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Introduction  

Welcome to Farrar Early Learning Centre  

 
Thank you for considering our service for your family's child care and education needs.  We understand just 
how difficult it can be choosing the right place for your child, and therefore hope that this Handbook is 
helpful for you.  
 
To make it work for you and your family a strong connection between our team and you is crucial. We like 
to share. The more information we have about your children and what’s important to your family the better 
the experience will be for your child and also for you.   
 

Our Philosophy   

The guiding principle of our service is that ‘the best interests of the child are paramount’.  
How do we make that happen? We begin by making the child the centre of our approach by building 
everything we do on our Centre philosophy:  
 

 

Underpinned by the United Nations Convention on the Rights of the Child, our philosophy is to 

include all children in our Early Learning Centre and make a positive contribution to their future 

success by delivering high quality education and care. We acknowledge that contemporary research 

has made explicit the connection between the quality of relationships in children’s early years and 

their future positive cognitive and social development.  

 

We recognise the importance of quality early childhood education and care practices  and settings 

and acknowledge this is a priority in providing children with stimulating play experiences and 

learning environments which will  positively enable all children to develop to their full potential.  

  

We plan stimulating indoor and outdoor environments based on play, children’s strengths and 

interests that support all aspects of children’s learning and provoke exploration, intrigue and 

discovery as this promotes opportunities for sustained and collaborative learning.  

 

We work in partnerships with children, families and the community to develop and plan a curriculum 

that supports a child’s sense of belonging, being and becoming. 

 

Families are supported to provide their individual contributions and personal experiences as we 

recognise that good practice in early childhood education and care incorporates these 

contributions and experiences to develop inclusive care practices and play environments and build 

our cultural competence.  

 

We are responsive to children’s needs and initiate positive engagement with their families to 

develop trust and respect to strengthen collaborative relationships.  
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We recognise the importance in working in partnership with families and that this enhances better 

outcomes for their children.  

 

Opening Hours 

Farrar Early Learning Centre operates Monday to Friday from 7.00am-6.00pm. We open 50 weeks of 

the year, closing for two weeks over the Christmas period. Dates for closure are advised well in 

advance to allow parents to plan ahead. 

What coming to a quality service really means 

 We make our commitment to quality and continual improvement every day. We believe that the practices 
of educators and the relationships they form with children and families have a significant effect on 
children’s involvement and success in learning.   
 

The Early Years Learning Framework tell us that partnerships between educators and families matter 

because: 

 knowing that Educators respect their family, strengthens a child’s identity and sense of belonging 
and enhances their learning 

 knowing children well also includes knowing the family and the cultural and community contexts of 
their lives 

 families bring insights that offer a richer picture about their child. (EYLF Page 13) 
 

Reflection on our education and care practices ensures we:  
  

 remain current, passionate and committed to providing high quality care 

 are innovative when creating and planning our learning through play environments 

 are always encouraging a child’s sense of wonder, joy and merriment 

 provide innovative learning opportunities to enhance children`s learning.  
 

Our Centre Standards   

In considering the best education and child care option for your family, you will want to know about the 
standard of care that we will provide for your child.   
 
Farrar Early Learning Centre has achieved an overall rating at Exceeding National Quality Standards.  
  
We are passionate advocates of the National Quality Standards. These Standards are set to ensure that 
the children's services, across the state, provides a safe and stimulating learning and care environment 
for your child. We are proud to deliver a standard of care that far exceeds regulatory requirements.   
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Regulations   

The Education and Care Services National Law Act 2012, and Regulations, which includes the National 
Quality Standards, cover the operation of all approved Australian early childhood centres. In Northern 
Territory, these regulations are monitored by the Quality Education and Care Department NT. 
 
The National Law as we call it, is in place to ensure that the physical environment that we provide for your 
child meets a minimum safety standard; that we have the required number of educators for the children 
in our care; and that our procedures and record keeping practices are satisfactory.  
 
They ensure the safety and well-being of children attending child care and guide the decisions made in 

our Centre. A copy of the Education and Care Services National Regulations is always available for you to 

read and is located in our administration area or it is accessible online from  

https://www.slp.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12929_homepage.html  

To contact the Quality Education and Care NT 

Quality Education and Care NT 
Website: www.nt.gov.au  
Floor 13, Mitchell Centre 

55-59 Mitchell St 

Darwin 

Phone: (08) 8999 3561 

 

The importance of relationships with each child 

Children grow and thrive when in close dependable relationships which provide security, responsive 
interactions and nurturing.  A positive adult – child relationship builds on trust and with care and 
understanding, children learn co-operation and develop motivation to fully participate in life’s activities.  
If children build sound relationships with the significant adults in their early life it helps them to form 
satisfying relationships throughout life.  Sound relationships can help children to learn how to 
communicate well. 
  
To build in strong relationships, Educators must invest time to get to know the children in the group and 
demonstrate their unconditional respect and value for each and every child. This type of relationship not 
only prevents challenging behaviour developing in group care but also enhances the children’s sense of 
well-being and social competence. 
 

How do we support children as they grow and learn? 

It is important to understand that to learn is often a matter of building on existing knowledge or relating 
things to similar concepts. To put it simply, children’s learning is built.  
 
Learning is a process of exploration that children engage in from birth as they expand their intellectual, 
physical, social, emotional and creative capacities. We strongly believe that Parents are a child’s first 
educator and we work closely with parents as we plan for each child.  
 
Children then consolidate by thinking about what they are learning, this may be through repetition, touch, 
or the myriad of ways the child will engage with an object or issue or action.  

https://www.slp.wa.gov.au/legislation/statutes.nsf/main_mrtitle_12929_homepage.html
http://www.nt.gov.au/
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If the child isn’t interested, learning will not easily occur. Educators need 
to know what a child knows and what a child is capable of doing so they can anticipate what the child is 
likely to do next.  
 
At Child Australia, our educators are our most precious resource. We know that the quality of education 
and care that your child receives each day rests on the shoulders of these very special people.  They have 
been carefully selected for the breadth of their experience, their training and their personal qualities and 
commitment to providing “our” standard of care.  
 

Quality Educators  

The ratio of educators to children also plays a major role in the provision of quality child care.  The National 
Law stipulates the minimum ratio of educators to children in an education and care setting as being:   
  

 1 educator to 4 children under 2 years of age  

 1 educator to 5 children aged 2-3 years  

 1 educator to 11 children over 3 years 
 

At Child Australia we provide educators in a ratio that is better than these requirements and support our 

educators as they further their qualifications. We have many educators who are studying further Diploma 

and Degree qualifications. We also provide our educators with a comprehensive Professional 

Development program.  

 

Continuity of Care  

Consistency and continuity is a vital component of quality care. We achieve this through a thoughtful 
educator roster system based on the belief that children need to feel safe and secure in their environment 
in order to explore and learn. Our rosters are developed to ensure consistency of care for you and your 
child.  Any changes made as a result of educators absences and holidays will be immediately 
communicated to you.  
 

Relief Educators  

As the people in your child's life are all important, we pay particular attention to providing consistency of 
care for your child.  Relief Educators (who will work regularly at the Centre to cover absence due to illness, 
leave or training) complete our thorough orientation process and are carefully introduced to the children 
and our service before they commence work.  
 

 

 

 

 

 

Centre Layout  
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Farrar Early Learning Centre is a 56 place education and care service. It has 
4 spacious peer grouped play studios. 
  

 Play Studio 1 caters for infants aged between 6 weeks and 12 months.  

 Play Studio 2 caters for infants aged between 12 months and 24 months.  

 Play Studio 3 caters for toddlers aged 24 months and 36 months.  

 Play Studio 4 is inclusive of our pre-school program and caters for children aged 36 months to 5 
years of age.  

 

Preschool Program  

We offer an Early Childhood Education Program for three and four year olds. Developed and implemented 
by our Early Childhood Teacher, our preschool program is customised to meet the individual needs of 
each enrolled preschool child. 
  
Our educators will actively encourage your child's interest in literacy and numeracy as well as social and 
problem solving skills and will provide them with the building blocks to develop and practice these skills.  
  
The four year old child's preschool year is a very important year in their development as it prepares them 
for transition to primary school.  Primary schools are challenging places for young children. A school age 
child is expected to co-operate with others, share equipment, follow rules, take turns and be considerate 
of others. They must learn to take care of themselves and their belongings, and to keep themselves safe.  
At school, your child will be motivated to use new words, to express themselves with words, music and 
paint, and to listen to and comment on stories and ideas.   
 
In the year before your child's primary school journey begins, our educators, in their daily interactions, 
will encourage your child to develop a passion for learning and support them to begin this exciting journey 
to “big school”.  
 

Curriculum and Assessment  

The curriculum in each play studio is developed by a Senior Educator in consultation with educators and 
parents.  
 
It reflects the individual needs of each child, as well as the needs of the group as a whole. All of our 
programs across the Centre are guided by our unique philosophy.  
 
Our key learning outcomes are aligned to the Frameworks and encompass the following key 
understandings: 
 
• Children have a strong sense of identity 
• Children are connected with and contribute to their world 
• Children have a strong sense of wellbeing 
• Children are confident and involved learners 
• Children are effective communicators. 
 
This same Framework guides the early years at schools across Australia.  
  

What is a curriculum?  
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An early childhood curriculum is the vehicle for your child’s learning and 
development whilst at our Centre. Our curriculum development is based 
on the most contemporary Australian evidence of how children best learn and grow. Our programs build 
quality experiences for children and reflect current thinking and early childhood evidence- based practice 
of what “works” and is “best” for children.    
  
We view curriculum as everything the children experience from our program. This includes daily routines 
like mealtimes, our physical environment, and our materials and equipment.  It also includes time to play 
and discover at a pace set by the child, the interaction between and engagement of children with other 
children and with educators, and our partnerships and communication with families, other agencies and 
the wider community.  
  
We understand the importance of appropriate planning for children’s learning.  To ensure that our 
curriculum is of the highest standard, we employ a team of highly skilled and dedicated early childhood 
educators who are committed to challenging their own knowledge and being informed by the latest 
research in early childhood pedagogy.  
  

How is the curriculum developed?  

Knowing your child as an individual, and building up a relationship with your family is critical for curriculum 
planning and development.  
 While your child attends our Centre, our educators will keep written documentation on their learning to 
assist them individually and appropriately plan for your child’s participation. We will consult with you as 
we grow this picture of your child and all recorded information about your child is available for you to 
peruse at any time. All assessments of your child are kept within their room and we encourage you to 
read the document and provide feedback through the parent’s voice pages. Senior Educators are available 
at any time, by appointment, to discuss your child’s progress and they also welcome the opportunity to 
chat informally with you.  

Our Daily Routines  

The routine in each play studio provides a flexible and developmentally appropriate framework for daily 
activities such as eating, resting and toileting.   
 
The room that your child attends will have a daily routine that incorporates each child's physical needs 
for eating, resting and toileting throughout the day.   
  
Our routines are flexible yet also predictable.  They have been developed to provide a framework for 
educators to meet your child's individual physical needs, and their predictability provides your child with 
a sense of security and familiarity each day.   
 
Routine activities divide the day into blocks of time and form a reference point for other activities that 
occur within the program for children who do not yet understand the concept of time. This is important 
for your young child's developing self-confidence and trust.  
 
 
 

Rest Times  
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Rest times are an essential part of the day for all of the children in our 
Centre. Some of the children use this time to sleep, others to play quietly 
in a peaceful and relaxing environment. The transition from play to sleep, or from lunch to sleep, is always 
a smooth one in an environment where children feel secure.  
 
The lights are lowered, soothing music is played, and the educators spend special time helping each of 
the children to bed whilst encouraging independence in dressing and undressing.   
  
Your child's sleep routine at the Centre is developed with your help to compliment your home routine.  
Your child is welcome to bring along any security items, such as a dummy, bottle, blanket or special toy.   
  
At our Centre your child will never be forced to sleep, but encouraged to rest by either reading or playing 
quietly. Our rooms are always set up with quiet activities for children who do not require a formal sleep 
or rest time.  
  
For further information on sleep practices, please request a copy of the Centres Maintaining a Safe 
Environment policy and procedures.  
  

Nutrition 

Meals and snacks are prepared each day on our premises by our Food Coordinator who places emphasis 
on using fresh, wholesome ingredients, providing a varied and nutritionally balanced menu and 
maintaining the highest standard of cleanliness and hygiene at all times.  
  
In addition to being tasty, healthy and hygienically handled, our Food Coordinator also believes that 
presentation of food is important. While being nutritious and tasty, the meals and snacks that she 
prepares and presents to your child each day also look appealing. We believe that meals and snacks 
presented in an attractive manner encourage children to try foods that they may otherwise refuse, and 
reflect due respect for children as discerning connoisseurs of fine food!   
  
Our Centre's attention to detail is not limited to the presentation of meals. The total meal time experience 
for your child is planned for carefully. Educators in each of our play studios prepare for meal time, to 
ensure that your child enjoys the atmosphere of fine dining with friends. 
  
As well as being an appropriate time for meeting your child's physical needs for food and drink, meal time 
and snack time at the Centre is also a time for socialising, practicing new words, learning and exploring. 
Importantly, these daily routine activities provide opportunities for the children and educators to enjoy 
each other’s company, and to build on and explore the children's developing relationships with their peers 
and educators, and their growing social awareness.  
  

Special Diets   

Should your child require a special diet, please bring this to the attention of the senior educator in your 
child's play studio, our Director and or our Food Coordinator. They will be only too happy to discuss any 
individual needs your child has, and to incorporate any special dietary requirement into the daily menus.   
  
Please note, the Centre ensures that nut products are not offered to the children in any snacks or meals.  
 
Please do not send any such product with your child, including peanut butter on toast, or pre-wrapped 
snacks that contain nuts or nut traces.  
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Infants   

On enrolment, and throughout your child's attendance at the Centre, our educators will discuss with you 
your child's individual and changing dietary needs. Our flexible routines ensure that your child receives 
the individual care that they need, and the routine you have established at home for your child is 
respected and followed whenever possible.   
  
If you are breast feeding when your child commences care, please speak to the educators in your child's 
room.  Nursing mothers are very welcome at our Centre, and our educators are always willing to offer 
support and provide further information should you require it.  We can accommodate comfortable breast 
feeding at the Centre or alternatively, we can bottle feed expressed milk. 

Arrivals and Departures   

At Child Australia, educators work to ensure that arrivals and departures to and from the campus are not 
only safe and secure for the children, but also a valuable means of exchanging information. In regards to 
arrival and departure times, we ask that you or your representative: 
 

 ensure that you are signing in and out daily using the QK Kiosk 

 leave your child in the direct care of an educator 

 let educators know that you are taking your child home  

 feel welcome to spend time with your child both upon arrival and departure from the centre 

 notify educators if your child's arrival and departure times are going to be varied dramatically at any 
time.   

 
In addition to this we wish to draw your attention to the following:   
  

 authorised adults to collect children are those listed under the Authority section of the form   

 both parents, unless a Magistrates Court or Family Law Court make different orders, have lawful 
authority of their children, and are consequently permitted access to their child.  

  
Our educators always endeavour to be available and responsive to parents and children's needs at these 
times. Arrivals and departures, and greetings and farewells, are an important part of the day.   
Through creating an environment of trust and support, our educators ensure that the transition from 
home to service, and service to home, is at all times a pleasant and positive experience for you and your 
child.  

Confidentiality 

Confidentiality is of paramount importance in our Centre. All of the information provided to us by you, 
such as addresses, phone numbers, and custody information, is seen and recorded only by the 
administration educators and the educators directly responsible for the care of your child.   
  
At no time will information be given out without your consent, and any individual meetings that take place 
between you and our educators will be undertaken with the highest degree of professionalism.  
  
 
 

Enrolment Forms, Lawful Authority and Contact   



 

Farrar ELC Parent Handbook November 2016 Page 9 of 15 

 The National Law requires all services to keep records of lawful authority, 
contact and residence arrangements for children. During enrolment you 
will be asked to fill in an authorisation statement in regards to lawful authority and contact relating to 
your child.   
  
All sections of the enrolment form must be completed prior to enrolment, as educators will not permit a 
child to leave the service without the appropriate written authorisation from you.   
  
Persons unknown to educators will be questioned on their arrival and lawful authority forms checked. If 
the person collecting your child is not listed, he or she will be unable to leave the Centre with your child, 
and we will notify you by phone.  
  

Daily Communication  

 At Child Australia we recognise that effective communication is vital in providing care that is personal and 
individualised. We recognise that when it comes to your child, you are the expert. Our educators rely on 
you to share with them your intimate knowledge of your child each day, in order to provide care that is 
consistent with your home environment, and to develop a program that reflects an understanding of your 
child's changing needs throughout their growth and development.   
  
Our educators in turn welcome the opportunity to share their professional expertise in child development 
with you, as well as their knowledge and growing understanding of your child. We see both parents and 
educators as a resource to each other, and therefore, as active partners in the care and education of 
children.   
 
Daily communication between you and your child's educator is an essential element of a quality early 
childhood program. We look forward to many conversations and opportunities for exchanging 
information, and getting to know you and your child personally during your time at our service.   
 

Orientation   

 We have developed a comprehensive and effective orientation process to ensure that you and your child 
have a smooth transition into our centre. We recommend that all families should complete this process, 
as we feel it is very important that both you and your child feel welcome, comfortable and settled into 
the program, before commencing care. The orientation process may take one or more visits, and is 
tailored to meet the individual needs of your family.   
  
Only under extenuating circumstances will we enrol your child without adequate orientation. Under no 
circumstances will we allow your child to commence care without all appropriate forms completed, 
including immunisation records and your enrolment form. 
 

Record Keeping  

The Centre maintains all information provided by your family on computer and on file. We ask you to 
ensure your child's records are kept up to date by communicating any changes to your child's information 
to our Director. After updating the central administration records, this information is forwarded to the 
educators in your child's Play Studio.  If you have a change in any of the following please let us know:   
  

 your child's diet   

 allergies   
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 address or phone number  

 immunisations (dates please)   

 work/study address/phone number   

 emergency contacts   
  
At the beginning of each year, an Enrolment Pack will be given to you to update and return to the centre. 
It is important that you complete and return these forms to our centre to ensure that the care your child 
continues to receive remains current and relevant.   
  
We ask you to keep us informed of any changes throughout the year as we need to be aware of your 
child's needs and be able to contact you throughout the day if the need arises.  
 

Safety  

We view our centre as a haven for children, and take every precaution to ensure the safety and well-being 
of all children entrusted to our care.   
  
We ask that you contribute to a safe and secure environment by ensuring that children coming and going 
from the centre are closely accompanied by an adult at all times, and that doors and gates are always 
closed safely behind you.  
 

Cyclone Monitoring and Evacuation procedure  

 In the event of an impending cyclone, the following procedures will apply: 

Cyclone Watch  

 review pre cyclone procedure 

 monitor official information updates 

Cyclone Warning  

 Store loose items  

 Secure building 

 If warning is announced during opening hours: 

o Inform parents that the centre will close at the end of the day and will not reopen until 

the cyclone threat has passed and the centre has been checked for safety.  

o Post a notice to this effect on the gate. 

o Parents will be informed when the centre is ready to reopen.  

 If warning is announced during closing hours: 

o Inform parents that the centre will not reopen until the cyclone threat has passed and the 

centre has been checked for safety.  

o Post a notice to this effect on the gate. 

o Parents will be informed when the centre is ready to reopen. 

 

Emergency Closure - In the rare event that a cyclone event that was not forecast is imminent parents 

will be asked to collect children immediately and the centre will be closed as soon as the last child is 

collected. 
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Reopening - When the cyclone threat has passed and prior to reopening 

the service, the Director of the Service and the Approved Provider will 

conduct a safety assessment of the grounds and buildings. When the facility is deemed safe parents will 

be notified of the service reopening time.  

 

Uncollected Children - As a last resort, after all emergency contacts have been tried, uncollected 

children will be referred to the appropriate authorities. 

  

Security  

 As our reception area is the first point of contact for people entering the centre, it is very important that 
our facilities and work practices provide for not only a welcoming reception, but also for a safe and secure 
environment for your child.   
For this reason, we have a security system with access only granted using a fob installed on the gate 
leading into the Early Learning Centre.  
  
On enrolling your child into the Early Learning Centre, a $10 cash deposit is required to obtain a fob. A 
bell is also installed for visitors to the ELC, or friends and relatives who may drop off or pick up your child 
from time to time.   
  
Of course, all unfamiliar people who arrive to pick-up children from the centre are always asked for photo 
ID, and their names will be checked against the list you have provided of people who are authorised to 
pick up your child.  
  

Signing In and Out  

 It is a National Law requirement that upon arrival and departure each day, your child/ren must be signed 
in and out.  There are iPads located at the entrance for you to record arrival and departure times.  During 
orientation, you will be shown how to sign in and out using QikKids Kiosk.  In the event of an emergency 
such as a fire, this information will be relied upon as a checklist of all children in attendance. Correct 
details recorded daily are therefore crucial to your child's safety.



 

Absences   

  
The centre has a legal obligation to record all absences of children who are in receipt of government fee 
support benefits within the centre. If your child has been absent, and you receive a government fee 
support benefit, you have a legal requirement to notify the centre of the reason for each absence. Please:   
  

 notify the Centre if your child is going to be absent; and   

 state the reason why your child is absent e.g. illness, Rostered Day Off, holidays.  
  

Approved Absence Days   

 Currently the government fee support benefit is payable for absences taken for the following reasons:   
  

 illness (medical certificate required)   

 non-immunisation   

 rostered days off   

 rotating shift work   

 public holidays   

 court ordered shared custody   

 attendance at pre-school   

 temporary closure of a school or pupil-free days   

 periods of local emergency   
  
For further information on absences please speak to educators.  
 

Fees, Accounts and Receipts  

 Accounts are calculated weekly. Receipts are issued on request as your account has an accurate record 
of all payments made.   
  
When the family does not have current government fee support benefit approval, full fees will be charged.  
  

 Payments can be made to the Centre using Ezi Debit where your account is automatically debited 

weekly, fortnightly or monthly. The Director will provide you with the necessary EZiDebit forms on 

enrolment.  

Our current full fees are $97 per day. 
 
At enrolment you will be required to pay a $25 Annual Registration Fee that is non-refundable. This will 

be payable yearly when you complete your annual enrolment process.  

If you are wait listing your child for a place in a room that currently has no places, you will be required to 

pay a $25 wait listing fee per child that is non-refundable. Payment of this fee does not guarantee a 

place. If you are offered a place, this fee will be applied to you Annual Registration. 

 
A late fee will apply for children who are not collected by 6.00pm. This will be billed at $1.00 per minute 
for each minute after 6.00pm.   
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Fees Payments  

  
Child care fees are to be paid to Farrar Early Learning Centre One Week in advance for the duration of 

the child’s enrolment. 

On enrolment; 

If you elect to pay weekly, on your first day of care, 2 weeks fees will be charged. 

If you elect to pay fortnightly, on your first day of care, 3 weeks fees will be charged.  

If you elect to pay monthly, on your first day of care, 5 weeks fees will be charged. 

 

Overdue Payments  

  
Parents/Guardians with overdue fees will be encouraged by service management to discuss any 
difficulties they may have in meeting payments and make suitable arrangements to pay.  If this is not 
done, or the agreed arrangements are not kept, the following procedure will apply:  
  
After one week overdue - a polite written reminder will be forwarded to the Parent/Guardian advising 
that the place may be cancelled in 5 days time.  
  
After two weeks overdue - a letter advising that the place will be cancelled if the account is not paid in full 
or any agreed payment plans have not resumed. The letter will include a reminder that Parents/Guardians 
are encouraged to discuss payment difficulties and make suitable arrangements to pay with the Director.  
  

Cancelling Care  

 Should you choose to cancel your child's care, two weeks’ notice must be given during which time normal 
fees will apply.  
  
If your child does not attend the Centre for more than two consecutive weeks without any notice to our 
Director, your booking will be automatically cancelled, and your child's place will be offered to another 
family on our waiting list.  
 

Variations to Bookings  

 From time to time your family's child care needs may change, either temporarily or permanently, and 
therefore, we understand that you need a flexible child care service that is responsive to your family's 
changing needs.   
  
With your assistance, our Director can coordinate the changing needs of families to better respond to 
individual requests for additional care and to enable permanent changes to bookings to take place 
smoothly within the Centre.   
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We hope you understand that we may not always be able to coordinate the changing needs of families to 
accommodate all requests however, we have a commitment to providing you with a flexible and 
responsive service, so you can be confident that we make every effort to do so.   
  
To assist us in responding to yours and other families' needs, please direct any notification of temporary 
or permanent cancellation of care, requests for additional care or forthcoming changes to your child's 
attendances, to the Director as early as possible.  
 
All changes or requests for change must be made in writing and sent to farrarelc@childaustralia.org.au or 
will not be able to be processed.  
  

Parental Involvement and Feedback 

We welcome parental involvement in our Centre and will always listen to your suggestions and feedback 

about the service we provide. If you have a concern or suggestion, there are several ways to share these 

including: 

 Speaking with the staff of the service 

 Joining our facebook community page http://facebook.com/farrarelc 

 Getting involved in family events and open days 

 

Lodging a Complaint 

If you are concerned about the care you and your child are receiving in our Centre, we need to hear 

from you. All complaints or grievances will be dealt with promptly and confidentially in a manner that:  

 Values the opportunity to be heard 

 Promotes conflict resolution  

 Encourages the development of harmonious partnerships  

 Ensures that conflicts and grievances are mediated fairly  

 Is transparent and equitable.  

Where possible complaints will be dealt with on the spot by your child’s educator as this is usually the 

person with the closest relationship with your family. If the complaint is about an issue that the 

educator considers to be outside their control, or you do not feel comfortable sharing your complaint 

with the educator, please go directly to the Director. It may be necessary to make an appointment to 

discuss your complaint. 

Where the Director is unable to resolve the complaint, or in cases where the complaint is about the 

Director, please bring your complaint directly to Child Australia’s Executive Manager, Sara Hinchley. 

Email sarah@childaustralia.org.au 

 

If, after following the above process you feel dissatisfied with the outcome of your complaint and wish 

to take the complaint further or where the complaint is very serious in nature, please contact the NT 

Regulatory Authority: 

 

mailto:farrarelc@childaustralia.org.au
http://facebook.com/farrarelc
mailto:sarah@childaustralia.org.au
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Quality Education and Care NT 
Website: www.nt.gov.au  
Floor 13, Mitchell Centre 

55-59 Mitchell St 

Darwin 

Phone: (08) 8999 3561 

 

How we deal with your complaint 

Educators/staff will always appreciate a family that raises a complaint or issue of concern, and explain 

why they appreciate the opportunity to improve the service or rectify a mistake.  

All confidential conversations/discussions with you will take place in a quiet area away from children, 

other families and educators/staff who are not involved.  

Where you wish your complaint to remain confidential this will be honoured. However, you will be 

advised that issues cannot always be resolved if they are not openly discussed in a solution focused way. 

Where an educator believes they will have to share a confidence with another person in order to resolve 

an issue, or if the nature of a complaint requires that a third party has to be informed in order to meet 

legislative requirements, they will inform you of this need prior to any further discussions on the matter. 

In some instances we are required under the regulations to report the complaint to Quality Education 

and Care NT. Where this is the case, you will be advised. 

Our steps to resolve the issue will include: 

 Listening to your complaint (either verbally or in writing) 

 Interviewing all staff involved and investigating the issue 

 Seeking to resolve the issue quickly and with fairness to all parties 

 Advising you of the outcome of that investigation and any action taken (either verbally or in 

writing) 

 Following up with you after the complaint has been resolved to ensure you are satisfied with 

the outcome of the discussion. 

Policies and Procedures  

 Families are reminded that a copy of our Centre’s Policy and Procedures manual can be accessed in the 

front administration area upon request to the Centre Director. Centre Policies will be brought to your 

attention during enrolment and there is always the opportunity to provide feedback or have input into 

Policy development. 

http://www.nt.gov.au/

