
 

  

 

 

2018 

    Parent Handbook 

‘Growing in Wisdom, Learning to Love’ 



 

2 

CONTENT 

Welcome           4 

Philosophy/ Vision         5 

Principles and Values        6 

Goals           6 

Hours of Service         7 

Structure of Staffing        7 

Staffing           7 

Enrolment           8 

Fees           8 

Childcare Benefit         8 

Allowable Absences        8 

Sick Days           8 

Holidays           9 

Change of Booking        9 

End of Care          9 

Arrival and Pick Up        9 

Late Fees           9 

Car Parking           10 

Saying ‘Goodbye’         10 

Daily Timetable         11 

Parent Participation        12 

Excursions           12 

Clothing           12 

Lost Property          12 

Birthdays           12 

Treasures from Home        12 

Changes to Information       12 

 

1. - INTRODUCTION 

2. - ORGANISATION 



 

3 

Sick Children          12 

Hygiene           12 

Toileting           12 

Nutrition           13 

Sleep/ Rest Times         13 

Structured Education Experiences     14 

Programming          14 

Structured Education Experiences     15 

Observations          15 

Portfolios          15          

Governance          15 

Parent Information        16 

Accidents/ Incidents        16 

Medicine Administration       16 

Behaviour Management       16 

Grievance procedure        17 

 

What to Bring         19 

3. - PROGRAMMING 

4. - POLICIES 



 

4 

 

 

 

 

 

 

 

 

Welcome…. 

 

 

It is with much pleasure that I welcome you to the Sattler Christian College                          

community. My prayer is that your family will share many wonderful and exciting             

experiences with us in the years that lie ahead. 

 

Our Early Learning Centre (ELC) is a great place for young children to begin their              

educational journey. They will be nurtured in an environment where God is honoured 

and the uniqueness of each individual valued. They will be encouraged to develop and 

grow within a spirit of cooperation, fairness and trust. 

 

An ELC is not a formal educational classroom, but rather an educationally rich          

environment where children are cared for as they learn through play. As parents and 

carers your input into the development of our ELC program is encouraged. You will 

have valuable insights about the strengths and needs of your child.  

 

May God help us to learn together and grant us all wisdom as we grow a most                

precious gift – your child. 

 

‘Children are a gift from the LORD; they are a reward from him.’ 

PSALM 127:3 

 

 

God Bless 

Allan Long 

Principal  
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Philosophy 

SATTLER EARLY LEARNING CENTRE SERVICE STATEMENT OF PHILOSOPHY 

As part of Northern Territory Christian Schools the Sattler Early Learning Centre has been    

founded on Christian principles*. These principles are to permeate, inform and guide the service 

provision. Two of the key principles involved are: 

 Supporting parents in the nurturing and education of their children, promoting strong               

partnerships between home and school 

 Affirming that all children are to be loved and accepted unconditionally, and given the                        

opportunity to develop and express their God-given uniqueness 

It is also recognised that service provision at the centre, as in all human institutions, requires 

ongoing review and refinement. At the Sattler Early Learning Centre this is to be undertaken 

with specific reference to the Early Years Learning Framework.  

(*For example the Northern Territory Christian Schools Vision Statement is: 

"To be Christian communities, learning together to live life as God intended, offering hope for 

the world". See the Northern Territory Christian Schools’ website for further details.) 

 

Vision 

THE SATTLER COMMUNITY 

Our community is founded on four principles: 

 All people are of value and equal in the sight of God. 

 Parental involvement is essential in the development and sustaining of the school                    

community. 

 Educational programmes must provide for the development of the whole person – the   

intellectual, social, physical, emotional and spiritual. 

 Children will feel safe to discover their personal best when encouraged in a caring,                  

competent Christian environment. 

 

BIBLICAL FOUNDATION 

Sattler Christian College anticipates fulfilling the Lord’s commands: 

“Let me give you a new command: Love one another. In the same way I loved you,                                         

you love one another.”  John 13:34, 35 The Message Bible(TM) 

 “Be even tempered … quick to forgive an offence. Forgive as quickly as the Lord forgave you. 

And regardless of what else you put on, wear love. It’s your basic all – purpose garment. 

Never be without it”. Col. 3:13, 14 TM 

“Don’t push your way to the front; don’t sweet talk your way to the top. Put yourself aside, and 

help others get ahead. Don’t be obsessed with getting your own advantage. Forget                        

yourselves long enough to lend a helping hand. Think of yourselves the way Christ Jesus 

thought of himself.” Phil 2:3-5 TM 

1. INTRODUCTION 
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PRINCIPLES AND VALUES: 

The operation of Sattler Christian College and Early Learning Centre is underpinned by a set of 

values that reflect our vision, as well as the ethos of the staff, children and school community. 

These values are reflected in our day to day work and decision making. Our aims at Sattler 

Christian College and Early Learning Centre are to: 

 Be Christ Centred. 

 Strive for excellence in all areas of scholastic achievement – to challenge each child to 

reach his/her God-given potential. 

 Employ professional, caring staff. 

 Treat and value each child as a unique person with individual needs. 

 Teach children to respect and value themselves and others. 

 Develop and encourage family involvement. 

 Provide peaceful, safe surroundings in a unique bush setting. 

The Sattler Christian College and Early Learning Centre Council has identified five key                           

performance areas within the school’s strategic plan. 

The key performance areas which are critical to the school’s growth and development are: 

1. Financial resources 

2. Education – Learning for life 

3. Community 

4. Developing physical and human resources 

5. Teachers and support staff 

OUR GOAL 

To provide a safe and developmentally appropriate environment for children to grow in all                     

areas: physical, mental, emotional, social, and spiritual. 

To provide children with staff who love children and are educated, skilled, professional,                          

creative, and value interacting with them. 

To promote the acceptance of all children and model an environment of respect for each other. 

To promote the understanding of learning through play. 

To assist children in learning to think for themselves and develop problem- solving skills. 

To teach by our lives and from the Bible: the truth that God loves each one of us, that Jesus is 

our Saviour and friend, and that God’s Holy Spirit can lead us. 

Maintain low teacher/child ratios creating more learning interaction and care for each child.  

Make available opportunities for parents to participate in their child’s day at Sattler Christian 

College Early Learning Centre. 

To value each member of our staff.  

INTRODUCTION - Continued 
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HOURS OF SERVICE 

SCC Early Learning Centre is open Monday to Friday from 7.00am to 5.30 pm (excluding 4 weeks 

over Christmas/New Year and all NT Public Holidays) 

 

STRUCTURE OF STAFFING 

School Principal/Director     Full time 

Assistant Director/Team Leader    Full time 

Early Childhood Educators     Full time 

Casual relief workers as required 

 

STAFFING 

Principal/Nominated Supervisor    Allan Long 

Director         Jo-Anne Wright 

Educational Leader      Leta Buckley      

Educator         Leticia De Guzman 

   Cynthia O’Shea 

   Nicole Goosen 

   Anita Jones 

Admin Officer:       Jo-Anne Wright 

Financial Manager (NT Christian Schools)  Mark Elkington 

 

All our staff are dedicated to providing your child with quality care and education. All staff are 

required to hold a current Senior First Aid Certificate, Fire Awareness Certificate and have an 

Ochre Card. Relief staff may be employed when permanent staff are sick or on holidays.                               

All staffing levels are set in accordance with the NT Christian Schools Award. 

2. ORGANISATION 
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Enrolment 

Full-time, full day care is available for children aged from three to five. Children attend on their 

specified days and times only (unless otherwise arranged with a two-week warning period). 

Permanent changes in enrolments may not be possible until vacancies occur. Public Holidays 

cannot be substituted for alternative days as the Centre maintains only permanent bookings.                  

An interview is conducted with each family prior to admission at which time parents will complete 

all necessary documentation for enrolment. 

A bond of $150.00 will be charged and is payable upon enrolment. The bond is refundable after 

finalization of the account when the child ceases care. Fees are to be paid on or before the child’s 

first day of attendance each week, and can be paid by EFTPOS, Direct Deposit or via HubWorks. 

Fees for 2018 

Full Rates 

Weekly – Full-time Rate    $335.00 per week 

Daily Rate        $72.00 

School Hours Rates (8:00am to 2:40pm) 

SH Weekly – Full time Rate    $230.00 per week 

SH Daily Rate       $52.00 

 All payments can be made at the School Office or direct debit available for online payments 

(this is the preferred way of payment). 

 Please contact the Finance Officer as soon as possible if there are any difficulties meeting 

payment commitments. 

 A late pick up fee of $1 per every minute is charged after 5.30pm. This also applies to 

children that are dropped off at the centre before 7am. 

Fees are to be kept two weeks in advance at all times. Normal fees apply to Public Holidays, and 

sick days. See below in Sick Days and Holidays. 

Fee reminders are sent to any family one or more weeks late in the payment of fees. If the fees 

are not paid within the following week or an arrangement entered into, the child’s place at the 

Early Learning Centre is at risk. The account will be forwarded onto the school office. 

Child Care Benefit 

Everyone is entitled to some benefits. Please collect forms from the Family Assistance Office, the 

School Office or from Centrelink. 

Allowable Absences 

Each child is entitled to forty two (42) allowable absences per year. These days can be used as 

holidays or just days off.  Unlimited allowable absences exist for sick days with a doctor’s 

certificate. For more information, please contact Centrelink. 

Sick Days 

If your child is sick please notify the Centre. A holding fee of 50% will be charged instead of the 

full fee for the days that are covered by a doctor’s certificate.  

ORGANISATION - Continued 
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Holidays 

The centre is open for 48 weeks of the year, and closed for 4 weeks over Christmas. Fees are not 

charged for the days when the Early Learning Centre is closed for four weeks over the Christmas 

and New Year period.  

To hold your child’s position over the 48 weeks we are open, a reduced holding fee of 50% is 

available for 3 weeks throughout the year. Written notification of holidays is required at least two 

(2) weeks in advance to assist us with staffing and food arrangements. 

Change of Booking 

Written notification is required at least two (2) weeks in advance.  Parents wishing to change 

their booked days must complete a “Notice to Change Days” form.  These forms can be collected 

at the ELC.  A “Confirmation of Changed Days” form must be received from the Centre before the 

child may attend at the different times 

End of Care 

Written notification is required at least two (2) weeks, or more, prior to the child’s last day.  

If your child is leaving the Centre to attend Transition at Sattler Christian College, you 

must see the Enrolment Officer at the school front office. You will need to complete a 

school enrolment form as part of the enrolment process before your child may begin 

the school year. 

Arrival and Pick Up  

To ensure that children arrive and depart safely and happily we ask that: 

1. Parents only use the main entrance to the Centre (car park side). 

2. Children are always escorted to a staff member on arrival and never left at the gate. 

3. Parents acknowledge the child’s arrival and departure with a staff member. 

4. Parents must sign children in and out on the sign in/ out register each day (this is a 

most important legal document, and also ensures we have an accurate roll in the case of 

an emergency evacuation). 

If you are unable to collect your child from the Centre, please call or notify the Centre in writing 

as to who will be picking up your child. This person must be an adult (over 18) and authorised 

person noted on your child’s enrolment form. He/ she will be asked for identification on arrival at 

the Centre. 

Please note that the Centre is not legally open until 7.00am, therefore you cannot drop your child 

off any earlier than this. If you are going to be late any time, please contact the Centre. The 

Centre closes at 5.30pm. 

Late Fees 

Please note that our finish time is 5.30pm. If you are late picking up your child, you 

will be charged a fee of $1 per minute after 5.30pm. 

ORGANISATION - Continued 
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Car Parking 

Car parking is available in front of the Centre. No parking is allowed in the BUS zone.                 

Please exercise considerable care as there are pedestrians and children can be very unpredictable.                  

Please observe speed signs. 

Saying Goodbye 

It may be difficult to leave your child at the Centre for the first time. Staff understand it is as hard 

for parents as children, so please call if you would like to check on your child. 

Here are some suggestions on how to leave your child: 

 Say, “goodbye, I’m going now and I will be back this afternoon”. 

 Give them a kiss and a hug, then leave. 

 Don’t leave then come back if you hear your child crying.  This confuses children and just 

makes it harder for you to leave. 

 If necessary a staff member will bring your child to the gate to say goodbye. 

 Always farewell staff so that they know you are leaving.  This is a signal for them to give a 

little extra support to your child should they need it. 

 Parents and children need time to adjust.  Allow time so your child can show you things and 

places that interest them on arrival and departure. 

ORGANISATION - Continued 
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Daily Timetable 

 7.00am   Centre opens – arrival and breakfast (provided by parents) 

   (Morning tea prepared) 

 7.30 – 8.45am  Free play inside or outside with activities 

 9.00 – 9.30am    Morning tea served on verandah (optional) 

 9.45 – 11.00am Tuning In and Investigation Time 

11.00 -11.30am  Morning devotions: bible story, praise songs and prayer  

11.30am   Transition: Wash hands 

11.50am    Grace and Lunch 

12.30pm   Rest time  

 2.00pm    Start packing up mats, quiet play 

2.40pm   *Separate into groups for circle time  

  (Afternoon Tea Prepared) 

 2.50pm    Transition: Wash Hands 

 3.00pm    Grace and afternoon tea 

 3.30pm    Inside or outside free play 

 5.30pm    Centre Closes 

 

Our two groups are: 

  The Little Curlews  

  Rainbow Lorikeets  

 

*We will only separate for circle time if there is enough staff for the two groups 

Our routine is flexible and may change to suit the children,                                                                 

the weather or to include school events 

ORGANISATION - Continued 
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Parent Participation 

Parents are always encouraged to participate in the program by sharing special skills, e.g.: 

baking, puppet making, music, etc and also by collecting junk for art and helping with social 

functions. Your involvement helps us provide an enriched learning program for all. 

NB: polystyrene cups, meat trays, toilet rolls cannot be used due to safety and health regulations. 

Excursions 

We believe that excursions are an integral part of children’s learning.  We will notify you if an 

excursion is coming up and you will need to sign a permission sheet before your child can attend.  

Parent participation is highly appreciated when taking groups on excursions to assist with 

supervision. Parents are welcome to send a booster seat for their child, if they so wish. 

Clothing 

Children may wear a SCC uniform hat/shirt (these can be purchased from the school office) and 

shorts or casual play clothes. Please include a spare set/s of clothes and underwear in your child’s 

bag. 

Children must wear a hat and sunscreen at all times when outdoors.  Please inform staff if your 

child is allergic to any sunscreens.  Please provide a labelled hat to be stored in their school bags. 

Please ensure your child has comfortable sandals, sneakers, boots or shoes.  Children’s shoes 

need to stay on their feet as they are running, climbing, jumping and crawling. Girls’ high heels or 

platform shoes are not permitted as they are too dangerous. 

Lost Property 

Please check the lost property box regularly.  Naming all items including socks, shoes and 

underwear can help staff in locating owners of lost property.  The Lost Property Box will be 

emptied at the end of each term. 

Birthdays 

We encourage parents to let children share their special day with friends. Most children like to 

bring a cake.  Please check with staff to determine what would be most suitable. 

Treasures from Home 

Children are not permitted to bring toys from home to the Centre.  Toys from home cause 

unnecessary conflict between children and they tend to get lost or broken.  If toys are brought in, 

they will be taken away on arrival and put in the ‘toys from home’ box, for parents to collect later. 

Occasionally, however, we may invite children to bring a special item in for a ‘show and tell’ 

session.  On these occasions, please clearly write your child’s name on the item. 

Changes to Information 

Please notify us promptly of any changes to information regarding your child.  Change of contact 

numbers, address, employer and persons authorised to collect your child are most important so 

that we are able to contact you at all times.  

ORGANISATION - Continued 
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Sick Children 

We are sure parents would appreciate our concern for protecting the health of all children 

attending the Centre.  The Principal/ Team Leader reserves the right to send home or refuse 

attendance to any child who is considered too unwell to attend, or whose illness may affect the 

health of other children. In cases where a sudden illness occurs, or where the Principal/ Team 

Leader considers a child to be showing signs of infectious or contagious diseases (e.g.: mumps, 

measles, chicken pox, school sores, etc) the parents will be notified immediately and asked to 

collect their child. 

Condition Exclusion From The Centre 

Chicken Pox Exclude until fully recovered or for at least five days after the spots 
(eruption) first appear. Please note that some remaining scabs are 
not a reason for continued exclusion. 

Conjunctivitis Exclude until discharge from the eyes has ceased. 

Diarrhoea and vomit-
ing (gastroenteritis) 

Exclude until bowel motions have returned to normal and at least 24 
hours after the last abnormal bowel motion. 

Diphtheria 

  

  

Exclude until a medical certificate of recovery is received following at 
least 2 negative throat swabs, the first not less than 24 hours after 
finishing a course of antibiotics and the other 48 hours later. 

Head Lice Exclude until the day after appropriate treatment has started. 

Hepatitis A 

  

Exclude until a medical certificate of recovery is received, but not be-
fore seven days after onset of illness or jaundice. 

Impetigo 

(School Sores) 

Exclude until treatment has commenced. Sores on exposed surfaces 
should be covered with a watertight dressing. 

Influenza Exclude until child feels well. No coloured discharge from the nose. 

Measles Exclude for at least four days after the onset of the rash. 

Mumps Exclude for nine days or until swelling has gone (whichever is soon-
er). 

Ringworm Exclude until the day after appropriate treatment has started. 

Rubella 

(German Measles) 

Exclude until fully recovered or for at least four days after the onset 
of the rash. 

Whooping Cough 
(Pertussis) 

Exclude for 14 days after onset of illness, or after completing five 
days of antibiotic treatment, and a doctor certifies that the person is 
no longer infectious. 

Hygiene 

Strict hand washing procedures are implemented.  Children will be encouraged to wash and dry 

their hands as they arrive at and depart from the Centre, before and after meals, after using the 

toilet and after messy activities.  Please continue this practice at home. 

 

ORGANISATION - Continued 
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Toileting 

Please note that our Centre does not have the facilities for nappy changing.  It is a requirement 

that children are already toilet trained. Staff will assist children to change (please remember to 

include labelled spare clothes in your child’s bag) if they have little accidents and will help the 

children to become more independent with their dressing skills. 

Nutrition 

The Centre provides morning and afternoon tea and cold water will be served. Children are en-

couraged to drink water regularly from the bubbler during the day.  If your child is not confident 

at drinking from the bubbler please send a water bottle with your child’s name clearly labeled and 

let a staff member know so that they can make sure they are drinking through the day. 

The Early Learning Centre’s menu is based on guidelines provided by Nutrition Australia. The       

Centre aims to provide nutritionally balanced snacks. These snacks will be appropriate to the 

children’s developmental needs.  It is up to you, as parent/s, to provide your child with a healthy, 

nutritious lunch. A healthy, nutritious meal should include any of the following: grains, dairy, fruit 

& vegetables and protein.  Chocolate, chips and lollies are not deemed appropriate and 

will be sent home in their lunchbox.   

Parents may purchase lunch meals from Bees Creek Primary canteen. Orders can be placed at the 

Centre on Thursday morning. A menu and pricing is available from the Centre. A staff member will 

pick up the Lunch orders at midday in time for lunch. 

If you have any concerns regarding your child’s nutrition, the snacks provided or allergies your 

child may have, please let us know.   

Sleep/ Rest Times 

If your child usually has a sleep during the day, please let us know. Although there is a rest time 

everyday, the children are not forced to sleep. They are welcome to read quietly on their 

individual mattresses or do a quiet activity at the table e.g. puzzles, drawing or painting. 

Programming 

A daily program is written which reflects the needs and interests of individual children and the 

group as a whole. The Early Years Learning Framework in conjunction with the Walker Learning 

Approach, is used as the basis for planning. The program will allow children to communicate with 

the world using their strengths, potentials and many languages. It offers spontaneous 

experiences, exploration, investigation and open ended projects. The Early Learning Centre 

encourages child initiated activities that allow for individual and group experiences. 

We trust that the program will recognise the values and needs of each individual and the wider 

community, leading to a shared elaboration of experiences. Observations will be used to provoke, 

stimulate and construct a program that uses the whole environment.  Further developing the 

children’s strengths and desire to explore, play, discover and learn. 

A program that emphasises and acknowledges the child’s right to make choices, freedom to 

choose where to invest their curiosity, intelligence and emotions, time to reason, think and 

imagine, in this world, and a world of their own. 

3. PROGRAMMING 
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4. POLICIES 

Structured Educational Experiences 

Through choices we trust that children will be interested in things worth knowing about. Through 

structured experiences children are given opportunity to foster peer involvement in the process of 

exploration and evaluation.  They are able to share and acknowledge their efforts and ideas. 

Through structured experiences children are able to build on what they already know, enabling 

them to creatively challenge theories and rules in a safe environment. 

Structure allows children and staff time to engage, provoke, plan and negotiate.  We learn to 

revisit, resolve conflict and make progress. 

Structure fosters the relationships between play, choice, transition and socially acceptable 

behaviours and expectations. 

Observations 

Observations and documentation help to create a holistic picture of a child's experiences, develop-

ment and learning, and help to support planning that is meaningful to each child. 

We are constantly observing and assessing the children’s cognitive, language, social/emotional, 

gross and fine motor development.  This information helps to create our program that builds on 

the child’s natural curiosity, ideas, abilities and life experiences.  Observations are necessary to 

gain insight into how children think, learn, and make sense of their world. 

Documentation can help Educators gain greater insight into children's thinking throughout every-

day experiences. It is also used to reflect their current interests, to help them generate new ide-

as, learning, and discoveries. Documentation allows us to gather, share, and discuss evidence of 

development and learning with parents, children and other Educators. 

Portfolios 

We currently use Storypark to present the children’s observations to families. Storypark is an easy

-to-use private online service that helps teachers and families work together to record, share and 

extend children's learning. We will be able to capture your child's development by posting photos, 

videos, stories, notes and comments.  You will be able to access this online in your own time and 

also share and collaborate with wider family in a safe, private environment. Parents are the             

administrators of their child’s account, and the owners of all photos, videos and content. 

Governance 

Sattler Christian College Early Learning Centre is governed by the NT Christian Schools. NTCS 

members are elected to serve on SCC School Council and are responsible to the NTCS Board for 

the operation of the school and ELC. The establishment of an ELC Parent Committee is 

encouraged. Parents on this committee will report to the Council via the Team Leader. The focus 

of the Committee is on forward planning and development of the Centre as well as fundraising. 

Parent Information 

Please do not forget to check your Parent Information Pocket for notices and read the Parent 

Information board each day.  The Early Learning Centre has a newsletter sent out fortnightly and 

a school newsletter sent out on the alternate week. There is a Parent Communication Book 

situated next to the sign in/ out register, so if there is anything you would like us to know, please 

use this book.  Please read all notices and signs in the Centre. 

PROGRAMMING- Continued 
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Accidents/ Incidents 

Staff members record any accidents on an Accident/ Incident Form.  If your child has been hurt 

during the day, you will be asked to sign this document at the end of the day, so that you are 

aware of any incident involving your child throughout the day.  If necessary, you will be contacted 

to collect your child.  If you cannot be contacted, your emergency contacts will be called.  If they 

are unable to be contacted, we will seek medical attention for your child. Any medical expenses 

incurred will be the parent’s responsibility. 

Medicine Administration Policy 

If your child requires medication, the medicine register must be completed and signed by the 

parent.  Once the medication has been administered, the staff member doing so will sign to 

indicate that it has been carried through.  This procedure is to be completed on a daily ba-

sis, even if medication is to be administered for more than one day.  The medication 

must be in the original named container. 

If your child will require medication every day or most days (e.g. ventolin puffer, antibiotics, etc.) 

you will need to complete a ‘Long Term Medication Authority’ form.  Please ask staff for a form. 

If the medication is prescriptive, please ensure that the container is clearly marked with the 

doctor’s instructions.  All medication is locked away from the children.  If your child is on an Asth-

ma Action Plan please provide us with a copy to display for all staff to adhere to. 

Behaviour Management 

We aim to provide a safe, happy learning environment for all children, staff and parents at the 

Centre.  Therefore the following guidelines apply: 

 Positive guidance directed towards acceptable behaviour with praise freely given. 

 Discipline will always be very constructive: 

 Suggesting alternate acceptable behaviour 

 Keeping the child busy by re-directing the activities 

 Talking with the child about feelings and the consequences of their behaviour 

 Focusing on the behaviour and not on the child. 

 Behaviour guidance and management strategies should be framed in positive language to 

enhance the child’s self esteem, encouraging the children to believe that acceptance does 

not depend on their behaviour. 

 The environment will be arranged so that any disciplinary issues can be minimised by: 

 Ensuring that an adequate number of toys/ equipment and stimulating experiences are 

available, to avoid misuse and conflict 

 Ensuring the activity is supervised adequately, and it is developmentally and age 

appropriate 

 Ensuring that there is convenient storage available so that the children may easily 

assist with “packing up” and activity selection 

 Ensuring that there is a balance of quiet and active “user friendly” spaces for indoor 

and outdoor play. 

The children are involved in the development of the group’s behaviour guidelines. 

POLICIES - Continued 
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Major incidents of inappropriate behaviour will be dealt with by following the Remind, Warn and 

Act procedure that is used within the School.Major incidents include: 

 Offensive behaviour – language, actions                                                           

 Bullying/ harassment/ teasing                                                 

 Violence, including biting 

 Damage to property 

 Disrespecting staff. 

 

1. Remind  

A reminder of the rules.  There is an opportunity here for the child to make a better choice. 

2. Warn 

Warning of consequence. 

3. Act 

“Thinking time” is given for a short period of time to be specified by the staff member 

present.  Children sit away from the group beside a staff member who will talk to the child 

about what they have done wrong.  It may be appropriate for the child to decide when he/ 

she is ready to return to the group. 

All major incidents will be reported to parents when the child is collected. 

There may be times when a child is sent home due to extreme, repeated behaviour 

that is causing harm to other children (e.g. biting).  It may then be appropriate to 

meet with parents about any behaviour causing concern and to complete a 

“Collaborative Individual Learning Plan”.  It is always the aim of the Centre to work 

with parents to achieve the best outcome for their child.  

POLICY STATEMENT ON GRIEVANCE PROCEDURES 

The NTCS and SCC Early Learning Centre foster positive and harmonious relationships.  Solutions 

are sought to all disputes, issues or concerns that affect the operation of the service in a fair and 

prompt manner. 

Implementation 

The manner in which complaints and disagreements are handled can mean the difference                      

between harmony and tension in a community. This policy sets out for parents, employees                          

and others the way to deal with complaints and disagreements consistent with Scripture 

(Matt18:15-17). 

All steps must be taken in a true spirit of reconciliation. If a staff member has a complaint about a 

parent, the same steps must be followed. Complaints should be dealt with promptly and not be 

allowed to fester. A board of council members must never be the channel for particular                           

complaints. If board or council members are approached by parents with a complaint, they must 

always insist that the parent speaks with the staff member concerned, and if still not satisfied, 

then the matter must be taken up with the Team Leader. 

It is important that board, council and senior staff members are aware of issues that may                       

generate concerns within the educational community. Wise judgement and careful introduction of 

any changes will help others who have not had the benefit of debate and discussion to see                          

developments in a positive light. 

POLICIES - Continued 
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Dealing with discord 

There is room in the school community for differences: we do not all see things in exactly the 

same ways (Rom. 14:1 – 15:6). While able to cause tensions, differences need not be threatening, 

they can be God’s way of enriching the Early Learning Centre. All members of the school commu-

nity are subject to sin (1John 2:1). There may be times, therefore, when there is discord. Never-

theless, our mutual bond in Christ ensures that we retain a commitment to each other, especially 

in times of failure and disharmony (1Cor 6: 1-7, Phil 4:2 -3). We recognise, not only that staff, 

parents and others have shortcomings, but also that sin requires repentance and correction (1 

John 1:9) In accordance with Matthew 18:15 and Luke 17:3 -4, if a disagreement arises between 

a member of staff and either a parent or another member of staff, the parties involved must first 

meet together in a spirit of submission to the Lord in an attempt to resolve the matter. 

Consultation and mediation –Staff/Parents 

Where a question, grievance, complaint, claim or dispute which relates to the ELC staff or parents 

arises, the following procedure will apply: 

 The staff member/parent discusses the matter directly with the person concerned with a 

view to reaching agreement regarding the matter. 

 If agreement is not able to be reached, the matter should be referred to the Team Leader 

for resolution through discussion with the party/parties concerned. 

 If agreement is not able to be reached following this step, the matter should be referred to 

the principal for resolution through discussion with the party/parties concerned. 

 If the matter is not resolved within seven (7) days or the staff member feels the matter is 

inappropriate to be discussed with the Team Leader/Principal, the matter may be referred, 

with full details, to the associations Chief Executive Officer. 

 The CEO will endeavour to resolve the dispute/grievance to the satisfaction of the staff 

member and the ELC. The CEO must give the employee/parent a response within seven (7) 

days of it being referred or notify the staff member/parent that the CEO is referring the 

matter to a dispute resolution mediator. 

Dispute resolution – Mediation 

The dispute resolution mediator will be a person or external agency nominated by the Board and 

agreed by the aggrieved party/parties. 

A matter may be referred in writing with full details, to the mediator by: 

 The staff member/parent: if the staff member/parent is not satisfied with the CEO’s re-

sponse referred to in point 4 above: 

 The staff member/parent: if the matter relates to the Team Leader/Principal; or 

 The CEO: if the CEO determines to refer the matter. 

The mediator shall, in determining a dispute: 

 Give both parties an opportunity to be heard 

 Not be bound by the rules of evidence but may inform himself on any matter in any way 

that he thinks just 

 Will make a decision on the matter within fourteen (14) days of the matter being referred. 

POLICIES - Continued 
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Thank you for entrusting your precious child to us. 

WHAT TO BRING 

 
1. A bag with a spare set/s of clothes and a few spare sets of 
underwear. 

2. A hat to leave at the Centre (in your child’s bag). 

3. A pair of shoes. 

4. A packed lunch e.g. sandwich, left over’s (we will heat up food if 
needed),  

fruit and a drink bottle. 

5. One cot fitted sheet and a small blanket for rest time. 

 
 

PLEASE ENSURE ALL PERSONAL ITEMS ARE CLEARLY NAMED. 

 
Please feel free to discuss any aspect of your child’s education or 

development with any of our staff. 
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CONTACT DETAILS 

Sattler Christian College 
15 Sattler Crescent 

PO Box 1138 

Coolalinga NT 0839 
 

Ph: 8983 1268  

Mob: 0448 678 737 

Email: jo.wright1@ntschools.net 

or admin.scc@ntschools.net 

‘Children                                 

are a gift from                     

the LORD;                               

they are a reward 

from Him.’ 

Psalm 127:3 


