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Our Commitments — Child Safety

Every child deserves to feel safe, secure and valued. At Sparkways, keeping
children safe is at the heart of everything we do. We are committed to providing a
safe, inclusive and nurturing environment where every child feels respected,
supported and protected. We have zero tolerance for child abuse and work closely
with families, educators and our communities to uphold the highest standards of
child safety and wellbeing.
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Keeping Children Safe, Every Day
Sparkways
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Our Commitments — Acknowledgement of Country

We pay our respects to Aboriginal and Torres Strait Islander cultures and to Elders
past and present. Sparkways recognises that Aboriginal and Torres Strait Islander
peoples have nurtured, cared for and educated children for thousands of years on
the lands where we learn, work and play.

Sparkways leads over 30 education and care services across Narrm (Melbourne)
and surrounding communities. Our services are located across the lands of the
Wadawurrung, Bunurong and Wurundjeri peoples.

Our Commitments — Everyone Belongs

Every child and every family is welcome at Sparkways. We celebrate our
communities’ diversity and are committed to creating inclusive environments
where everyone feels respected, valued, and has a true sense of belonging. We
are committed to the cultural safety of Aboriginal and Torres Strait Islander
children, children from culturally and linguistically diverse backgrounds, and
children of all abilities, identities and lived experiences.
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Dear Families,
Welcome to Sparkways.
Thank you for choosing Sparkways to be part of your child's early childhood education.

Every child arrives with their own personality, interests and way of seeing the world. Our role
is to create an environment where they feel safe, confident and inspired to explore, while
partnering with you every step of the way.

At Sparkways, learning happens through the everyday joys of childhood — building
friendships, asking questions, creating, imagining, solving problems and discovering
something new each day. These moments may seem small, but they build the confidence,
curiosity and skills that prepare children for life.

You'll quickly discover that relationships are at the heart of everything we do. Our educators
take the time to know your child, celebrate their strengths and support their individual
learning journey, while working closely with you as your child's first and most important
teacher.

This guide has been designed to help you feel informed and confident as your family settles
into life at Sparkways. Inside you'll find practical information about getting started, what to
expect each day, how we support your child's learning and wellbeing, and where to find
further information whenever you need it.

Thank you for choosing Sparkways. We look forward to welcoming your family and sharing
the everyday joys of childhood together.

Warm regards,

Kim Davis
Executive Director — Early Learning
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What You Can Expect

When you join Sparkways, you become part of a welcoming community where
children, families and educators work together to support every child's learning
and wellbeing.

You can expect us to:

& Create a safe, welcoming and inclusive environment where every
child feels they belong.

& Build genuine partnerships with your family, recognising you as your
child's first and most important teacher.

9 Support your child's learning through play, relationships and everyday
experiences.

& Respect and celebrate every child's identity, culture, abilities and
strengths. —

& Provide caring, qualified educators who know your child and support
their individual learning journey.

& Communicate openly with you and celebrate your child's
achievements together.

Our commitment is to provide a positive, nurturing experience where children feel
confident exploring, learning, and growing every day.

Before Your First Day

O

Starting Early Learning or Kindergarten is an exciting milestone for your family, and
a little preparation can help make the transition feel more familiar.

Getting Ready

Before your child starts, you'll have the opportunity to visit your service, meet the
educators, explore the learning environment and ask questions. We'll also talk with
you about your child's routines, interests, comfort items and individual needs, so
we're ready to welcome them from day one.

These early connections help your child become familiar with the people and
environment they'll soon get to know as part of their everyday early learning
experience.

Before Your First Day Checklist

Before your child's first day, please ensure we have:

D Completed enrolment forms

Emergency contact details

Immunisation information

Emergency contact authorisations

Completed photo and communication consents

Medical Management Plans (if applicable)

OO0o0oo

Court orders or parenting documentation (if applicable)

Your enrolment must be completed before your child can commence. Our team
will let you know if any additional information is required.

Your Privacy

We respect your family's privacy and carefully manage your

personal information in accordance with privacy legislation and
our Privacy & Confidentiality Policy.

During enrolment, you'll also be asked to provide consent for
photographs and digital communication.

To view our full Privacy & Confidentiality Policy, scan or click here

Welcome
to Sparkways

Before Your
First Day

Stay
Connected



https://sparkways.org.au/uploads/documents/Policies/Privacy-and-Confidentiality-Policy.pdf
https://sparkways.org.au/uploads/documents/Policies/Privacy-and-Confidentiality-Policy.pdf
https://sparkways.org.au/uploads/documents/Policies/Privacy-and-Confidentiality-Policy.pdf
https://sparkways.org.au/uploads/documents/Policies/Privacy-and-Confidentiality-Policy.pdf
https://sparkways.org.au/uploads/documents/Policies/Privacy-and-Confidentiality-Policy.pdf
https://sparkways.org.au/uploads/documents/Policies/Privacy-and-Confidentiality-Policy.pdf
https://sparkways.org.au/uploads/documents/Policies/Privacy-and-Confidentiality-Policy.pdf
https://sparkways.org.au/uploads/documents/Policies/Privacy-and-Confidentiality-Policy.pdf
https://sparkways.org.au/uploads/documents/Policies/Privacy-and-Confidentiality-Policy.pdf
https://sparkways.org.au/uploads/documents/Policies/Privacy-and-Confidentiality-Policy.pdf

Before Your First Day

Sparkways

Meet Your Educators

Before your child starts, you'll be invited to attend an orientation where you'll meet
the educators who will care for your child, explore the learning environment and
begin building relationships.

This is a wonderful opportunity to share your child's interests, routines, comfort
items, family traditions and anything else that will help us get to know them.
Orientation experiences are tailored to each child and may differ between
Kindergarten and Early Learning services.

Helping Your Child Settle

Starting somewhere new is a big milestone, and every child settles in their own
way. Some children feel comfortable straight away, while others need a little more
time—and that's completely normal.

You can support your child by:

Visiting the service together before they start.

Talking positively about Kindergarten or Early Learning.
Reading books about starting somewhere new.
Establishing a consistent goodbye routine.

Reassuring your child that you'll be back to collect them.

O00000

Building positive relationships with your child’'s educators.

During your child's first few days, we'll work closely with you, provide reassurance
and keep you updated on how they're settling. You're always welcome to call
during the day if you'd like to check in.

What To Wear

Children learn through active play, exploration and sometimes messy experiences.

Please dress your child in comfortable clothing that allows them to move freely,
explore confidently and enjoy every part of their day.

We recommend enclosed, comfortable shoes suitable for
playing and climbing, weather-appropriate clothing and
a sun-safe hat.

Please refer to the Clothing and Comfort Policy.

O

What To Bring

Please bring:

A clearly labelled backpack or bag

A named drink bottle filled with fresh water

A complete, spare change of clothing and spare pair of shoes
(including extra if your child is independent in going to the toilet)

In Winter - appropriate clothing (coat, jumper or beanie )

Any required medication and documentation

A comfort item if it helps your child settle (optional)
Kindergarten children: healthy morning/afternoon tea and lunch

A wide-brimmed sun hat when the Ultraviolet
(Uv) rating is over 3. We also encourage the
application of SPF 30 (or higher) sunscreen
before arriving at your Centre and sunglasses.

See our Sun Protection Policy for more details

For all personal items, please clearly label them with your child’'s name and
note that educators cannot accept responsibility for toys brought from home.

Your service

will let you know if any additional items are required.

What to bring on your first day
Sparkways

What t« > ringon
Your First Day
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@ A Day At Sparkways

No two days are ever quite the same—and that's part of the joy.

Each day is filled with opportunities to play, create, discover and connect. Children
move between indoor and outdoor learning environments, enjoy shared
experiences, build friendships and explore the world around them through play.

While every service is unique, every day at Sparkways is thoughtfully planned to
support children’s wellbeing, confidence and lifelong love of learning.

Once your child starts:

D All children are different; some will settle in right away, some will take a
little time to settle and feel secure in their new environment. It's best to
plan to give yourself a little time the first week or so as your child settles
into the program.

D It is natural that some children will be a little upset whilst settling.
Reassure them that you will return, and show them you trust and feel
confident with their Educators. Your Educators will comfort and support
your child during this transition and create a “goodbye routine”.

D You may like to stay with your child to engage in play or watch them as
they play. You can reduce your stay time as your child becomes more
confident in their new environment.

D Establish good relationships with your child’'s Educators. Let your child
see you speaking with the Educators and/or participate in an activity
with them and your child. This builds trust with your child and Educator.

If your child is anxious, try to be calm and acknowledge how they feel.
When it is time to leave, let them know you will be back and picking
them up later in the day.

D When you collect your child, take some time to ask them about their

day, such as what their favourite activity was, or ask to be introduced to
a friend.

Everyday at Sparkways
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@ Routines can help children to settle in the mornings; here’s one you could try:
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Sign In your child on the iPad

Walk In with your child to their locker and put their bag
away

Unpack if needed; help your child unpack and place their food
in the fridge (take food out of insulated bags so it remains at a
safe temperature).

Apply Sunscreen. Head over to the sunscreen station and pop
some sunscreen on your child if needed. Record on the
sunscreen register.

Wash Your Hands in the bathroom or use the hand sanitiser
provided.

Share any important news or information with your child's
educators. Make sure all medication is discussed and
registered.

To help transition and settle, you might want to read a book
together, play outside on equipment or enjoy another activity
together.

Say Goodbye to your child and let them know you will
return.

Always check in with your service leader for any specific routine
needs of your service.

Tips for a smooth drop off
Sparkways

Tip: > ora
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Rest & Relaxation
Every child has different rest needs. We'll work with your family to
understand your child's routine and provide a calm, safe

environment that supports their wellbeing.

To view our full Relaxation, Rest & Sleep Policy, scan or click here

Meals & Nutrition

Mealtimes are an important part of the day at Sparkways — a time for children to
enjoy food, build relationships and learn about healthy choices and taking care of
themselves.

At our Early Learning Centres, children are provided with nutritious meals
throughout the day. Our menus follow the Australian Dietary Guidelines and Get Up
& Grow recommendations, while supporting children’s dietary and cultural needs.

At our Kindergartens, families provide their child's lunch and morning or afternoon
tea. We encourage families to pack healthy and nutritious foods, and your service
will let you know about any specific allergy awareness requirements during

orientation.

Please let your educators know about any allergies, intolerances, EE;,;“-_:;-_ orpid 3]

cultural requirements or other dietary needs so we can work with -

you to support your child. : ah
s e e

Looking for lunchbox inspiration? Explore the Australian :ﬁﬁ_ e T

Government's Get Up & Grow — Lunchbox Ideas: Meals for Early =Rt :

Childhood Settings - scan the QR or view here

Everyday at Sparkways

Arrivals & Collections

To help keep every child safe, only authorised people listed on your enrolment may
collect your child.

Please let your service know if collection arrangements change. All persons
authorised to collect your child will be required to provide photo identification. Only
those persons authorised will be allowed to leave with your child. If your authorised
person/s need changing/updating, please speak with your Service Leader. Children
cannot be left at the service before their session has commenced.

Running late?

If you're going to be delayed collecting your child, please contact your service as
soon as possible and let us know when you expect to arrive. This helps us reassure N
your child and make appropriate arrangements. If we're unable to contact you, we’'ll

attempt to contact your child’s other parent/guardian and authorised emergency

contacts. If no authorised person can be reached, further steps may need to be

taken to ensure your child’s safety.

A late collection fee of $20 per 15 minutes, or part thereof,
applies. To view our full Delivery & Collection of Children Policy,
scan or click here

Partnering with Families

We believe children thrive when families and educators work together. We value
your knowledge, ideas and feedback, and encourage families to be part of service
life — whether sharing your culture or skills, joining activities and events, or simply
connecting with educators each day.

We also welcome Family Helpers and Volunteers.

To keep children safe, Working with Children Check requirements may apply
depending on how you participate. All helpers and volunteers must sign in, remain
under staff supervision and follow our child safety and personal device
requirements.

Want to get involved?
Speak with your Service Leader or educators about ways to
participate.

Working with Children Checks: dovgro: 9
Apply online through Service Victoria here or scan the QR Code : 6
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Excursions & Community Experiences

Exploring our local community helps extend children’s learning EI._._W?E : E
beyond the classroom. Families will always be informed of ¥ o : &-5
planned excursions, and consent will be obtained where s o)
required. .

-
T

Parents are encouraged to join excursions and support children

and educators. A Working with Children Check may be required

in accordance with our Sparkways Participation of Volunteers,_
Students and Contractors Policy.

Ledarn more:

For more information about how excursions and outings are
planned and managed safely, read our Excursions, Regular
Outings and Service Events Policy.

Sharing Your Child’s Learning

Storypark is our online communication platform, helping you stay connected to
your child's learning and experiences at Sparkways.

Educators use Storypark to share learning stories, photos, observations and
updates, giving you a window into the everyday moments that shape your child's
learning. When your child enrols, you'll receive an invitation to set up your account,
which you manage and can choose who has access to your child's information.

Photos, Videos & Consent

We take children’s privacy and digital safety seriously. As part of enrolment, we'll
ask for your consent about how photographs and videos of your child may be
used. Consent for sharing your child's learning is separate from consent for public
uses such as our website, social media or marketing. Your preferences are
respected when images are captured and shared.

To protect all children, families and visitors should not take or glf oy iy E_I..:
share photographs or videos of other children while at our p % i
services. i e ‘
Learn more: iEi‘ et 5T :

- . . . 9 Stay
Read our Safe Use of Digital Technologies and Online Environments 6‘ Connected
Policy.
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@ Curiosity & Discovery

Learning through play and everyday experiences

Welcome
to Sparkways

At Sparkways, we believe childhood is filled with extraordinary learning hidden - -_f-,: . Before Your
inside everyday moments. f:: _ ' ‘ y First Day

Every day, children are encouraged to play, explore, imagine, question and
discover. Whether they're building a cubby, creating artwork, investigating nature,
solving problems together or sharing stories with friends, these experiences help
develop confidence, creativity, resilience and a lifelong love of learning.

Our educators intentionally create environments and experiences that spark
curiosity and extend children’s thinking. By getting to know each child, following
their interests and encouraging exploration, they support learning in ways that
are meaningful, engaging and fun.

Play isn't simply something children enjoy — it's how they make The Role of Our Educators

sense of the world, build relationships and learn. H?ﬂﬂ'ﬁ'ﬂ% Our educators are partners in your child's learning journey. By getting to know each
;ﬁ#ﬁhﬂ child, observing their interests and creating meaningful learning experiences, they

See learning through play in action: A S O support confidence, independence, creativity and wellbeing every day.
T S

Explore our Village article, What Children Experience at Olerr S E o Families are recognised as children’s first and most important teachers, and we

Kindergarten: Learning Through Play. value working together to support each child's development.

—

@ Belonging for Every Child

Every child deserves to feel seen, heard and valued. We celebrate the diversity of
our families and create inclusive learning environments where every child feels a
strong sense of belonging.

We recognise that every child is unique and work in partnership with families to
support their individual strengths, needs, abilities, culture, language and ways of
learning.

Need additional support?
Speak with your child's educators so we can work together to g _ 4
support your child's participation and learning. e g e S T ey

Learn more: T iy g py =5

P Ny BETHE A e stn?'

Read our Inclusion and Equity Policy. o el O e Pk O 5 Connected
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Ready for School & Beyond

Starting school is an exciting new chapter, and every child experiences this
transition differently. Some children may embrace the change with excitement,
while others may need more time and reassurance as they become familiar with
new people, places and routines.

Before Your
First Day

Throughout your child's kindergarten year, our educators support their
confidence, independence, curiosity and sense of belonging through everyday
learning and experiences. As school approaches, we'll work in partnership with
you, your child and their future school to support a positive transition.

—/ Your Child's Transition Statement —— A 3 N~y L LLL ] L=

- i\ o v | & -
Together with you and your child, we'll develop a Transition Learning and
Development Statement that provides their school with a snapshot of their
learning, strengths, interests and the ways they learn best.

You'll have the opportunity to review the statement before it is shared with your T . : S A S e : ﬁ L_‘“'“ing _
child's school. We encourage families to share it, particularly where a child may L~ Through Play
benefit from additional support, so their new teacher can begin getting to know . ..

, Supporting the Transition at Home
and supporting them from the start.

There are lots of simple ways you can help your child become familiar with the idea

of school and feel confident about the transition:
P -~

e Talk positively about school, the experiences they may have and the friendships
they may make.

¢ Visit the school and attend orientation or open days together.

e Become familiar with the school environment, including classrooms, toilets, play

areas and where you'll meet at the end of the day. =
e Encourage everyday independence, such as carrying their bag, managing =
shoes, opening lunch containers and looking after their belongings. -
e Talk about staying safe and who they can ask for help if they're unsure ‘@' ég‘{fb&ﬁ
: . " : . o o Your Enrolment.
e Give your child opportunities to share any questions, worries or excitement they %%w:,g'* e e
may have. :

Preparing for school is a journey, and we're here to support you along the way.

Speak with your child's educators about your service's Transition to School Program
and how we can support your child together. Stay
Connected

Learning Through Play 8
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Child Safety

Keeping children safe is at the heart of everything we do.

Every child has the right to be safe, feel safe, be heard and be treated with respect.
At Sparkways, we are committed to creating environments where children feel
secure, valued and supported, and where their safety and wellbeing guide the
decisions we make.

Our educators and teams have a legal and professional responsibility to protect
children from harm and act in their best interests. Early childhood professionals are
mandatory reporters and must act on child safety and protection concerns. This
may include a referral to The Orange Door or a report to Child Protection where a
child's safety or wellbeing is at risk.

We take all concerns about a child's safety or wellbeing seriously and have zero
tolerance for child abuse and harm.

Our Child Safe Environment

Our commitment to child safety is reflected in how we work every day.
We are committed to:

D Protecting every child's safety, rights and wellbeing while supporting their
learning and development

Acting in the best interests of children and taking reasonable steps to
protect them from harm

Creating a culture where children feel safe, heard, valued and respected
recognising and respecting each child's individual identity, culture, abilities
and needs

Listening to children and supporting them to participate in decisions that
affect them

Working in partnership with families and sharing responsibility for children’s
safety and wellbeing

OO0 OO

Acting on and reporting child safety concerns, allegations or incidents to the
appropriate authorities

Keeping Children Safe

Welcome
to Sparkways

Safe Environments

Our indoor and outdoor environments are designed to be safe, welcoming
places where children can confidently learn, play and explore. Our teams
complete daily safety checks and take action to remove or manage hazards Before Your
and risks. If you notice something at your service that you believe may be First Day
unsafe, please let your Service Leader know.

Visitors to Our Services

Everyone who enters our services has a role in keeping children safe. Visitors are
required to sign in and out and meet relevant child safety and Working with
Children Check requirements. This also ensures we know who is onsite in the
event of an emergency.

Personal Devices, Photos & Videos

To protect children’s safety and privacy, personal devices capable of taking
photos or videos must not be carried or used by staff, volunteers, students,
contractors or visitors while working directly with or in the vicinity of children,
except for authorised essential purposes.

Parents, guardians and family members must not use phones or other devices
capable of taking photos or videos in children’s areas.

Photos and videos of children are only taken by staff using authorised service-
issued devices and in accordance with family consent.

Stay

69 Connected
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Health and Wellbeing.

Supporting children’s health and wellbeing is a shared partnership between
families and educators. By working together, we create environments where
children feel safe, healthy and ready to learn.

Please let us know if there are any changes to your child’s health, wellbeing,
medical needs or emergency contacts so we can continue to provide the best
possible care and support.

If anything is happening that may affect how your child is feeling or participating in
their day, we encourage you to talk with your Service Leader or educators. Sharing
this information helps us understand and support your child.

Have a question?
Speak with your Service Leader or your child’s educators.

4[]

Learn more
Scan to read our Mental Health and Wellbeing Policy.

el

.
b

Supporting Your Child’'s Health Needs

If your child has a specific healthcare need, medical condition or allergy, we'll work
with you to ensure they are safely supported and can participate fully in their
learning and everyday experiences.

A current Medical Management Plan may be required, prepared in consultation
with your medical practitioner. We'll work with you to understand your child's needs
and develop appropriate risk minimisation strategies, including how to recognise
and respond to signs or symptoms.

Please let your Service Leader know about any diagnosed medical conditions or
changes to your child's healthcare needs.

Keeping Children Safe

Medication & Health Conditions

If your child has a medical condition, allergy or requires medication, please let
us know so we can work with you to ensure the appropriate information,
medication and management plans are in place.

Medication can only be administered with the required authorisation and in
accordance with our procedures.

Please speak with your Service Leader before your child attends to discuss
any medical needs and the documentation required. Let us know if your
child’s needs or treatment change.

Administration of Medication

If your child requires medication while at Sparkways, we need your authorisation
and some important information to ensure it can be administered safely.

Please:

D Authorise the administration of medication and hand it directly to an
educator — medication should never be left in your child’s bag.

D Complete the required medication documentation.

D Let us know about any special medical treatment or requirements for your
child. Where needed, we'll work with you to develop a Medical
Management Plan and Risk Minimisation Plan.

Medication can only be administered when:
D It is provided in its original container and is within its expiry or use-by date.

D Instructions for administration are provided on the medication or by a
registered medical practitioner.

D Prescribed medication is labelled with the name of the child for whom it is
prescribed.

Please note:

Non-prescription medication, other than sunscreen and nappy creams or
ointments, can only be administered for a maximum of 48 hours. After this, a
Medical Management Plan from a doctor is required for continued use.

Paracetamol is not supplied by Sparkways.

10
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When Your Child Is Unwell

To help protect the health and wellbeing of everyone in our community, please
keep your child at home when they are unwell.

Please keep your child at home if they have:

A high temperature of 38°C or above
Vomiting or loose bowel motions
An unexplained rash or skin irritation

Red, swollen or discharging eyes

OOOooan

Signs they are generally unwell, such as being unusually tired, irritable,
lethargic or not eating or drinking

D An infectious disease requiring exclusion under Victorian health
requirements

Please inform staff as soon as possible if your child is diagnosed with an
infectious illness. Educators are required to alert all families at the children’s
Centre. Confidentiality will be respected at all times.

If Your Child Becomes Unwell at Sparkways

If your child becomes unwell while in our care, we'll contact you as soon as
possible. We'll keep them comfortable and supervised until you or an authorised
person can collect them.

Depending on the iliness or circumstances, an exclusion period or medical
clearance may be required before your child returns.

[=]z3 Igl
Learn more ‘!
Scan to view the current Victorian school and childhood ; i
service exclusion periods. = : .ﬁﬁ'

Keeping Children Safe

Immunisation

By law, your child must be fully vaccinated for their age to attend any early
learning and care Centre.

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; however, your child will not be able
to attend a Sparkways Centre until their records meet the requirements of the
law.

Your child’s Immunisation History Statement can be downloaded from your
myGov Account. Alternatively, you can go to your local Services Australia office
or GP to download a copy from the Australian Immunisation Register.

For children vaccinated overseas, parents will need to consult with their GP, who
will transfer the information to the Australian Childhood Immunisation Register.
Once these have been confirmed, an Immunisation History Statement can be
issued.

Welcome
to Sparkways

Before Your
First Day

Stay
Connected
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Our Shared Code of Conduct

Creating a safe, welcoming and respectful environment for children is a shared
responsibility. Everyone who spends time at a Sparkways service has a role in
supporting the safety, wellbeing and rights of children.

When you're at a Sparkways service, we ask that you:

D Treat children, families, educators, staff and visitors with courtesy and
respect.

Help us create an environment where every child feels safe, included,
valued and respected.

Respect the diversity, identities, cultures and perspectives of children,
families and our community.

Follow the directions of educators and staff, including our visitor, sign-in
and child safety requirements.

Respect the privacy of children and families and follow our
requirements for personal devices, photography and filming.

OO0 00 0

Raise any concerns about a child’s safety or wellbeing as soon as
possible with your Service Leader.

D Raise feedback, concerns or complaints respectfully and through our
established Compliments and Complaints process.

Respectful behaviour is expected at all times. Aggressive, threatening,
intimidating or discriminatory behaviour is not accepted at Sparkways
services.

Professional Boundaries

Our educators and staff maintain professional boundaries with children and
families. Sparkways does not support staff providing private care for children
enrolled at our services, whether paid or unpaid, as this can create a conflict
between professional and personal relationships.

Sparkways also discourages staff from connecting with families through their
personal social media accounts, helping maintain appropriate professional
boundaries between educators and families.

Learn More

Scan to read our Code of Conduct Policy, including the
Code of Conduct for parents, guardians and visitors.

Keeping Children Safe

Welcome
to Sparkways

Compliments, Feedback & Concerns

We value hearing from our families. Whether you'd like to recognise an educator or
team, share a positive experience, make a suggestion or raise a concern, your
feedback helps us celebrate what's working well and identify where we can do

better. Before Your
. =l as v =l First Da
Share a compliment ST = Y
b e
. . = o e Ry
If someone at Sparkways has made a difference to your child A o ol
or family, we’'d love to hear about it. g R B
Scan the QR code to share a compliment with us. s B T ] T
r=1 b~ FT. N,
LIl —he ] =l 1,
Have a concern?

We encourage you to raise concerns as early as possible so we can work together
towards a resolution.

For everyday concerns about your child’s education or care, speak with your child’s
educator or Service Leader in the first instance.

If you don’t feel comfortable raising your concern directly with your child’s service,
or your concern has not been resolved, you can contact Sparkways on 1300 677 275.

All complaints are taken seriously and handled fairly, sensitively and as promptly as

possible. Concerns relating to a child’s safety or wellbeing will be responded to in
accordance with our child safety and reporting obligations.

Learn more

Scan to read our Compliments and Complaints Policy and
learn more about how feedback and complaints are managed.

Stay

69 Connected
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Kindergarten

The Victorian Government provides funding to support children to access a high-
quality kindergarten program in the two years before they start school.

Under the Victorian Government’s Free Kinder initiative, eligible three- and four-
year-old kindergarten programs are provided free of charge, helping families
access kindergarten in the years before school.

Integrated Kindergarten at our Early Learning Centres

Children attending an eligible three- or four-year-old kindergarten program within
one of our Early Learning Centres also receive Free Kinder funding.

For children enrolled in a 15-hour kindergarten program, Sparkways receives $2100
per child each year, which is applied as a reduction to your Early Learning fees.

For children enrolled in a five- to 14-hour kindergarten program, Sparkways receives
a pro-rata amount, which is also applied as a reduction to your fees.
The reduction is divided across the year and applied to your account fortnightly.

Have a question?

Speak with your Service Leader about the fees and funding arrangements that
apply to your child’s program.

“°| Early Learning Centres (ELC) Fees & Payments

Each of our Early Learning Centres has fees based on the program and service
your child attends. As a not-for-profit organisation, we aim to keep fees as
affordable as possible while supporting the delivery of high-quality early learning
and care.

Families are billed fortnightly, with fees paid in advance by direct debit through our
payment gateway.

Fees are set at the beginning of each year and reviewed in July. They may also be
reviewed if exceptional circumstances arise. Families will be advised in writing

before any change to fees.

We’'ll provide information about the fees and payment arrangements that apply to
your child as part of the enrolment process.

Fees & Your Enrolment

Welcome

to Sparkways
Early Learning Centres
Keeping Your Account Up to Date

Families are responsible for keeping their account up to date and ensuring
sufficient funds are available for scheduled payments.

If a payment is unsuccessful or your account becomes overdue, please contact B_“f'"“ Your
your Service Leader as soon as possible. We understand that circumstances can First Day
change, and speaking with us early gives us the opportunity to discuss your
account and, where appropriate, agree on a payment plan.

A late payment fee of $22 per week applies to overdue accounts until the
outstanding balance is paid or an agreed payment planis in place.

If fees remain unpaid and we haven't been able to agree on or maintain a payment
arrangement, your child’s enrolment may be suspended or cancelled. Any
outstanding debt may also be referred for debt recovery.

If you have an agreed payment plan, it's important that payments are made in
accordance with that arrangement. If your circumstances change and you're

unable to meet the agreed payments, please contact us as soon as possible rather
than allowing the account to fall further behind.

Have a question or need help with your fees?

Please speak with your Service Leader about your fees, account balance or
payment arrangements as early as possible.

We encourage families to talk with us so we can discuss the options available and
work with you towards an appropriate arrangement.

Public Holidays

Our Early Learning Centres are closed on public holidays. If a public holiday falls on
one of your child’s regular booked days, normal fees apply.

Child Care Subsidy may still apply to eligible public holiday absences, subject to
your family’s CCS entitlements.

Fees & Your Enrolment

Our policies explain how fees, payments,
bookings and enrolment arrangements are

managed across our services. Stay

69 Connected

Scan to explore our Fees & Enrolment Policies.
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2 Early Learning Centres @ Early Learning Centres & Kindergartens
i Child Care Subsidy (CCS) = Absences & Changes to Your Enroiment

The Australian Government’s Child Care Subsidy (CCS) helps eligible families with We know family circumstances and care needs can change. Please keep your

the cost of early learning and care. The subsidy is paid directly to Sparkways and service informed if your child will be away, you need to change their enrolment, Before Your

applied to your fees. or you're planning to leave Sparkways. First Day

The amount of CCS your family receives is determined by Services Australia and is If your child will be absent

based on:

Please let your service know as soon as possible if your child won't be attending.

If your child is unwell, please also let us know about their symptoms or any

D Your family’s recognised activity, such as work, study, training or diagnosis so we can support the health and wellbeing of everyone at the service.
volunteering

[] Your combined family income

D The fees charged by your Early Learning Centre In ELC, fees continue to apply to your child’'s booked days when they are absent.
Please make sure your family’s details remain up to date with Services Australia so Changing or cancelling your enrolment

the correct subsidy can be applied.
If you need to change your child’s regular enrolment, please speak with your

Service Leader as early as possible.

Important when leaving Sparkways
Have a question?

If your child is leaving Sparkways, families are required to provide two weeks’
written notice. Fees remain payable during the notice period. Speak with your Service Leader before making changes to your child’'s enrolment

or final attendance date.

CCS cannot be applied to booked sessions occurring after your child’s last
physical day of attendance. If your child stops attending before their final booked
day, full fees will apply to the remaining days.

CCS is not payable for sessions of care that occur after your child’s last day of
physical attendance.

If your child stops attending before the end of their notice period, you will be
required to pay full fees for any remaining booked days after their last physical day
of attendance.

Learn more

.. ) . . ) Fees & Your Enrolment
Scan to visit Services Australia for current information

about Child Care Subsidy Our policies explain how fees, payments,

bookings and enrolment arrangements are
managed across our services.

Stay

69 Connected

Scan to explore our Fees & Enrolment Policies.

Fees & Your Enrolment
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@ The Village @ Contact Us

The Village is your family hub for everything Sparkways. Whether you have a question, need support or would simply like to talk about your

Created to keep you connected throughout your family’s journey, it's where you'll child’s learning, we're here to help.
find practical family resources, learning ideas, service updates, news from across
Sparkways and stories inspired by the everyday joys of childhood. Your child’s educators and Service Leader are your first point of contact for anything

, ; , : : relating to your child or service.
We’'ll also bring The Village to your inbox, sharing regular news, ideas and updates gtoy

to help you stay connected with Sparkways and our wider community.

You can also contact Sparkways:

ET;.- ﬁrﬁ!!;!mg 1300 677 275

Stay connected e {2 cs@sparkways.org.au

Scan to visit The Village. L%% Or visit ogr website to find contact gletoils, opening hours
O T and locations for all Sparkways services.

9 Follow Sparkways

Stay connected with Sparkways beyond your service.
Follow us for early learning ideas, educator insights, news from across our
community and stories inspired by the everyday joys of childhood.

0 Facebook
Instagra
2 Policies & Procedures Thank You

Throughout this guide, we've included the information families need most. For more : o :

detailed information, our complete library of policies and procedures is available Thank you for choosing Sparkways to be part of your child's early learning

on the Sparkways website, where you'll always find the latest versions. and care.

Learn more: EI.—_-;-"‘_:'.;.@I;-;“ E We look forward to getting to know your family, supporting your child as they

: 1__%"?_—.% learn and grow, and sharing the everyday joys of childhood with you.
o e TRt oo

Scan to explore our Policies & Procedures. o E.Eﬂl;!.l-'ﬂ:-.'lh H Welcome to Soarkwave 9 stay
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	Where your child learns from the everyday joys of childhood.
	Our Commitments –  Child Safety
	Every child deserves to feel safe, secure and valued. At Sparkways, keeping children safe is at the heart of everything we do. We are committed to providing a safe, inclusive and nurturing environment where every child feels respected, supported and protected. We have zero tolerance for child abuse and work closely with families, educators and our communities to uphold the highest standards of child safety and wellbeing.

	Our Commitments – Acknowledgement of Country
	We pay our respects to Aboriginal and Torres Strait Islander cultures and to Elders past and present. Sparkways recognises that Aboriginal and Torres Strait Islander peoples have nurtured, cared for and educated children for thousands of years on the lands where we learn, work and play.
	Sparkways leads over 30 education and care services across Narrm (Melbourne) and surrounding communities. Our services are located across the lands of the Wadawurrung, Bunurong and Wurundjeri peoples.

	Our Commitments – Everyone Belongs
	Every child and every family is welcome at Sparkways. We celebrate our communities' diversity and are committed to creating inclusive environments where everyone feels respected, valued, and has a true sense of belonging. We are committed to the cultural safety of Aboriginal and Torres Strait Islander children, children from culturally and linguistically diverse backgrounds, and children of all abilities, identities and lived experiences.
	Welcome to Sparkways
	Keeping Children Safe, Every Day
	Sparkways


	Dear Families,
	Welcome to Sparkways.
	Thank you for choosing Sparkways to be part of your child's early childhood education.
	Every child arrives with their own personality, interests and way of seeing the world. Our role is to create an environment where they feel safe, confident and inspired to explore, while partnering with you every step of the way.
	At Sparkways, learning happens through the everyday joys of childhood – building friendships, asking questions, creating, imagining, solving problems and discovering something new each day. These moments may seem small, but they build the confidence, curiosity and skills that prepare children for life.
	You'll quickly discover that relationships are at the heart of everything we do. Our educators take the time to know your child, celebrate their strengths and support their individual learning journey, while working closely with you as your child's first and most important teacher.
	This guide has been designed to help you feel informed and confident as your family settles into life at Sparkways. Inside you'll find practical information about getting started, what to expect each day, how we support your child's learning and wellbeing, and where to find further information whenever you need it.
	Thank you for choosing Sparkways. We look forward to welcoming your family and sharing the everyday joys of childhood together.
	Warm regards,

	Kim Davis
	Kim Davis
	Executive Director – Early Learning
	Starting Early Learning or Kindergarten is an exciting milestone for your family, and a little preparation can help make the transition feel more familiar.
	Before your child starts, you'll have the opportunity to visit your service, meet the educators, explore the learning environment and ask questions. We'll also talk with you about your child's routines, interests, comfort items and individual needs, so we're ready to welcome them from day one.
	These early connections help your child become familiar with the people and environment they'll soon get to know as part of their everyday early learning experience.
	We respect your family's privacy and carefully manage your personal information in accordance with privacy legislation and
	our Privacy & Confidentiality Policy.
	During enrolment, you'll also be asked to provide consent for photographs and digital communication.

	To view our full Privacy & Confidentiality Policy, scan or click here
	Create a safe, welcoming and inclusive environment where every child feels they belong.
	Build genuine partnerships with your family, recognising you as your child's first and most important teacher.
	Support your child's learning through play, relationships and everyday experiences.
	Respect and celebrate every child's identity, culture, abilities and strengths.
	Provide caring, qualified educators who know your child and support their individual learning journey.
	Communicate openly with you and celebrate your child's achievements together.

	What You Can Expect
	When you join Sparkways, you become part of a welcoming community where children, families and educators work together to support every child's learning and wellbeing.
	You can expect us to:
	Our commitment is to provide a positive, nurturing experience where children feel confident exploring, learning, and growing every day.

	Getting Ready
	Before Your First Day Checklist
	Before your child's first day, please ensure we have:

	Your enrolment must be completed before your child can commence. Our team will let you know if any additional information is required.
	Completed enrolment forms
	Emergency contact details
	Immunisation information
	Emergency contact authorisations
	Completed photo and communication consents
	Medical Management Plans (if applicable)
	Court orders or parenting documentation (if applicable)

	Your Privacy
	Meet Your Educators
	Before your child starts, you'll be invited to attend an orientation where you'll meet the educators who will care for your child, explore the learning environment and begin building relationships.
	This is a wonderful opportunity to share your child's interests, routines, comfort items, family traditions and anything else that will help us get to know them. Orientation experiences are tailored to each child and may differ between Kindergarten and Early Learning services.

	What To Wear
	Children learn through active play, exploration and sometimes messy experiences. Please dress your child in comfortable clothing that allows them to move freely, explore confidently and enjoy every part of their day.
	We recommend enclosed, comfortable shoes suitable for
	playing and climbing, weather-appropriate clothing and
	a sun-safe hat.
	Please refer to the Clothing and Comfort Policy.

	What To Bring
	Please bring:

	For all personal items, please clearly label them with your child's name and note that educators cannot accept responsibility for toys brought from home.
	Your service will let you know if any additional items are required.
	A wide-brimmed sun hat when the Ultraviolet (UV) rating is over 3. We also encourage the application of SPF 30 (or higher) sunscreen before arriving at your Centre and sunglasses.
	See our Sun Protection Policy for more details
	A clearly labelled backpack or bag
	A named drink bottle filled with fresh water
	A complete, spare change of clothing and spare pair of shoes (including extra if your child is independent in going to the toilet)
	In Winter - appropriate clothing (coat, jumper or beanie )
	Any required medication and documentation
	A comfort item if it helps your child settle (optional)
	Kindergarten children: healthy morning/afternoon tea and lunch

	Helping Your Child Settle
	Starting somewhere new is a big milestone, and every child settles in their own way. Some children feel comfortable straight away, while others need a little more time—and that's completely normal.
	You can support your child by:
	During your child's first few days, we'll work closely with you, provide reassurance and keep you updated on how they're settling. You're always welcome to call during the day if you'd like to check in.
	Visiting the service together before they start.
	Talking positively about Kindergarten or Early Learning.
	Reading books about starting somewhere new.
	Establishing a consistent goodbye routine.
	Reassuring your child that you'll be back to collect them.
	Building positive relationships with your child's educators.
	All children are different; some will settle in right away, some will take a little time to settle and feel secure in their new environment. It’s best to plan to give yourself a little time the first week or so as your child settles into the program.
	It is natural that some children will be a little upset whilst settling. Reassure them that you will return, and show them you trust and feel confident with their Educators. Your Educators will comfort and support your child during this transition and create a “goodbye routine”.
	You may like to stay with your child to engage in play or watch them as they play. You can reduce your stay time as your child becomes more confident in their new environment.
	Establish good relationships with your child’s Educators. Let your child see you speaking with the Educators and/or participate in an activity with them and your child. This builds trust with your child and Educator.
	If your child is anxious, try to be calm and acknowledge how they feel.
	When it is time to leave, let them know you will be back and picking them up later in the day.
	When you collect your child, take some time to ask them about their day, such as what their favourite activity was, or ask to be introduced to a friend.
	Sign In your child on the iPad
	Walk In with your child to their locker and put their bag away
	Unpack if needed; help your child unpack and place their food in the fridge (take food out of insulated bags so it remains at a safe temperature).
	Apply Sunscreen. Head over to the sunscreen station and pop some sunscreen on your child if needed. Record on the sunscreen register.
	Wash Your Hands in the bathroom or use the hand sanitiser provided.
	Share any important news or information with your child's educators. Make sure all medication is discussed and registered.
	To help transition and settle, you might want to read a book together, play outside on equipment or enjoy another activity together.
	Say Goodbye to your child and let them know you will return.
	Always check in with your service leader for any specific routine needs of your service.

	A Day At Sparkways
	No two days are ever quite the same—and that's part of the joy.
	Each day is filled with opportunities to play, create, discover and connect. Children move between indoor and outdoor learning environments, enjoy shared experiences, build friendships and explore the world around them through play.
	While every service is unique, every day at Sparkways is thoughtfully planned to support children's wellbeing, confidence and lifelong love of learning.

	Once your child starts:
	Routines can help children to settle in the mornings; here’s one you could try:
	To help keep every child safe, only authorised people listed on your enrolment may collect your child.
	Please let your service know if collection arrangements change. All persons authorised to collect your child will be required to provide photo identification. Only those persons authorised will be allowed to leave with your child. If your authorised person/s need changing/updating, please speak with your Service Leader. Children cannot be left at the service before their session has commenced.
	Running late?
	If you’re going to be delayed collecting your child, please contact your service as soon as possible and let us know when you expect to arrive. This helps us reassure your child and make appropriate arrangements. If we’re unable to contact you, we’ll attempt to contact your child’s other parent/guardian and authorised emergency contacts.  If no authorised person can be reached, further steps may need to be taken to ensure your child’s safety.
	We believe children thrive when families and educators work together. We value your knowledge, ideas and feedback, and encourage families to be part of service life — whether sharing your culture or skills, joining activities and events, or simply connecting with educators each day.
	We also welcome Family Helpers and Volunteers.
	To keep children safe, Working with Children Check requirements may apply depending on how you participate. All helpers and volunteers must sign in, remain under staff supervision and follow our child safety and personal device requirements.

	Want to get involved?
	Speak with your Service Leader or educators about ways to
	participate.

	Working with Children Checks:
	Apply online through Service Victoria here or scan the QR Code
	A late collection fee of $20 per 15 minutes, or part thereof, applies. To view our full Delivery & Collection of Children Policy, scan or click here

	Arrivals & Collections
	Rest & Relaxation
	Every child has different rest needs. We'll work with your family to understand your child's routine and provide a calm, safe environment that supports their wellbeing.
	To view our full Relaxation, Rest & Sleep Policy, scan or click here


	Meals & Nutrition
	Mealtimes are an important part of the day at Sparkways — a time for children to enjoy food, build relationships and learn about healthy choices and taking care of themselves.
	At our Early Learning Centres, children are provided with nutritious meals throughout the day. Our menus follow the Australian Dietary Guidelines and Get Up & Grow recommendations, while supporting children’s dietary and cultural needs.
	At our Kindergartens, families provide their child's lunch and morning or afternoon tea. We encourage families to pack healthy and nutritious foods, and your service will let you know about any specific allergy awareness requirements during orientation.
	Please let your educators know about any allergies, intolerances,
	cultural requirements or other dietary needs so we can work with
	you to support your child.
	Looking for lunchbox inspiration? Explore the Australian
	Government's Get Up & Grow – Lunchbox Ideas: Meals for Early
	Childhood Settings - scan the QR or view here
	Partnering with Families
	Excursions & Community Experiences
	Exploring our local community helps extend children's learning
	beyond the classroom. Families will always be informed of
	planned excursions, and consent will be obtained where
	required.
	Parents are encouraged to join excursions and support children
	and educators. A Working with Children Check may be required
	in accordance with our  Sparkways Participation of Volunteers,


	Students and Contractors Policy.
	Learn more:
	For more information about how excursions and outings are
	planned and managed safely, read our Excursions, Regular

	Outings and Service Events Policy.
	Sharing Your Child’s Learning
	Storypark is our online communication platform, helping you stay connected to your child's learning and experiences at Sparkways.
	Educators use Storypark to share learning stories, photos, observations and updates, giving you a window into the everyday moments that shape your child's learning. When your child enrols, you'll receive an invitation to set up your account, which you manage and can choose who has access to your child's information.

	Photos, Videos & Consent
	We take children's privacy and digital safety seriously. As part of enrolment, we'll ask for your consent about how photographs and videos of your child may be used. Consent for sharing your child's learning is separate from consent for public uses such as our website, social media or marketing. Your preferences are respected when images are captured and shared.
	To protect all children, families and visitors should not take or
	share photographs or videos of other children while at our
	services.

	Learn more:
	Read our Safe Use of Digital Technologies and Online Environments


	Policy.
	Our educators are partners in your child's learning journey. By getting to know each child, observing their interests and creating meaningful learning experiences, they support confidence, independence, creativity and wellbeing every day.
	Families are recognised as children's first and most important teachers, and we value working together to support each child's development.
	Every child deserves to feel seen, heard and valued. We celebrate the diversity of our families and create inclusive learning environments where every child feels a strong sense of belonging.
	We recognise that every child is unique and work in partnership with families to support their individual strengths, needs, abilities, culture, language and ways of learning.
	Need additional support?
	Speak with your child's educators so we can work together to
	support your child's participation and learning.

	Learn more:
	Read our Inclusion and Equity Policy.

	Curiosity & Discovery
	Learning through play and everyday experiences
	At Sparkways, we believe childhood is filled with extraordinary learning hidden inside everyday moments.
	Every day, children are encouraged to play, explore, imagine, question and discover. Whether they're building a cubby, creating artwork, investigating nature, solving problems together or sharing stories with friends, these experiences help develop confidence, creativity, resilience and a lifelong love of learning.
	Our educators intentionally create environments and experiences that spark curiosity and extend children's thinking. By getting to know each child, following their interests and encouraging exploration, they support learning in ways that are meaningful, engaging and fun.
	Play isn't simply something children enjoy — it's how they make
	sense of the world, build relationships and learn.

	See learning through play in action:
	Explore our Village article, What Children Experience at


	Kindergarten: Learning Through Play.
	The Role of Our Educators
	Belonging for Every Child
	Ready for School & Beyond
	Your Child's Transition Statement

	Safe Environments
	Our indoor and outdoor environments are designed to be safe, welcoming places where children can confidently learn, play and explore. Our teams complete daily safety checks and take action to remove or manage hazards and risks. If you notice something at your service that you believe may be unsafe, please let your Service Leader know.

	Visitors to Our Services
	Everyone who enters our services has a role in keeping children safe. Visitors are required to sign in and out and meet relevant child safety and Working with Children Check requirements. This also ensures we know who is onsite in the event of an emergency.

	Personal Devices, Photos & Videos
	To protect children’s safety and privacy, personal devices capable of taking photos or videos must not be carried or used by staff, volunteers, students, contractors or visitors while working directly with or in the vicinity of children, except for authorised essential purposes.

	Parents, guardians and family members must not use phones or other devices capable of taking photos or videos in children’s areas.
	Photos and videos of children are only taken by staff using authorised service-issued devices and in accordance with family consent.
	Our policies support the safety, health and wellbeing of every child and guide how we work across our services.
	Scan to explore Sparkways policies.


	Keeping Children Safe
	Protecting every child's safety, rights and wellbeing while supporting their learning and development
	Acting in the best interests of children and taking reasonable steps to protect them from harm
	Creating a culture where children feel safe, heard, valued and respected
	recognising and respecting each child's individual identity, culture, abilities and needs
	Listening to children and supporting them to participate in decisions that affect them
	Working in partnership with families and sharing responsibility for children's safety and wellbeing
	Acting on and reporting child safety concerns, allegations or incidents to the appropriate authorities
	Child Safety
	Keeping children safe is at the heart of everything we do.
	Every child has the right to be safe, feel safe, be heard and be treated with respect. At Sparkways, we are committed to creating environments where children feel secure, valued and supported, and where their safety and wellbeing guide the decisions we make.
	Our educators and teams have a legal and professional responsibility to protect children from harm and act in their best interests. Early childhood professionals are mandatory reporters and must act on child safety and protection concerns. This may include a referral to The Orange Door or a report to Child Protection where a child's safety or wellbeing is at risk.
	We take all concerns about a child's safety or wellbeing seriously and have zero tolerance for child abuse and harm.

	Our Child Safe Environment
	Our commitment to child safety is reflected in how we work every day.
	We are committed to:
	Supporting Your Child's Health Needs
	Immunisation
	Our Shared Code of Conduct
	Kindergarten
	Integrated Kindergarten at our Early Learning Centres

	Early Learning Centres (ELC) Fees & Payments
	Public Holidays

	Early Learning Centres & Kindergartens
	Absences & Changes to Your Enrolment
	If your child will be absent
	Changing or cancelling your enrolment

	Early Learning Centres
	Child Care Subsidy (CCS)
	Important when leaving Sparkways
	The Village
	Follow Sparkways
	Policies & Procedures
	Contact Us



