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Description automatically generated]We would like to welcome you to Lilac Early Learning and we look forward to offering quality care and education.


Welcome to the Family!
Lilac Early Learning is family owned and operated. We thank you for entrusting us with the care and education of your littlest family members.
We look forward to partnering with you and working together to provide an enjoyable early education and care experience.

Please take the time to read through this handbook as it will give you an insight into the philosophy, goals, and routines of our centre. It will also outline our policies and aid in the smooth transition of your child into the centre.

Our Centre Director, Educational Leader & Educators are available to discuss any questions or respond to any concerns you may have during the orientation process and beyond. Please feel free to approach any of the team at any time.



Our Vision & Philosophy
At Lilac Early Learning, our vision is to provide high-quality education and care where every child feels a strong sense of belonging and is supported to be, grow, and become. We create safe, welcoming, and nurturing environments where children engage in meaningful play, hands-on experiences, and joyful discovery, building confidence and recognising their own value.
We acknowledge and pay our deepest respects to the Gundangara people, past and present, and the Ngunnawal language of this land. We are committed to embedding Aboriginal and Torres Strait Islander perspectives authentically within our curriculum through stories, language, art, music, and community connections, ensuring culture is respected, valued, and meaningfully lived.
We believe children learn best through play, exploration, and relationships. Learning occurs through curiosity, intentional teaching, and everyday routines, supported by caring educators who respond to each child’s interests, strengths, and needs. We view all children as capable, confident, and active participants in their learning journey, and we honour their voices and individuality.
Families are children’s first teachers, and we value respectful, trusting partnerships built on open communication and collaboration. We celebrate diversity and work closely with families and our wider community to create inclusive environments where all cultures, identities, and beliefs are respected and reflected.
Our educators are central to our service. They bring professional knowledge, reflection, and passion to their practice, designing play-based programs that support wellbeing, inclusion, and lifelong learning. Through ongoing professional development and critical reflection, educators foster independence, resilience, curiosity, and a strong sense of self in every child.
Children’s safety, wellbeing, and protection are fundamental to everything we do. We prioritise secure relationships and nurturing environments where children feel safe to explore, take risks, and learn. We are committed to child-safe practices and always act in the best interests of children.
Quality education and care means providing warmth, equity, and inspiration every day. Through continuous reflection and feedback from children, families, educators, and our community, we ensure our philosophy remains meaningful, responsive, and reflective of our shared values.





Child Safe Organisation
As a Child Safe Organisation in early childhood education and care, we are deeply committed to creating a safe, nurturing, and inclusive environment where every child feels protected and respected. We uphold the Child Safe Standards, which are designed to promote the safety and wellbeing of children by embedding child safety into everyday practices and culture. These standards include clear policies and procedures to prevent, identify, and respond to child abuse and neglect, ensuring staff are thoroughly trained and vigilant. Our approach is guided by key principles such as child empowerment, cultural safety, equity, and transparency, fostering a space where children’s voices are heard and valued. By prioritizing these standards and principles, we strive to build trust with families and the community, ensuring children can learn and grow in a secure and supportive setting.

Our Educators
Lilac Early Learning is a family-owned and privately operated centre, owned by Kelly and Greg. Kelly is the approved provider and holds a Bachelor of Teaching (Birth to 5 Years), with over 20 years of experience in the Early Childhood sector.
The Centre Director is Susie Carr, and the Educational Leader and 2IC is Lauryn Backhouse.
Educators at Lilac Early Learning hold tertiary qualifications, as well as Certificate III and Diploma-level qualifications in Early Childhood Education and Care, along with current First Aid certification. We also employ trainees who are actively developing their knowledge and working toward formal childcare qualifications.
We welcome visits from school, TAFE, and university students and support practical placements for childcare students and work experience opportunities for high school students.
Hours of Operation
We are open from 6:30am to 5:30pm, Monday to Friday, throughout the year—excluding public holidays and an approximate one-week closure over the Christmas/New Year period.
Please do not enter the service before 6:30am, as we are not licensed to have children on the premises prior to this time.
To allow educators to close the Centre by 5:30 pm, we kindly ask that you arrive no later than 5:25pm. This allows time for important messages to be shared and ensures we remain within our licensing requirements, which prohibit children being in the service after 5:30pm.
Attendance
At Lilac Early Learning, we offer enrolment options of 2, 3, or 5 days per week. These consistent schedules support the development of strong, trusting relationships between children and educators, helping children feel secure, comfortable, and better able to settle into their learning environment.
We understand that from time to time, families may require additional care due to work commitments, meetings, appointments, or other needs. If you require an extra day on occasion, please let us know as early as possible. We will do our best to accommodate your request and arrange casual care, subject to availability.


Child Care Subsidy
The Child Care Subsidy (CCS) is a financial assistance program provided by the Australian Government to help families with the cost of quality childcare and early education. The subsidy is paid directly to the childcare service, reducing the amount you need to pay in your weekly fees.
It is the parent or guardian’s responsibility to apply for the Child Care Subsidy. This can be done by:
· Visiting a Centrelink office in person
· Calling Centrelink on 136 150
· Accessing your MyGov account at my.gov.au
To find out more about your eligibility, the activity test, and how much CCS you may be entitled to, you can visit the Department of Education website at www.education.gov.au/ChildCarePackage. An online estimator is also available to help you calculate your potential subsidy.
Immunisation
It is the responsibility of parents and guardians to provide a current Immunisation History Statement at the time of enrolment. To remain eligible for the Child Care Subsidy (CCS), families must ensure the Centre always has an up-to-date immunisation record on file.
In addition to the Immunisation History Statement, a copy of your child’s Birth Certificate and a fully completed and signed enrolment form must be submitted before your child can begin care. Providing these documents promptly helps ensure a smooth and timely start to your child’s early education journey at Lilac Early Learning.
Each time your child receives a new immunisation, an updated Immunisation History Statement must be provided to the Centre Director so we can maintain accurate and current records in accordance with government requirements.
Fee Payment Information
Fees for all booked days must be paid weekly or fortnightly, and kept up to date to maintain your child’s enrolment.
Please note that fees are still payable for absences, including those due to illness. If your child’s booked day falls on a public holiday, full fees will still apply, as staffing and operational costs remain. However, no fees are charged during the Centre’s annual closure over the Christmas/New Year period.
We offer several convenient payment options:
1. Direct Deposit
You can set up a regular direct deposit when your child commences care.
Account Name: Yamba ELC Pty Ltd
BSB: 032 164
Account Number: 411216
Reference: Please use your child’s full name for easy identification.
2. EFTPOS Payment (In-Centre)
An EFTPOS machine is available in our foyer. After making a payment:
· Print a copy of the transaction receipt
· Write your name on the receipt
· Place it in the Fees Box, located next to the office door
3. Direct Debit
We also offer a direct debit option. A direct debit authorisation form is available upon enrolment. Please speak with the Centre Director if you wish to arrange this method.

If you have any questions or need assistance with setting up payments, please don’t hesitate to contact the Centre administration. We're here to help make the process as simple and stress-free as possible.
Change of Contact Details
It is the responsibility of the parent or guardian to notify the Centre Director immediately if there are any changes to the information provided on the enrolment form. This includes changes to living arrangements of the child or parent/guardian.
Any updates to contact details, such as changes to your address, telephone number, or mobile number (including those of emergency contacts listed on the enrolment form), must be provided in writing as soon as possible to ensure our records remain accurate and up to date.
Withdrawal from the Centre
If you plan to withdraw your child from Lilac Early Learning, you must provide at least two weeks’ written notice. Failure to do so will result in being charged the equivalent of two full weeks of fees, regardless of attendance during that period.
Please note that if your child does not attend on their final scheduled day, full fees will apply for all absences, as required by Centrelink. This means your Child Care Subsidy (CCS) may not be paid for those absences, and you may be charged the full daily rate.
All accounts must be paid in full by your child’s last day. Outstanding fees that are not finalised may be referred to a debt collection agency.
Medication
If your child requires medication during the day, you must complete the "Permission to Administer Medication" form, available from the Centre. All medication must:
· Be handed directly to an educator (not left in your child’s bag)
· Be in its original packaging
· Include a prescription label that clearly states your child’s name and the required dosage
Please also provide written confirmation to the educator at the time of drop-off, and inform them verbally to ensure safe administration.


Asthma
Children diagnosed with asthma must have a current Asthma Action Plan completed by a doctor upon enrolment. This plan must be updated annually or whenever there are changes to your child’s asthma condition or treatment.
In addition, a Risk Minimisation Plan and Communication Plan must be completed during enrolment. If there are any changes to the child’s Action Plan or Risk Minimisation plans, this must be communicated in writing via email or Storypark to the Director.
It is the parent/guardian’s responsibility to:
· Ensure that your child’s asthma medication is kept at the Centre at all times
· Ensure that all medications (including puffers and spacers) are labelled, within expiry date, and available whenever your child is in attendance
If required, asthma medication is not present, your child cannot attend the Centre until it is provided.
Anaphylaxis and Allergies
Children diagnosed with anaphylaxis or severe allergies must have an Anaphylaxis or Allergy Action Plan completed by a doctor at the time of enrolment. These plans must include:
· A current photograph of the child
· A detailed risk minimisation plan
· A communication plan, developed in consultation with the Centre Director
These plans must be updated annually or immediately if there are any changes to your child’s condition or treatment.
It is the parent/guardian’s responsibility to:
· Ensure that your child’s EpiPen or other allergy-related medication is clearly labelled and kept at the Centre at all times
· Ensure all medications are within their expiry date
For the safety of your child and others, children without their prescribed EpiPen will not be able to attend the Centre until it is provided. If there are any changes to the child’s Action Plan or Risk Minimisation plans, this must be communicated in writing via email or Storypark to the Director.
Accidents and Incidents
At Lilac Early Learning, our educators carefully plan both indoor and outdoor environments to prioritise safety and supervision, aiming to prevent accidents wherever possible.
In the event of an accident involving your child while at the Centre, educators will immediately administer First Aid. If further medical attention is required, parents or emergency contacts will be contacted promptly, and a plan of action will be discussed.
If a parent or emergency contact cannot be reached, the Director or the responsible person in charge will act in the child’s best interest and seek appropriate medical treatment without delay. An educator who is familiar to the child will accompany them to the doctor or hospital and remain with them until a parent or guardian arrives.

All incidents will be documented using an Incident Report Form on Storypark.
As an added precaution, families will receive a courtesy call for any injury involving the head, face, or neck.
Confidentiality
We are committed to protecting your family’s privacy and personal information. All records and information are managed in accordance with our Confidentiality of Centre Records Policy.
To learn more about how we safeguard your information, you are welcome to view our policy folder located in the foyer or speak directly with the Centre Director or Educational Leader.
Sleep and Rest Policy
We understand the importance of rest in a child’s development. Our Centre ensures all children are provided with appropriate opportunities to sleep, rest, or relax, based on their individual needs and routines.
Educators consult with families regarding each child’s sleep and rest requirements and create a calm, comfortable, and responsive environment to support positive rest experiences.
While we respect family preferences, no request can override the Centre’s Safe Sleeping Guidelines, which are implemented in accordance with national health and safety regulations. We strongly encourage families to review our Sleep and Rest Policy, available at any time upon request.
Exclusion of sick children
The exclusion of unwell children is vital in protecting the health and wellbeing of all children, families, and educators at the Centre. Due to the close contact nature of early education settings, illnesses can easily spread.
If your child is unwell or has shown signs of illness (such as fever, vomiting, diarrhoea, rash, or excessive tiredness) the night before or in the morning, we ask that you keep your child at home.
Should a child become sick or distressed during the day, an educator will call you to collect your child immediately. If you are unavailable, we will contact the emergency contacts listed on your enrolment form. If a child’s condition is severe and urgent medical attention is required, an ambulance will be called.
Please note:
· Panadol, Nurofen, or similar medications are not permitted to mask symptoms. If your child has been given these medications before attending, they must remain at home for 24 hours after the last dose.
· If your child has experienced vomiting or diarrhoea, a minimum 24-hour exclusion period applies from the last episode.
· If your child has a rash or blisters, a medical clearance certificate must be provided before they return. Educators are not permitted to diagnose.
· If a child arrives at the Centre without the required clearance, the Director or Person in Charge reserves the right to refuse entry.
Head lice is another exclusion condition. Children must be free of live lice and eggs before returning to the Centre. Fees remain payable during periods of illness-related exclusion.
If your child contracts an infectious disease, you must inform the Centre immediately. We follow specific government-mandated exclusion periods for various illnesses. In the event of an outbreak, notices will be displayed to inform all families.
You are encouraged to request a copy of our Infectious Diseases Policy, available at any time by contacting the Centre.
Absences
If your child will be absent or arriving late, please notify the Centre by 10:00 am on the day via:
· Phone call
· Email to director@lilacearlylearning.com.au
· StoryPark message
Timely communication helps us with planning and staffing, and ensures accurate record-keeping.
If your child or someone in your household has an infectious or contagious condition, please notify the Centre immediately so we can take appropriate precautions.
Families receiving the Child Care Subsidy (CCS) are entitled to 42 allowable absence days per financial year, which includes public holidays and sick days. Once your child has used all 42 days, CCS will not be paid for further absences unless they fall under additional allowable reasons, such as:
· Illness (with medical certificate)
· Court-ordered custody arrangements
· Shared custody arrangements
· Natural disasters
· Public health emergencies
There is no limit to the number of additional absence days that can be claimed, provided the reason is valid and supported with appropriate documentation. Families are responsible for applying for these additional absence days through Centrelink.
Please note that full fees apply for all absences, and fees must be paid to retain your child's booking. All absences will be recorded and must be acknowledged by parents or guardians.
Settling into Care
We encourage all families to attend an Orientation Session with their child prior to commencing care. Orientation sessions are one hour in duration and are held from 10:00am to 11:00am, on a day arranged with the Centre Director or 2IC/Educational Leader.
Ensuring your child feels safe, supported, and secure is one of our highest priorities. Beginning at a new early learning service can be an emotional time for both children and families. The orientation session provides a valuable opportunity for your child to become familiar with their new environment, meet educators, and begin forming positive relationships.
Building strong partnerships with families is essential to supporting each child’s learning and development. We value learning about your child’s interests, strengths, preferences, and any additional needs they may have. This information helps educators create meaningful learning experiences and individualised programs. We encourage families to share information and communicate regularly with educators to support a smooth and positive transition into care.
Your Child’s Group
At Lilac Early Learning, your child will be placed in one of our centres’ age-appropriate groups, which will serve as their home base. Our policy is to ensure children remain in their assigned group until they are developmentally ready to transition to the next stage and a place becomes available. This approach supports continuity, security, and meaningful relationships with educators and peers.
From time to time, your child may participate in activities or experiences in other rooms. During these transitions, we always maintain appropriate educator-to-child ratios and ensure familiar staff members are present to support your child.
Our Centre features purpose-designed rooms for Infants, Toddlers 1 and 2, and Pre-schoolers  1 and 2, each tailored to meet the unique developmental needs of the children. We also encourage interaction between different age groups during early morning and late afternoon periods, promoting social connections and a sense of community.
Environments and Routines
Our environments and routines are thoughtfully designed to provide a balance of individual, small-group, and large-group learning experiences. Children engage in a wide range of educational activities that support their development across all domains — physical, emotional, social, creative, cognitive, and communicative.
Daily routines include time for language and literacy through storytelling, drama, and group discussions. Music plays a vital role, with children participating in singing, dancing, and movement activities that support both gross motor development and creative expression.
We provide quiet, restful areas throughout the day where children can relax, rest, or nap based on their individual needs. Educators offer choices and encourage children to self-regulate, supporting their growing independence and emotional wellbeing.
Each of our rooms is unique, filled with laughter, educational resources, and creative opportunities. Our environments reflect not only the needs of the children but also the diversity of families and the broader community, creating an inclusive and welcoming space for all.
As children grow, their needs, interests, and abilities evolve. To support this development, children will gradually transition to the next room when they are ready. This process is carefully planned and includes consultation with families, review of the child’s development, and short orientation visits to build familiarity and ease the transition.
Early Years Learning Framework
We implement the Early Years Learning Framework (EYLF), the national framework that guides early childhood education in Australia from birth to five years of age. The EYLF recognises the vital importance of the early years in shaping a child’s future and supports educators in delivering high-quality, play-based learning programs.
The EYLF is built around the key concepts of:
· Belonging – recognising that children feel secure when they have strong connections with their families, communities, and environment.
· Being – acknowledging the importance of allowing children to experience life in the moment, explore their world, and enjoy play and relationships.
· Becoming – supporting the development of children’s identity, skills, and understanding as they grow and learn.
The framework is structured around five key learning outcomes:
1. Children have a strong sense of identity.
2. Children are connected with and contribute to their world.
3. Children have a strong sense of wellbeing.
4. Children are confident and involved learners.
5. Children are effective communicators.
We also offer a comprehensive School Readiness Program, which aligns with the EYLF and helps children build the skills they need for a confident transition to formal schooling. Through play-based learning, we foster creativity, problem-solving, resilience, and collaboration, ensuring children are ready to thrive in school and beyond.
Communication with Parents
We pride ourselves on maintaining open, honest, and respectful communication with families. We encourage daily conversations, both informal and formal, and invite you to share any insights about your child that may help us support their learning and wellbeing.
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Description automatically generated]We use StoryPark, a secure online platform, to keep families updated on their child’s learning journey. Upon enrolment, you will receive an invitation to join StoryPark, where you’ll find photos, videos, observations, and updates about your child’s experiences.
StoryPark also allows you to comment, share feedback, and invite extended family members, such as grandparents or working parents, to stay connected with your child’s development, no matter where they are
Programming 
Educators use the Early Years Learning Framework in partnership with families to design learning programs that are responsive to children’s interests, strengths, and developmental needs. We recognise that play is a powerful learning tool, and every play experience is an opportunity for growth.
Programs are planned based on:
· Observations of children’s behaviour and interests
· Input from families.
· Educator’s knowledge of child development
· Goals from the EYLF
Your child’s individual learning records and progress are available for you to view via StoryPark, and you are always welcome to discuss your child’s learning and development with our educators.
In every experience, children are building essential foundations in literacy, numeracy, science, technology, creativity, social and emotional skills, and self-confidence. We are happy to explain the learning goals behind any activity your child participates in.
Meals
We are committed to supporting the nutritional health and wellbeing of children while in care. Children attending for a full day are offered at least 50% of their recommended daily intake, following national dietary guidelines.
For families who provide their meals, we are happy to support you in making healthy, balanced choices. Helpful resources are available near the kitchen, or you may speak with our friendly educators or the Centre Cook for guidance.
What to Bring
Please ensure your child’s bag includes:
· Enough formula or expressed breastmilk in clearly labelled bottles for the day.
· A labelled water bottle.
· A barrier cream for nappy rash, if needed
· A hat, spare clothing (tops, pants, underwear, socks, and a jacket)
Breastfeeding parents are warmly welcome to visit the Centre and breastfeed at any time. We will provide a quiet, comfortable space to support you.
Please avoid sending toys or items from home unless they serve as a comfort or security object (such as a teddy or blanket). This helps prevent loss, damage, or conflict between children.
Sun Protection
We actively promote sun safety and aim to minimise UV exposure through protective behaviour, environmental planning, and education. Our policy follows the "No hat, play in the shade" rule all year round.
Educators will ensure children wear hats and apply SPF 50+ sunscreen, which we provide. Parents are required to apply sunscreen on arrival each day, and educators will reapply it throughout the day as needed. Children who cannot use sunscreen for medical reasons will remain in shaded areas during outdoor play.
We also encourage sun-safe clothing, including tops with sleeves and protective fabrics.
Clothing
Please provide a complete change of clothes, including socks and underwear, for each day your child attends. Accidents can happen, and spills from water, paint, or food are common during busy play.
Clothing should be easy for your child to manage independently during toileting (avoid overalls, belts, and difficult fasteners). Soiled clothing will be rinsed if needed and returned in a sealed bag.
Children should wear comfortable, enclosed footwear appropriate for climbing and active outdoor play. Thongs, slip-ons, and clogs are not suitable.
Ensure all items are clearly labelled with your child’s name.
Signing a Child in & out of the Centre
It is a legal requirement that each child is signed in and out of the Centre daily using the iPad located in the foyer. These records are vital for attendance tracking, emergency procedures, and the calculation of Government subsidies.
If your child is absent or on holiday, please acknowledge the absence on the iPad the next day they attend.
For safety reasons:
· Children will only be released to authorised persons listed on the enrolment form
· No person under the age of 18 is permitted to collect a child
· Unfamiliar authorised persons must present photo ID before collection
If a child is not collected by 5:30pm, parents or emergency contacts will be called. If the child has not been collected within 30 minutes, the local police and Department of Justice and Communities will be contacted.
Arriving at the Centre
1. Sign your child in using the iPad in the foyer.
2.  Greet an educator and share any relevant updates or instructions for the day.
3. Place your child’s bag, hat, and water bottle in their designated locker.
4. Complete a Permission to Administer Medication form, if needed, and inform your child’s educator.
5. Apply sunscreen on arrival or notify educators if it hasn’t been applied.
6. Say goodbye to your child — even if it’s difficult. A consistent goodbye routine helps reduce separation anxiety.
Picking up your Child
1. Arrive within your booked session time (by 5:25 pm at the latest).
2. Notify an educator that you are collecting your child.
3. Allow time to receive any important information about your child’s day.
4. Collect your child’s belongings and any medication.
5. Sign your child out on the foyer iPad.
Late Pick-up Fees
A late fee of $2 per minute, per child, per educator applies for children collected after 5:30 pm. This fee must be paid by the next day of attendance.

Complaints and Compliments
We welcome your feedback! If you have any concerns, suggestions, or compliments, please speak directly with the Centre Director, or email us at director@lilacearlylearning.com.au.

Emergency Procedures
Emergency evacuation and lockdown procedures are displayed in each room. We conduct regular fire, evacuation, and lockdown drills to ensure all children and educators are well-prepared in the event of an emergency. These drills help children become familiar with safety procedures in a calm and supportive way. If you are present during a drill, you are required to participate and follow all educator’s instructions.

Policies, Regulations and Quality Assurance
All Centre policies are available in the foyer and are reviewed annually. Your feedback is encouraged and appreciated during review periods.
We are licensed by the NSW Department of Education and Communities and operate under the National Education and Care Services Law and Regulations. A copy of these regulations is available in the foyer or online at www.acecqa.gov.au.
Our Centre’s practices are monitored by the Australian Children’s Education and Care Quality Authority (ACECQA). We are committed to exceeding the National Quality Standard (NQS) and have a Self-Assessment Plan in place to continuously reflect on and improve our service. This includes areas such as educational programs, children’s health and safety, the physical environment, staffing, relationships with children, and partnerships with families and the wider community.
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