. 
- Take time to listen to the carer’s point of view and make sure you clarify facts and 
 feelings until you arrive at a common understanding of the problem. 

- Let the management know if, in your opinion, if the situation improves and if it 
 doesn’t, you may wish to contact the Regulatory Authority. 

NSW Education & Communities
Early Childhood Education & Care Directorate 
Locked Bag 5107, Parramatta NSW 2124  

Phone: 1800 619 11
Website: www.dec.nsw.edu.au
Email: ececd@det.nsw.edu.au



The Little Village is committed to providing quality care that respects the privacy and safety of every 
villager that is or has been a part of our community. For this reason we must ensure that adequate records 
are kept of every child that has ever been in attendance, as well as all staff and visitor that has entered the 
premises.  

The records will be kept in a safe and secure location, with adequate access at all times in case legal 
reference is required. All records will be confidential and we will enact the right to refuse access to 
records if it impedes the Acceptance and Refusal of Authorisation Policy.

Confidentiality & 
Record Keeping

As part of our commitment to provide high quality care, we need to ensure that each child is safe and 
secure at all times. The only way this can be achieved is by establishing authorisation for actions such 
as administration of medications, collection or children, excursions and providing access to personal 
records. Please refer to policy for more information.

Determining Responsible person
Quality care is achieved through accountability. As a service provider, we want to be transparent in our 
management and determining the responsibility and role of all our educators, carers and staff. The aim of 
this policy is to ensure all stakeholders know who is responsible at any given time.  

All villagers will know their responsibility as well as their duty to provide and a safe, secure and 
comfortable environment. By upholding this policy, parents and carers will be able to direct their queries 
or concerns to the right person. Please refer to policy for more information.

Acceptance & Refusal 
of Authorisation



□ Backpack

□ Hat

□ Two spare changes of clothes to 

 suit the weather or for those 

 unavoidable accidents

□ Spare socks

□ Spare underwear 

□ Dummy (if required)

□ Suitable shoes to protect your 

 childs feet when playing outside

□ A drink bottle, milk or formula (if 

 required)

□ Family photo

□ A favourite toy or comforter from 

 home  

□ Information about siblings, 

 favourite things to do, sing, draw, 

 etc. 

□ If the child speaks a language 

 other than English, a few words 

 will help as cues to help the child 

 achieve things & communicate 

 their needs

First Day Checklist Access to Childcare 
Policies & Procedures

Health and Safety 

Management of Incident, Trauma and Illness Policy

Dealing with Infectious Disease

Dealing with Medical Conditions in Children

Emergency and Evacuation

Arrival and Departure

Excursions and Incursions 

Child Safe Environment

Staffing

Interactions with Children

Enrolment and Orientation

Confidentiality of Records

Acceptance and Refusal of Authorisations

Payment of Fees

Dealing with Complaints

First Aid Administration
Nutrition Food and beverage policy

Sun protection policy
Water safety policy

Code of conduct
Determining responsible person

Student and volunteers



Helpful Contacts

33-35 Second Ave, Kingswood NSW
Monday - Friday, 6:30am - 6:30pm

E A R L Y  L E A R N I N G  C E N T R E

Mychild.gov.au
1800 670 305

Deewr.com.au

Acecqa.gov.au
1300 422 327

Careforkids.com.au

Centrelink.gov.au

My child hotline
1800 670 305

DEC
1300 679 332

Australian Childhood 
immunisation registers

1800 653 809

Centrelink 
Indigenous Australians

1800 136 380

Asthma Australia
1800 278 462

Website
thelittlevillage.com.au

Phone
1300 My Village


