
MEDICATION 
 
Any medication, prescribed, naturopathic or pharmacy lines will only be 
administered if written authorization is given from the parent/guardian via the 
medication book.  Prescribed medication will not be administered unless it is in the 
original container with the child’s name, current date and dosage.  Any other 
medication will only be administered according to the directions on the container and 
the child’s details.  There is a set procedure that is to be followed when 
administering any form of medication to children while in Child Care.  This will be 
explained to you as necessary. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
GRIEVANCES AND CONCERNS 
 
It is our aim to provide you with a professional, high quality Child Care Service and 
in order to maintain and ensure this, we sincerely request that any grievances or 
complaints relating to the care, well-being or safety of the children, Centre policies 
or other matters be directly addressed to the Child Care Coordinator.  The Child 
Care Coordinator has a professional responsibility to address and resolve these 
grievances or complaints promptly and respectfully.  Grievances or complaints can 
also be directed to the House Manager and where necessary, be assisted and 
resolved with the support from the Department of Human Resources.  All grievances 
or complaints are kept strictly confidential. 
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WWWEEELLLCCCOOOMMMEEE   

 
Welcome to the Hawthorn Community House Occasional Child Care Service.  Our 
philosophy is to create an enjoyable atmosphere where children can explore, 
discover, create and develop their own highly individual personalities.   
 
We aim to promote and support each child’s needs, interests, skills and abilities 
through appropriate developmental programs. We provide a flexible learning 
environment incorporating indoor and outdoor play opportunities develop the 
emotional, social, physical and intellectual skills of all the children in our care. 
 
We trust that you will enjoy your time with us as we ensure a friendly, secure and 
nurturing environment in which your child can grow, learn and develop. 
 
ABOUT THE HOUSE 
 
Hawthorn Community House Inc. Childcare Service is managed by a Committee of 
Management and has been operating since 1983.  The service is registered with the 
Department of Human Services, is compliant with all rules and regulations and is 
licensed to care for fourteen children per session.  
 
 
THE STAFF  
 
The Occasional Childcare staff consists of a team of qualified and experienced 
childcare professionals who are dedicated to ensuring that a high standard of quality 
care is achieved.  A qualified childcare educator coordinates and facilitates all 
childcare sessions with the aid of two experienced childcare assistants.  All staff 
members have regular Police checks and current First Aid certificates. 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 

 
 
ORIENTATION TO OCCASIONAL CHILDCARE 
 
Our centre encourages child -initiated play and learning.  We understand that 
orientation to the Childcare Centre is different for each child.   You are invited to stay 
for as long as it takes you and your child to feel relaxed and confident about 
separating. 
 
This time is also an opportunity for you to get to know our staff and build a 
partnership in the care and education of your child. 
 
You are welcome to make an appointment to spend half an hour in the Childcare 
Centre with your child before you make the decision to enrol.  Call the Childcare 
Coordinator, Rose Roberts, on 9818 7846 to arrange a suitable appointment time. 
 
 
FEES 
 
Parents are asked to pay all fees by the week prior to term commencement to 
secure your child’s place. 
 

· Morning sessions  are $24.50 per session ($245 per 10 week term). 
· Afternoon sessions  being shorter in duration, are $20.50 per session 

($205 per 10 week term) 
· Take A Break  fees are $28.00 per session. 
· A 50% discount on Childcare fees is available for  parents who are enrolled 

in Hawthorn Community  House  Acfe- funded courses at the same time as 
their child’s occasional childcare session 

 
Payment can be paid by cheque, credit card or cash at HCH, 32 Henry Street 
Hawthorn.  Cheques payable to Hawthorn Community House Inc. 
 
 
 
PARENT INVOLVEMENT 
 
We invite parents/guardians to roster themselves on duty to assist with the 
Occasional Childcare Program one morning per term.  This help and support is 
much appreciated by staff and children.  Parents are also invited to join the 
Childcare Sub-Committee. See Rose, the Childcare Coordinator for more 
information. 
 
 

 



 
 
 
 
 
BOOKINGS 
 
Please call the office on (03) 9819 2629 to place your child on the waiting list. 
Specify the day and session required.  Bookings are taken up to 12 months in 
advance.  Places are allocated on the following basis as consideration is given to: 

· Date of registration for Occasional Childcare. 
· Families residing in the Hawthorn municipality. 
· Families experiencing any form of crisis. 
· Sole parents in need of Occasional Childcare. 
· Low - income families without access to other forms of child care. 
· Parents with more than one child at home under school age. 
· Parents expecting another child. 
· Children of non-English speaking background. 
· Children without a place in 3 year old kinder. 
· Children of parents who are actively involved in other activities at Hawthorn 

Community House Inc. 
 
ENROLMENT 
 
You are requested to confirm your child’s attendance once you have been offered a 
place at Hawthorn Community House Occasional Childcare. Parents will be asked 
to complete an enrolment form.  It remains your responsibility to inform staff of any 
changes to your child’s enrolment details as all details must remain current.  In the 
event that any custody arrangements involve a Court Order, a copy must be given to 
the Childcare staff.  All enrolment details are kept strictly confidential. 
 
WHAT TO BRING EACH DAY 
 
A labelled bag with: 

· A change of clothing and nappies if required. 
· A plastic bag for soiled clothes and nappies. 
· A sunhat (summer) or a coat and hat (winter). 
· A security object (blanket, teddy, dummy). 

 
Morning fruit and lunch: 

· A piece of fruit to share for morning tea. 
· A labelled lunchbox with a healthy lunch (no peanuts or foods containing 

nuts, please). 
A drink. (Labelled bottle). 
 
 

 
 
 
 
 
 
The Hawthorn Community House Inc. Childcare sessions operate on the following 
days throughout the school term: 
 
Mon.  9.30am – 12.30 pm   
 
Tues.  9.30 am -12.30 pm  
 1.30pm  -  4.00 pm  
 
Wed. 9.30 am – 12.30 pm  
 
Thurs . 9.30 am – 12.30 pm  
 
There are no childcare sessions on public holidays or during school holidays.  
 
TRANSITION TO THE CHILDCARE ENVIRONMENT 
 
Some children attending childcare for the first time may find the initial experience 
stressful.   This is a normal stage that passes.  While some children settle into the 
childcare environment quickly, others may take a little longer.  We believe that a 
smooth transition is beneficial for all children and have allocated the first two weeks 
of your child’s attendance as the orientation procedure.  During this time we request 
that your child attends the session for only two hours, thus assisting with a gradual 
and happy transition.  Furthermore, we encourage parents to discuss their child’s 
routine needs and share any concerns with staff.  
 
THE CHILDCARE PROGRAM 
A stimulating and developmentally appropriate program is planned and implemented 
fortnightly to stimulate children’s growth, development and enjoyment.  The children 
will participate in both indoor and outdoor play.  A wide variety of activities and 
experiences include art and craft, sensory and messy play, block and box 
construction, imaginary and dramatic play, science activities, cooking, music, song 
and dance, puppetry, storytelling and more.  Details of the program are on display 
on the notice board.  The routine is flexible to accommodate the individual needs, 
interests, skills and abilities of all children. Please ensure that all belongings, 
including your child’s bag, are clearly named. 
 
 
 
 
 
 



 
NO NUT POLICY 
 
We have a “No Nut Policy” as many children have allergies to nuts and nut products. 
This policy is displayed on the notice board for your information.  It is vital that you 
adhere to this policy as nut consumption is a life- threatening situation for some 
children.  Indeed, some highly allergic children can be affected by the mere smell of 
nuts.  As such, please refrain from packing peanut butter sandwiches, nuts or other 
foods containing nuts in your child’s lunch box.   
 
ILLNESS 
 
We request that sick children refrain from attending the Service until he/she 
becomes better to prevent the spread of infection.  However, if your child becomes 
unwell while attending the Centre and staff feel that he/she is not coping or 
infectious, you or your emergency contact will be called.  If you or any of your 
contacts are unable to be contacted, the person-in-charge has the right and 
authority to seek medical attention.  Parents will then be responsible for all medical 
expenses. 
 
Some childhood illnesses are subject to our exclusion policy.  A list of these 
illnesses is available from Staff. 
 
ACCIDENTS AND INJURY 
 
If an accident or injury occurs while your child is attending a childcare session, an 
Accident / Injury Report Form will be filled out by the Childcare staff member. This 
details the incident and the action taken to address the injury.  You will be informed 
when collecting your child and asked to confirm the incident by signing the Accident 
/ Injury Report Form.  Be assured that you will be contacted immediately if the 
accident or injury is serious.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
PARENTS RESPONSIBILITIES ON ARRIVAL AND DEPARTURE 
 
We would like your help with the following to assist us in the smooth running of the 
service. 
 

1. Please use the rear door for arrival and departure and ensure that the 
gates are closed behind you. 

2.  It is essential that you sign your child’s name in the attendance book on 
arrival and departure.  Please leave staff with a contact number if you 
will not be home during the session. 

3. Parents must ensure that the Childcare staff are aware of your child’s 
arrival and departure. 

4. Parents need to inform staff and to provide details in the medication 
book if medication needs to be given to their child. 

5. Please make sure you always say goodbye to your child so that   they 
know you have left. 

6. Staff must be notified of alternative arrangements if parents are unable 
to collect their child, to avoid late pickups.  

7. Anyone other than the parent/legal guardian must have 
parental/guardian permission to deliver/collect a child. 

8. Parents are encouraged to give notice, whenever possible, if their child 
will be absent so that their place may be offered to another child for that 
particular session. 

9. Parking is available in designated areas and permits are available from 
staff.  Please make sure that you fill in the date and display it clearly on 
your dashboard. 

 
 
 

 
 

  


