
Family Handbook
Updated September 2019

Version #7

5/18/2020



©2020 Coogee Care Centre Inc
Family Handbook 2019 • Version 7 • Published 5/18/2020

Page 1 of 8

Table of Contents
Our Principles
About Us
Our Educator Team
Operating Hours
Enrolment
Digital Sign In and Out
Priority of Access
Fees and Payments
Medication
Food
Illness
Sun Protection
Family Feedback
Con�dentiality & Privacy
Policies and Procedures
National Quality Framework
Quality Improvement Plan
Education and Care National Law and Regulations

Table of Contents
Our Principles 2
About Us 2
Our Educator Team 3
Operating Hours 3
Enrolment 3
Digital Sign In and Out 3
Priority of Access 4
Fees and Payments 4
Medication 5
Food 5
Illness 5
Sun Protection 6
Family Feedback 6
Con�dentiality & Privacy 7
Policies and Procedures 7
National Quality Framework 7
Quality Improvement Plan 8
Education and Care National Law and Regulations 8



©2020 Coogee Care Centre Inc
Family Handbook 2019 • Version 7 • Published 5/18/2020

Page 2 of 8

OUR PRINCIPLES
We believe:

Children are individuals 

and will learn and grow to achieve their maximum potential in a fun, safe and positive environment which 
encourages them to play freely, investigate, make mistakes, be challenged and take personal responsibility.

Learning through relaxed, fun play is important.

Children need some structure and routine, with plenty of opportunity to be inquisitive while taking measured risks in 
a safe environment.

All children learn differently.

Guidance can enhance all areas of development including social and emotional development. Children’s behaviour 
can be positively guided to develop acceptable behaviour patterns and enhance their wellbeing and resilience.

Children are committed and involved. 

They seek to collaborate with their peers and adults to challenge, create, explore and develop their individual 
identities.

Children need an inclusive, accessible, equitable environment 

that allows them to fully participate.

It is important for children to understand and explore the natural environment 

and the interdependence between people, plants, animals and the land.

We value strong connections with community 

and collaborative relationships between children, educators, families, management and the community.

Self-re�ection and continuous improvement 

enable our service to grow and �ourish.  

Experienced, skilled and supported staff 

enhance children’s learning and development and ensure their safety and wellbeing. 

About Us
Welcome to Coogee Care Centre, the education and care service for Coogee Public School. We run Before School, 
After School and Vacation Care on the grounds of the school. 

We are sure  you and your family will �nd your experience with us to be fun, enjoyable and rewarding!

Coogee Care Centre is run by families, for families. 100% of our fees go back into running a high quality education 
and care service. 

We are operated by a volunteer parent committee and a team of highly-quali�ed and experienced educators. Please 
refer to our web site for information on the staff and executive members of the parent  committee.
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Our Educator Team
Check out the team photos on our website to meet everyone in our team.

Our team is led by a General Manager, Director and Area Leaders. We call them Area Leaders (because they have 
responsibility for a Quality Area) or Responsible Persons because they are in day-to-day charge of the service. 

Most of our team are educators (we have over 40!). We also have an administrator, chef, cleaner and external 
bookkeeping agency. We all work for the Coogee Care Centre Committee, a group of parents that are elected by 
families at an Annual General Meeting. 

Operating Hours
Before School Care: 7am - 9am
After School Care: 3pm - 6pm
Vacation Care: 7am - 6pm (incursion and excursion activities generally run 10am - 3pm)

Enrolment
Families can enrol at Coogee Care at any time. Please email the centre to request an Enrolment Form. 

Places can be requested via the form on our website. Note that Coogee Care is a high demand service with limited 
places for new enrolments. 

Please subscribe to our mailing list for enrolment updates. 

Digital Sign In and Out
Digital rolls have replaced paper rolls at Coogee Care Centre. 

How to sign your child in for the �rst time:

If QK Kiosk does not accept your phone number, please check we have your correct phone number recorded on our 
system. We can quickly update it, then you’ll be able to log in. 

Can family members or friends drop off or collect my child? 

Yes, if they are in our system as an authorised to drop off and collection person. They will have their own login 
details (phone number & pin) so they can easily drop off or collect your child when required. 

Priority of Access

ite m@@@e yJ p Z C I6 In N lY 3 R p b 2 4 td G 9 jL T A u MyJ 9 @@@
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Insert your phone number using the kiosk touch screen1.
Sign In with PIN code 0000 then set up your own unique PIN and con�rm new PIN 2.

Your login details are now set!

Next, Sign your child/ren In by selecting the child and select Drop Off3.
Repeat the same process Signing your child Out by selecting Pick Up4.

https://www.coogeecarecentre.org.au/ourteam
https://www.acecqa.gov.au/nqf/national-quality-standard
mailto:info@coogeecarecentre.org.au
http://www.coogeecarecentre.org.au/contactus
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Coogee Care follows the Australian Government Priority of Access Guidelines for allocating places. We may require 
a Third Priority child to vacate a place to make room for a child with a higher priority. 

When you request places at Coogee Care, you will be asked to nominate your priority category. NOTE: Most families 
requiring places are Second Priority. We may require a Priority 3 child to vacate a place to make room for a child 
in a higher priority group

Within these main Priority categories, priority will also be given to families in these categories:

Fees and Payments
Coogee Care is a family-run, not-for-pro�t service, and fees are kept as low as possible while ensuring excellent 
education and care. 

A �at fee is charged per session of Before School, After School and Vacation Care. 

Our fees for 2019 are:

Before School Care: $12 permanent 
After School Care: $20 permanent +$10 for un-noti�ed absence*
Vacation Care: $52 permanent (no additional fee for incursions and excursions)

There is an annual membership fee of $10 per family per calendar year, payable at the time of enrolment. 

A permanent place is one that has been allocated to a child for a twelve-month period, excluding vacation care. 
Two weeks’ notice is required for changes or cancellations. 

Casual places can be requested by email. If we are fully booked at the time of request, you  will be put on a waitlist 
and noti�ed if a place becomes available. Note that Coogee Care has very limited casual places. 

*Un-noti�ed Absence: If children are not attending a booked afternoon session, you must notify the centre by 
2.30pm on the day of attendance. Failure to do this means we treat your child as 'missing' and results in an un-
noti�ed fee of $10 on your account. Notifying the school does not constitute noti�cation to the centre.  For Before 
School and Vacation Care, we appreciate email noti�cation of absences but the session fee still applies.

Late Fee: The Centre closes at 6:00pm. A late fee of $20 per 10 minute block is charged for children who are 
collected after 6:00pm. Late fees are calculated on the spot & are determined by the time the child is signed out. 

 Statements are emailed on Mondays, fortnightly. Payment is required in full within 7 days of the statement being 
issued. Failure to pay due fees within 14 days may result in the cancellation of care.

ite m@@@e yJ p Z C I6 In N lY 3 R p b 2 4 td G 9 jL T A u N yJ 9 @@@

First Priority: A child at risk of serious abuse or neglect•
Second Priority: A child of a parent or parents who satisfy the Work/Training/Study Test under Section 14 of 
the Family Assistance Act 1999.

•

Third Priority: Any other child.•

children in Aboriginal and Torres Strait Islander families•
children in families which include a disabled person•
children in families which include an individual whose adjusted taxable income does not exceed the lower 
income threshold of $45,114 for 2017-18, or who or whose partner is on income support

•

children in families from a non-English speaking background•
children in socially isolated families•
children of single parents•

ite m@@@e yJ p Z C I6 In N lY 3 R p b 2 4 td G 9 jL T A u O C J 9 @@@

https://www.education.gov.au/priority-filling-child-care-places
https://coogeecarecentre.typeform.com/to/rKn85Y
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Direct Debit is our preferred method of payment. You can get the process started by completing this form, printing it 
and returning it to us. These forms are also available from the centre. Direct Debits are processed every fortnight on 
the Thursday of statement week.

Alternatively, payment can be made by EFTPOS (in centre) or Direct Deposit: 

Account Name: Coogee Care Centre
BSB: 032 152
Account: 171112

Coogee Care is an Approved Provider for Child Care Subsidy (CCS) purposes. Further information about the CCS is 
available here.

Medication
If the Centre is required to administer medication, a separate medication authority form is to be completed by the 
parent/ guardian. All medication is to be provided in the original packaging with the child’s name and dosage 
printed on the medication.

In the case of an emergency, medication may be administered with the permission of a registered medical 
practitioner or medical emergency services should a parent be non-contactable. In the case of an asthma or 
anaphylaxis emergency, medication can be administered without any authorization. If this was to occur, the child’s 
parent and emergency services would be contacted as soon as possible following administration.

Does your child have allergies that causes anaphylaxis and requires medication and/or Epi-pen?
A current Action Plan and Individual Health Care Plan must be provided on enrolment. If medication is required, this 
must be provided to the service prior to the �rst attendance.

Does your child experience asthma?
A current Action Plan and Individual Health Care Plan must be provided on enrolment. If medication is required, this 
must be provided to the service prior to the �rst attendance.

Parents of children with other speci�c healthcare needs may be required to submit further details, or a Medical 
Management Plan prior to their enrolment being approved.

Food
Breakfast is provided each morning between 7.15am and 8:15am. Afternoon tea is provided at approximately 
3.30pm, with a late afternoon fruit platter at 5:15pm. During Vacation Care families should provide morning tea and 
lunch. 

We provide nutritious and varied food options for the children. Information regarding menu selections is available 
on our website. Consideration is given to children with allergies, anaphylactic reactions and special dietary needs, 
based on the information provided on the enrolment forms and operating within the parameters of our Policies and 
Procedures.

The Centre is “Allergy Aware”. Nuts, Sesame and eggs are not provided at the Centre, however products may be used 
that “may “contain traces of these ingredients or are manufactured on the same equipment.

Illness

ite m@@@e yJ p Z C I6 In N lY 3 R p b 2 4 td G 9 jL T A u O S J 9 @@@
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http://docs.wixstatic.com/ugd/8a072e_634c28ca170342e5a4ec73adcc4e1212.pdf
https://www.humanservices.gov.au/individuals/services/centrelink/child-care-subsidy
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The Centre is unable to provide care for sick children. If your child falls ill while attending the service you will 
telephoned and asked to make arrangements to have your child collected.

Sun Protection
Coogee Care is a Cancer Council NSW SunSmart centre. Please familiarise yourself with the measures we take to be 
SunSmart. 

Family Feedback
Families play a vital role at Coogee Care and we value your feedback. 

If you have any suggestions as to how we could better meet your needs, please don’t hesitate to email
the Centre, talk with the Responsible Person (displayed on the front door) or speak to the Director.

ite m@@@e yJ p Z C I6 In N lY 3 R p b 2 4 td G 9 jL T A u MT IifQ = = @@@
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https://www.cancercouncil.com.au/35811/cancer-prevention/sun-protection/sunsmart-program-for-childcare-services/sunsmart-resources-childcare-services/why-become-a-sunsmart-service/?pp=37070&cc=8175&ct=35
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If you have a grievance or issue of concern, please discuss this directly with the Director who will be happy to speak 
with you. If you are not satis�ed with the response to the matter, please put your concerns in writing to the centre:

info@coogeecarecentre.org.au
Coogee Care Centre
Coogee Public School
107-121 Coogee Bay Road
Coogee, NSW 2034

The Centre encourages parents to not discuss sensitive issues in front of children.

Con�dentiality & Privacy
We acknowledge and respect the privacy of our families. The information that is collected assists us to meet our 
legislative obligations and to provide the best level of education and care for your child. You have the right to access
and alter personal information concerning yourself or your child in accordance with the Privacy Act 1988 and our 
Privacy and Con�dentiality Policy.

Policies and Procedures
The services' Policies and Procedures can be read here. These are reviewed on a regular basis to ensure that they 
are kept up to date with community expectations. We hope that you will take the opportunity to comment on these if 
you are asked or if you feel that an amendment would be appropriate.

National Quality Framework
The National Quality Framework (NQF) provides a national approach to regulation, assessment and quality 
improvement for early childhood education and care and outside school hours care services across Australia.

Coogee Care has achieved the rating Meeting the National Quality Standard. 
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http://policies.coogeecarecentre.org.au/
https://www.acecqa.gov.au/nqf/about
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Quality Improvement Plan
Coogee Care has a Quality Improvement Plan to help us self-assess our performance in delivering quality education 
and care, and to plan future improvements. It also helps regulatory authorities with assessing the quality of our 
service. 

You can read Coogee Care's Quality Improvement Plan here.

Education and Care National Law and Regulations
The National Law and National Regulations outline the legal obligations of approved providers, nominated 
supervisors, and educators and explain the powers and functions of the state and territory regulatory authorities and
ACECQA.

You care read more here:

National Law
National Regulations
Approved Learning Framework (My Time Our Place) 
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http://qip.coogeecarecentre.org.au/
https://www.acecqa.gov.au/nqf/national-law-regulations/national-law
https://www.acecqa.gov.au/nqf/national-law-regulations/national-regulations
https://www.acecqa.gov.au/sites/default/files/2018-05/my_time_our_place_framework_for_school_age_care_in_australia_0.pdf
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