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Our environment 
 
Mundamia centre has two separate rooms, one designed for 0-3 year olds and one for 3-5 
year olds and caters for up to 43 children. Both rooms are air-conditioned and link to a 
purpose built, natural playspace. 
 
We value the importance of outside education and this is reflected in our curriculum. We 
are lucky enough to be located within the university’s beautiful bushland setting with  
stunning views and plenty of wildlife. This means we organise regular excursions to  
explore our natural surroundings. Combined with our natural playspace of this allow us to: 
 
• Build appreciation and care for the natural environment 
• Provide opportunities for discovery, investigation, sensory exploration, cause and  

effect, physical development, problem solving and risk taking. 
• Plan and create learning spaces that promote an overarching sense of being,  

belonging and becoming. 
 
Being on the university campus also means we are located next to University of  
Wollongong’s Early Years teacher training program. 
 
 

Key People 

CEO                                                       Alice Lans 
Director     Bronwyn Davidson 
Mundamia Coordinator/Admin Manager Lynn Burns 
Finance  Coordinator                   Michael Burgess 
 
 
 
 
 

Welcome to Mundamia Early Learning Centre 
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Vision:    A community in which children belong, build respectful        
relationships and thrive. 

 
 

 

Mundamia Philosophy 

Values                   
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Our history of caring for children of all abilities 
 
Mundamia Early Learning Centre is for all children in the community and was set up as 
part of Noah’s Inclusion Services in January 2016.  Noah’s has been supporting families 
and working with children of all abilities in the community for over 30 years. Noah’s  
operates services from the same building as Mundamia Early Learning Centre, which 
means there is access to Speech Pathologists, Occupational Therapists and Psycholo-
gists and specialist Educators for children with a National Disability Insurance Scheme 
(NDIS) Plan. 
 
For more information about Noah’s Inclusion Services and programs, please visit 
www.noahs.org.au 
 

Our team 
 
Our team consists of university and tertiary educated early childhood professionals,  
supported by an administration and finance team, who all work to support and guide  
children in the learning process. This requires them to interact closely with the children 
and reflect on their practice and pedagogy. Both spontaneous and intentional teaching  
opportunities are part of the curriculum. The team of educators are self motivated and 
driven. The Early Years Learning Framework (EYLF) and the National Quality Standards 
(NQS) guide our practice.  All of our staff: 
 
• Are lifelong learners and practice critical reflection daily 
• Bring experience, knowledge, professionalism and passion to our environment. 
• Wear identification name badges 
• Attend professional development activities in order to keep well informed of current 

trends and information that will enhance their work and professional performance 
• Attend regular team meetings 

• Have completed both the Working with Children Check, Criminal History Check, First 
Aid certificate and asthma and anaphylaxis training. 

 
We have approval by the Department of Education and Communities (DEC) and Australian 
Children’s Education and Care Quality Authority (ACECQA) supervised by advisors from this 
department.  Additional teachers and educators work with children with identified individual or 
diverse needs to support their learning development and inclusion.  Funding for this support 
comes from ISS (Federal government funding) and Day Care funding.  We also collaborate with  
Noah’s Inclusion Services staff as well as agencies such as Bomaderry Early Intervention Unit 
to develop individual educational plans (IEP).  
 
In our centre the education team work to support and guide children in the learning process. 
This requires them to interact closely with the children and reflect on their practice and  
pedagogy.  Both spontaneous and intentional teaching opportunities are part of the curriculum. 
The team of educators are self motivated and driven.  The Early Years Learning Framework 
(EYLF) and the National Quality Standards (NQS) guide our practice. 

Our History and Our Team 
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Staff list 

Name    Position   Qualifications 

 

Bronwyn Davidson  Director /Early Childhood Bachelor of Education (Early Childhood) &  

    Teacher   Masters of Education 

Leisa King   Early Childhood Teacher Bachelor of Education (Early Childhood) 

Amanda Hassett  Early Childhood Teacher Bachelor of Education (Early Childhood) 

Naume Machingura   Early Childhood Teacher Bachelor of Early Childhood Education & Care 

        (Birth—5yrs) 

Maureen Malss   Early Childhood Educator Diploma 

Jamie Bodycott   Early Childhood Educator Diploma 

Jodie Hart   Early Childhood Educator Diploma 

Catharina Rosato  Early Childhood Educator Diploma 

Mia Davidson   Early Childhood Educator Diploma 

Jacquie Smith   Early Childhood Educator Diploma  

Brodie Hobden   Early Childhood Educator Certificate III    

Riana Beckett   Early Childhood Educator Certificate III/ Trainee Diploma     

Jane Daley   Early Childhood Educator Certificate III 

Jessica Hohlastos  Early Childhood Educator Diploma 

Amy Seidel   Early Childhood Educator Diploma 

Caitlan Malouf   Early Childhood Educator Certificate III  

Sharon Malloy   Early Childhood Educator Certificate III  

Patricia Bonus   Early Childhood Educator Certificate III      

 
 

Relief employees 

In order to maintain educator to child ratios, experienced & qualified relief employees will be 
employed in the centre when necessary to comply with the regulations or replace permanent 
staff on leave. Relief educators are required to work with a permanent employee at all times.   

Visitors 
 
Students and volunteers are welcome in the centre and are required to adhere to our  
policies and procedures. No student or volunteer will be given responsibility for the direct care 
of the children. Families are made aware of the student or volunteer in the centre. A limit is 
placed on the number of students and or volunteers in a centre at any one time. 
 

Marketing 

From time to time our brochures, presentation materials, promotional banners and the website 
are reviewed and updated. Photographs of children, families and employees are used to  
decorate and provide visual information.  
 
Parent/guardian and employee permission will be sought if photographs are taken and used for 
these purposes. If you have any concerns in regards to this please speak to the Director. 
 
 

Our Staff  
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Management Structure 

Mundamia Early Learning Centre is a key program run by Noah’s Inclusion Services and is  
managed by the Director, Bronwyn Davidson.  
 
Noah’s Inclusion Services is managed by a voluntary board comprised of parent representatives 
and the local community.   
 

Board 

The Board’s role is to oversee the operations and finances of Noah’s Inclusion Services, which 
includes Mundamia Early Learning Centre. The Board meets monthly during school terms.  All 
financial members are welcome to attend committee meetings. 
 
 

Board Members 

 
 President:  Mr Colin Waller 
 Vice President: Mr Ian Patrick 
 Secretary:  Dr Richard Liu 
 Treasurer:  Mr Lee Hopperton 
 Members:  Mr William Price 
    Mrs Lorraine Montgomery  
    Mr Chris Strange 
         
     
Fundraising events are also run throughout the year and your support is greatly appreciated. 
 

Board of Management 

Parents are invited to be a member of the Noah’s Ark Centre of Shoalhaven Inc Board. 
 
All parents/guardians are eligible to become members of the Board and have the opportunity to 
actively participate in their child/children’s centre. Parent/guardians become involved by  
attending Board meetings, which are held at regular intervals organised by the Board. 
 
Board members are elected at the Annual General Meeting. 
 

Annual General Meeting 

Parent/guardians nominated for membership of the Noah’s Board of Management must be pro-
posed and seconded by a current member of the Noah’s Board. 
 
Noah’s AGM takes place in November each year. 
 

Our Management 
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Family Involvement 

 
Family participation is an integral part of our centre; we strive to foster a partnership between 
Noah’s, our employees and families. Families are encouraged to be involved in the day-to-day 
activities and experiences of the centre and are eligible to participate in the management of 
the organisation.  Noah’s has an open door policy for families. 
 
Noah’s Policies and Procedures are available for families to view. A copy of the policies and 
procedures is available at the centre. Policies and Procedures are regularly reviewed and 
parent/guardian consultation is encouraged. If you wish to comment on existing policies 
please talk to the Director. 
 
 

Confidentiality 

Board members from time to time will have access to information in relation to employees and 
clients. Board members are required to respect the privacy and confidentiality of that  
information. 
 
On appointment to the Board members are required to sign a Disclosure of Information  
document and complete Working with Children Check and Criminal History Check documents. 
 
Further information regarding the Board can be found in the Noah’s Management Committee’s 
Handbook. Please see the policy manual or speak to the Director to obtain a copy. 
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Enrolment procedure 

If you would like your child to join our waitlist, please visit our website www.mundamia.com.au 
When a vacancy becomes available and we are able to offer care for your child at our centre, we 
will advise you of our availability.  We will then send you a link to register on our centre manage-
ment system Xplor, to commence the enrolment process.  It is the parent/guardian’s responsibil-
ity to ensure that enrolment details are kept up to date.  
 
In accordance with the relevant regulations, parent/carers will need to produce the child’s original 
birth certificate as well as other documentation listed in the enrolment pack prior to enrolling your 
child. The centre will sight the original document, photocopy and then keep a copy in the child’s 
enrolment file.  
 
During orientation, centre employees and families will complete an orientation checklist. The  
orientation meeting and other documentation provided to us will be used as a means of gathering 
information about your child and family. This information can assist in settling the children into the 
centre and provide continuity of care between home and the centre. Where possible, the centre 
employees will introduce your family to your child’s primary contact educator at orientation. Be-
fore children start at the centre, families and children are encouraged to visit and become familiar 
with staff and the centre.  
 

Privacy Information 

Under the Privacy Amendment (Private Sector) Act 2000, all personal and private information  
collected by the centre cannot be disclosed to another party without your knowledge unless we 
are obligated to do so by law, such as the Federal Department of Education, Employment and 
Workplace Relations (DSS) and NSW Community Centres or Department of Human Centres.  
 
Please note that employees are required to report suspected risk of significant harm. The  
Children Legislation Amendment (Wood Inquiry Recommendations) Act 2009, expands the  
information sharing provisions of the Children and Young Persons (Care and Protection) Act 
1998, to allow a freer exchange of information between ‘prescribed bodies’ (Government  
agencies and non government agencies) relating to a child or young person’s safety, welfare or 
wellbeing. For more information please go to www.keepthemsafe.nsw.gov.au  
 

Immunisation 

The Department of Health requires that we obtain a copy of each child’s immunisation history  
status on enrolment. Parent/guardians can access their child’s immunisation history statement 
from the Australian Immunisation Register – www.medicareaustralia.gov.au;  alternatively parent/ 
guardians can visit their local Medicare office. 
 
In the event of an outbreak of a vaccine preventable disease at the centre children who are not  
immunised or homeopathically immunised, may be required to remain at home for the duration of 
the outbreak. The centre will follow advice from the NSW Public Health Unit. Child Care Subsidy 
will not be available to you if your child is not up to date with immunisation requirements unless a  
valid exemption has been submitted. 

Attendance 
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We will use the Priority of Access Guidelines to prioritise the waiting list and to allocate 
available education and care places to families.  
 
The Priority of Access Guidelines followed by Long Day Care and Outside School Hours 
Care centres are set by Family Assistance Law.  
 
These are:  
 
• Priority 1: a child at risk of serious abuse or neglect  
• Priority 2: a child of a single parent who satisfies, or of parents who both satisfy, 

the work/training/study test under Section 14 of the ‘A New Tax System (Family As-
sistance) Act 1999’  

• Priority 3: any other child.  
 
Within these three priority categories, precedence should also be given to children in:  
 
• Aboriginal and Torres Strait Islander families  
• Families which include a person with a disability  
• Families on lower incomes  
• Families from culturally and linguistically diverse backgrounds  
• Socially isolated families  
• Single parent families  
• Children in their year before school (with highest priority given to children closest to 

school entry). 
 
We endeavour to meet the needs of the children and families in our community while 
complying with the above guidelines. 

Priority of Access 

Rest  

All children have individual sleep and rest requirements. Children need a comfortable re-
laxing environment to enable their bodies to rest. This environment must be safe and 
well supervised to ensure children are safe, healthy and secure in their environment. 

 

At Mundamia we ensure that all children have appropriate opportunities to sleep rest and 
relax in accordance with their individual needs. We will provide beds and cots that com-
ply with Australian Standards. The risk of Sudden IUnexpected Death in Infancy (SUDI) 
will be minimised by following practices and guidelines set out by health authorities. (Red 
Nose) 
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Arrivals 

It is extremely important that you or an authorised person records your child’s arrival and     
departure from the centre.  Each authorised person will need to register in Xplor to be able to do 
this.  Primary carers will need to invite others via Xplor to register.  Educators will assist you to 
set this up. This is a requirement of DSS in regards to adhering to Child Care Subsidy (CCS) 
guidelines and the Regulatory Authority. Family members are encouraged to stay with their child 
at the centre for as long as it takes for both the family and the child to comfortably settle into the 
centre, especially on the first day.  
 
Your child must be left in the care of an educator who will help settle your child and encourage 
them to participate in experiences before you leave the centre. Spend unhurried time with your 
child at the centre, and then say ‘goodbye’ calmly and confidently, reassuring your child that you 
will  collect them later. You are most welcome to visit and/or contact the centre at any time 
throughout the day to check on your child’s progress. 
 

Departure 

When you arrive to collect your child please feel free to stay and discuss your child’s day with an            
educator.  Please note that the centre closes at 5.30pm, so please arrive prior to this time if 
you wish to speak with an educator.  Together with your child please say farewell to the edu-
cators and sign your child out, either on the ipad or on the Xplor App.  Please note, employees 
cannot release children into the care of any person who does not have an Xplor login and have 
“authorisation to collect” authority.   If the authorised person collecting the child is not recog-
nised, proof of identification such as a drivers licence will be requested to ensure they are the 
nominated person authorized to collect on our records. Parent/guardians are to notify the Centre 
of any variation in collection procedures. Optimally, this should be done in advance with written 
consent.  
 
Staff will check this information against the person collecting the child, license or ID  
documentation.  Children are not to be released into the care of person(s) under eighteen years 
of age (unless the person is the child’s parent). Centres do not have the authority to hold a child 
at the Centre without a Court Order in instances where both parents are nominated and there is 
a request from either to do so. However, in this instance the Centre Director is to be informed 
and every effort to contact the requesting parent made. Centre staff do not have the authority to 
prevent a parent/guardian from taking a child from the Centre in the instance that they perceive 
the parent/guardian to be under the influence of an intoxicating substance, or in an unfit mental 
state. In this situation the parent/guardian is to be encouraged to contact another authorized  
person for collection. If they ignore this request and insist on taking the child, employees are to 
inform the police of the circumstances, the name and descriptions of individuals involved and car 
registration numbers, where appropriate.  
 
The centre employee should also follow the child protection policy. Further, every effort is to be 
made to reassure the child and omit them from any controversial discussions.  If children remain 
at the centre without notification and the centre has been officially closed for thirty minutes and 
employees are unable to contact any authorised persons to collect the child, they must notify the 
Community Centres Help Line 13 36 27 (a 24 hour centre) and request that the child be taken 
into care. The late shift staff are to follow the closure procedure and sign in the day sheet that 
the centre has been checked prior to leaving the building. 
 

Arrival and Departure 
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Please ensure that EVERYTHING you leave with your child is clearly labeled with your 
child’s name. 
 
 

Children 

• Bag 
• Full set of spare clothing (extra if toilet training or in summer when water play occurs) 
• Comforter or cuddly toy for rest time, if needed 
• Wide brim sunhat 
• Jacket and warm hat (all year round) 
• Drink bottle 
• Disposable nappies if applicable (at least 5) 
• Sunscreen—if child requires a specific brand 
• Closed in shoes for bushwalk, excursions and vegetable garden. 
• Wet bag– for soiled or wet items 
 
 

Babies 

• Bag 
• Several changes of clothes 
• Disposable nappies (at least 5) 
• Bottles (breast milk or tin of formula in original tin and boiled water) complete with teat & 

cap (for babies under 12 months) 
• Dummies, if required 
• Wide brim sunhat 
• Comforter or cuddly toy, if needed (will not be used in a cot). 
• Wet bag– for soiled or wet items 
 
 

What not to bring 

• Lollies or sweets 
• Beaded necklaces, badges or small hair clips (to avoid injuries) 
• Toys from home (as they could be misplaced or damaged) 
• Thongs are not recommended for safety reasons. 
 

Lost property 

There is a basket in both rooms for lost property at the centre. Please check this regularly for 
items which may belong to you. Unclaimed items will be donated to a local charity or recy-
cled. 
 

What to Bring 
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Fees 
 
A budget is formulated at the end of each financial year to determine the centre fee for the com-
ing year.  The fees are subject to review and any changes will be notified to families in writing. 
 
• The current daily fee is $110.00 - we require weekly payments. 

• Your account balance may be viewed at any time through your Xplor login.   We require a 
bond of $50.00 for every day of the week your child attends, which will be refunded when 
you leave.  For example, if your child attends 2 days per week we require a bond of $100.00 
before your child starts.  You will not need to pay a bond if you sign up to pay via XPay 
(see below).   

• However, if XPay is rejected more than twice for the year the Bond will be re-instated 
and charged to your account.  XPay rejection fees will also be charged to your account. 

 
 
 

You must notify us if a third party is paying your fees.  This will result in full fees being charged 
and no CCS reduction in fees. 

Late fee 

It is important that you collect your child/children prior to closing time. If you are delayed due to 
an emergency please contact the centre so that employees can allay your child’s concerns and 
organise their own commitments. Please note a delay due to normal peak hour traffic does not 
constitute an emergency. The time will be checked within Xplor for accurate time of collection. 
 
A late fee will be imposed if the child remains at the centre beyond the regulated closing time.  
 
The Board determines the late fee amount annually and a notice of the current fee will be  
displayed at the centre. The late fee for 2021 is $10 for the first 5 minutes and $1 per minute 
thereafter, and this will be charged to your account. 
 

Xpay XPay (direct payments) is available via your Xplor login and our preferred method of payment.  
This is processed each Thursday for the current week.  Depending on your bank, the payment 
may be debited the Thursday or Friday of the same week.  

Direct 
Debit 

Account Name: Noah’s Ark of Centre of Shoalhaven Inc Noah’s Mundamia ELC 
BSB: 062 585 Account Number: 10907794 
Payment Reference: Your child’s first and last name 

Centrepay 

 

Complete the SA325 form https://www.humanservices.gov.au/customer/forms/sa325 
Our reference number is 555121899V 

Eftpos In person at reception or over the phone with your Visa or Mastercard during business hours 
8.30am-4.30pm. 

Cash In person at reception during business hours 8.30am-4.30pm. Early Childhood Educators can-
not accept cash payments. 

Fees 

https://www.humanservices.gov.au/customer/forms/sa325
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Invoices 

You are able to view payments and statements in your Xplor login.  Please ask Reception if you 
require assistance. 

Late payment or failure to pay fees 

You must be up to date each week with payments and have paid your bond in full.   
 
If you miss a weekly payment you must contact the Finance Team as soon as possible. If you 
are experiencing difficulty in paying your fees, please discuss this with the Finance Team as  
procedures are in place to assist parent / carers who encounter exceptional financial hardship 
 
We are dependent on fees in order to provide care to your child and are unable to sustain 
bad debts.   Failure to pay fees will result in loss of the child’s place at the centre and action will 
be taken to recover any outstanding debts.  
 

Withdrawing or changing days 

Two weeks (14 days) written notice is required of any cancellation or change to the day/s that 
your child attends the centre.  A withdrawal notice form is available from the front desk. 
 
Children must attend the centre during the two weeks notice period to be eligible for Child Care 
Subsidy (CCS), as per DSS guidelines. If a child does not attend in the two weeks notice period 
full fees will be payable.  
 
Mundamia Early Learning Centre are committed to providing a quality centre and your construc-
tive feedback is valued. When exiting the centre you may be  requested to  complete  an exit 
survey, the information will assist us to review, make improvements and plan for the future. 
 

Occasional/Casual days 
Once  your  child  is  enrolled at  Mundamia, you are able to access occasional/casual care days 
if  we  have vacancies available on the days requested.  Please enquire at Reception. 
 

What is the Child Care Subsidy? 

The Australian Government is committed to ensuring that Australian families are able to access 
affordable, flexible and high quality child care.  The Government provides a number of subsidies 
and programs to help with the cost of child care, with the Child Care Subsidy being the main type 
of assistance that most families will use. 
 

Late Payments, Change Days or Withdrawals 

Child Care Subsidy System 
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Public holidays 

Fees are payable for public holiday days if your child normally attends on that day. 
 

Absences & absence days 

If your child is absent due to illness or family holiday’s, fees are still payable for that period. 
Please note:  Make up days are not available in lieu of absences. 
It is essential that you inform the centre about your child’s absence and the reason for the  
absence. This can be done before, during and after your child’s absence from the centre. DSS 
and the Family Assistance Office (FAO) require the centre to keep a record of all absences. 
 
CCS is paid for up to 42 absence days for each child per financial year across all approved long 
day care centres.  The guidelines state: 
• Each child receives a new set of 42 absence days at the beginning of each financial year. 
• Absence days can be taken for any reason (provided the day being claimed as an absence is 

a day on which care would have otherwise been provided).  
• Absence days cannot be claimed prior to a child commencing care or after a child has left. 
• Public holidays will be counted as an absence day. 
 
Families are able to access their child’s absence count on their View Child Care Attendance 
online statement available though the MyGov website.  
 
In shared care arrangements (where separated parents both claim CCS for the child’s care), the 
42 absences are allocated to the child, not to each individual parent. 
 

Additional absence days 

Once 42 absence days have occurred in a financial year, CCS can only be paid for any addition-
al absences where they are taken for a reason set out in Family Assistance Law.  These rea-
sons are: 
• Illness (with medical certificate) 
• The child is attending preschool 
• An outbreak of infectious disease, when the child is not immunised 
• Any other absences due to sickness of the child, a parent or sibling, supported by medical            

certificates 
• Alternative arrangements have been made on a pupil-free day 
• Shared custody arrangements due to a court order, consent order or parenting order 
• The service is closed as a result of local emergency 
• Exceptional circumstances (see Child Care Provider Handbook 2019) for more information. 

Absence days taken for the above reasons after the first 42 absence days have been 
used, are called ‘additional absence days’.  

 
There is no limit on the number of these days for which CCS may be paid, as long as: 
• They are taken for the reasons specified above, and  
• Supporting documentation (where required) is provided, and 
• They are days on which care would otherwise have been provided. 

Public Holidays & Absence Days 
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Injury/illness/trauma 

All Mundamia Early Learning Centre staff are required to hold a current First Aid  
Certificate. Parent/carers are notified of any injury/illness occurring during the day. Injury/illness  
records are maintained and in order to ensure that parents/guardians are aware of any such  
occurrence, you will be requested to sight and sign this record on the day of the injury/illness. 
 

Hygiene 

Employees are required to comply with good hygiene and infection control procedures.   
Universal precautions are practiced. 
 

Sun safe 

Noah’s Mundamia Early Learning Centre is a Sun Smart accredited centre.  The NO HAT, PLAY 
IN THE SHADE rule applies. All children and employees must wear an appropriate hat for  
outside activities.  Children and employees are required to wear clothing which provides sun  
protection such as tops and dresses with sleeves and knee length shorts or skirts for summer. 
 
The centre supplies SPF 50+ Sunscreen, parents/ guardians are requested to apply sunscreen 
upon arrival and employees will reapply as required throughout the day. 
 

Asthma and anaphylaxis 

If your child suffers from asthma please provide us with an action plan and long term medication 
form.  This  needs to be  updated every 6 months.  An asthma  policy is in place, contact the 
centre director for details.  Educators hold a current statement of attainment in the emergency 
management of asthma and anaphylaxis. 

Health and Safety 

Emergency Procedures 

Policies and procedures are in place to deal with emergency situations. If emergency medical 
treatment is required appropriate action is taken depending on the child’s condition.  
 
Action will be taken to contact parent/guardians and inform them of their child’s condition. 
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Evacuation Procedures 
 
Regular evacuation and fire drill exercises are required by the Regulations. In order to ensure 
that all children and employees are familiar with the procedure, emergency evacuations are  
carried out for a full week four times a year. Every endeavour is made to make the emergency 
drill exercise an enjoyable learning experience rather than a stressful experience for the children. 
Emergency evacuation plans and procedures are displayed throughout the centre.  
 

Bushfire Action Plan 
 
Noah’s Inclusion Services is located at the Shoalhaven Campus of University of Wollongong in 
close proximity to bushland which may expose the Campus to the threat of bush fires.  
  
This threat will be generated by the presence of burning debris or  ash fallout from bush fires  
carried by high winds across the Campus which may cause secondary fires. This may include 
areas where there are combustible materials present eg adjacent pockets or corridors of bush-
land vegetation, skylights, vegetation in gutters, landscaped and garden areas around buildings 
or car parks.  
  
The aim of this Bush fire Action Plan is to  outline the activities  to be  undertaken  by all staff, 
children, families and visitors in the following circumstances:  
  
· On days of Total Fire Ban  

· When there is a fire in the local district  

· When a bush fire is threatening or impacting the site  

· During a period of recovery if a bush fire impacts the service.  
  
During peak bush fire  season, generally in Summer, staff at the centre  will monitor the  Fire 
Danger Rating daily. Should the rating be above HIGH, staff will remain vigilant and monitor any 
situations arising in line with the process in the Shoalhaven region, ie via ‘Fires Near Me’ mobile 
device app, the internet, radio, University of Wollongong emergency radio notifications or SMS 
messages, to maintain awareness of any situations in the vicinity.  
  
Parents and Caregivers will be contacted via SMS regularly throughout the day if any potential 
threat is reported.   
 
On days with a Catastrophic or Severe Fire Danger rating, parents and caregivers will be asked 
to provide a contact number of a person or persons who are able to collect their child within 15 
minutes.  
  
The alternative evacuation site, if required, is Kids Korner—23-25 Park Road, East Nowra.  
RFS and local Emergency Management Centre will be notified of children on the premises as 
soon as a potential threat is identified. 
 
Contact Numbers:  
Local Rural Fire Service – 4424 4424  
Emergency Management Committee – SCC – 4429 3347  
 
This is a summary of our Bush Fire Evacuation Plan. The full detailed plan can be requested from 
Reception. 
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Medication 

Medication must not be left in a child’s bag. 
 
Prescribed medications will only be administered to the child for whom it has been prescribed, 
from a container bearing a pharmacy label showing the child’s name, and a current use by date, 
in accordance with any doctor’s instructions relating to administration of the medication. 
 
Medication prescribed by a qualified naturopath is acceptable and must also be in a container 
with a label showing the child’s name, and a current use by date, in accordance with the health 
professional’s instructions relating to the administration of the medication. 
 
Parent/guardians or Authorised persons must complete the medication authority form. 
 
All medication is to be handed to an employee, who will check the medication details and  
counter sign the medication authority form prior to the parent/ authorised person leaving the  
centre. Children with a medical condition which requires long term ongoing medication are  
required to complete a Long Term Medication Authority Form and have a letter from the doctor 
outlining the specific requirements. 
 

Exclusion due to illness 

No child will be accepted or remain in care if they are unwell, show signs of an infectious or  
contagious illness or require special supervision due to illness.  If a child becomes ill, the nomi-
nated supervisor or other responsible person on duty will contact the parent/guardian to collect 
the child. This is to ensure that all children are being cared for in a safe and healthy environ-
ment. It is difficult in a group situation to care for a sick child and give them the attention they 
need, it is therefore important that you collect your child as soon as possible. 
 
The National Health and Medical Research Council NHMRC Staying healthy – Preventing infec-
tious diseases in early childhood education and care services provides a list of the recommend-
ed minimum exclusion periods. You can view this resource at www.nhmrc.gov.au or ask us for a 
copy of this document.  
 
Children with a diagnosed contagious disease must remain at home and a medical clearance is 
required upon the child’s return to the centre. The centre may also be required to contact the 
Public Health Unit and will follow their recommendations. 
 

Headlice 

The centre will contact the family if they find live head lice insects and request that the child is 
collected and that effective treatment is commenced prior to the child returning to the centre. 
(Please note this exclusion is above the recommendations of NSW Health).   Exclusion is NOT 
necessary if effective treatment is commenced prior to the child returning to care (i.e. the child 
doesn’t need to be sent home immediately if dead head lice insects are detected).   Please note: 
An effective treatment is when a treatment is used and all the lice are dead. If a child re-attends 
the centre with live head lice insects they will be excluded again until the live lice have been re-
moved. 

Medication & Illness 
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National Quality Framework 

On 1 January 2012, the National Quality Framework was established and will apply to most long 
day care, family day care, preschool (or kindergarten) and outside schools hours care centres.  
Requirements such as qualification, educator to child ratios and other key staffing arrangements 
will be phased in between 2012 and 2020.  We will implement these objectives. 
 
The National Quality Framework aims to raise quality and drive continuous improvement and 
consistency in education and care centres through: 
• a national legislative framework 
• a National Quality Standard 
• a national quality rating and assessment process 
• a new national body called the Australian Children’s Education and Care Quality Authority. 
 

National Legislative Framework 

The National Legislative Framework is established through an applied laws system & consists of: 
• the Education and Care Centres National Law 
• the Education and Care Centres National Regulations. 
 
It creates a jointly governed national approach to the regulation & quality assessment of  
education & care centres and replaces existing separate licensing & quality assurance  
processes. 
 
A Regulatory Authority in each state and territory will be primarily responsible for administering 
the National Quality Framework, including approving, monitoring and quality assessing centres. It 
will be the first point of contact for centres. For NSW this is the Department of Education and 
Communities. The Australian Children’s Education and Care Quality Authority oversees the  
National Quality Framework and ensure the consistent and effective implementation of the new 
system. 
 

National Quality Standard 

The National Quality Standard sets a new national benchmark for the quality of education and 
care centres. The National Quality Standard is divided into seven Quality Areas: 
1. Educational program and practice 
2. Children’s health and safety 
3. Physical environment 
4. Staffing arrangements 
5. Relationships with children 
6. Collaborative partnerships with families and communities 
7. Leadership and centre management. 
 
The National Quality Standard aims to promote: 
• the safety, health and wellbeing of children 
• a focus on achieving outcomes for children through high-quality educational programs 
• families’ understanding of what distinguishes a quality centre. 

Regulations 
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National Quality Rating and Assessment Process 

Approved Centres will be assessed and rated against each of the seven Quality Areas of the  
National Quality Standard and the National Regulations. They will also be given an overall rating. 
The rating and assessment process aims to drive continuous quality improvement at centres and 
provide families with better information for making choices about their children’s education and 
care.   
 
The National Quality Framework has replaced the National Childcare Accreditation Council. 
The Early Years Learning Framework is part of the Council of Australian Government’s (COAG) 
reform agenda for early childhood education and care and is a key component of the Australian 
Government’s National Quality Agenda for early childhood education and care. It will underpin 
universal access to early childhood education and be incorporated in the National Quality  
Standard in order to ensure delivery of nationally consistent and quality early childhood education 
across sectors and jurisdictions. 
 
The Early Years Learning Framework describes the principles, practice and outcomes essential 
to support and enhance young children’s learning from birth to five years of age, as well as their 
transition to school. The Framework has a strong emphasis on play-based learning as play is the 
best vehicle for young children’s learning providing the most appropriate stimulus for brain  
development. The Framework also recognises the importance of communication and language 
(including early literacy and numeracy) and social and emotional development. More information 
can be found on www.DSS.gov.au  
 
 

Our Assessment Results and Quality Rating 

In September 2016 Mundamia Early Learning Centre achieved an overall rating of ‘Exceeding’ 
against the National Quality Standards. 
 
 

Regulations 

Mundamia Early Learning Centre follow the Education and Care Centres National 
Law and Regulations.   A copy is available for parents to view. 
 
 

Quality Rating 
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Mundamia Early Learning Centre’s programs are developed from the principles of the Early 
Years Learning Framework and the emergent curriculum. The Early Years Learning Framework 
is an early childhood curriculum framework, which guides early childhood educators in develop-
ing quality, early childhood educational programs.  
 
The framework describes the principles, practice and outcomes to support and enhance young 
children’s learning from birth to five years, as well as their transition to school. This will help  
ensure consistency in the delivery of learning programs around Australia.   
 
The Early Years Learning Framework has a strong emphasis on play-based learning. The  
framework also recognises the importance of communication and language (including early  
literacy and numeracy) and social and emotional development. 
 
In addition, the framework has a focus on successful transition to formal schooling. 
 
 

Excursions 

From time to time excursions are organised as part of the centre program. Excursions are seen 
as a valuable component of the program and are planned and organised in accordance with the 
relevant regulations.  
 
Written parental/guardian permission is required for children to participate in excursions and par-
ents/guardians are welcome to attend these activities 
 

Employees and mothers of children attending early childhood centres, who are pregnant, need 
to be aware that a number of infections can affect the unborn child. If any of the diseases listed 
below are present in the centre you work in or attend, you are advised to contact your doctor. 
 
• Rubella (German measles) 
• Cytomegalovirus (CMV) 
• Toxoplasmosis 
• Erythema infectiosum, also called parvovirus or fifth disease 
• Chickenpox. 
 
Further information regarding these diseases can be obtained from the centre, your local Public 
Health Department or your general practitioner. Source: Staying Healthy in Child Care 5th  
Edition 2015 
 

Centre Program 

Infectious Disease During Pregnancy 
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Nutrition 

 

Morning tea, lunch, afternoon tea and a late snack are 
provided 

Our menus promote healthy eating habits with the provision of nutritious food and drink which is 
culturally and dietary appropriate. A two week cycle of the menu is displayed in the centre. 
 
Any suggestions from families are welcome and encouraged. 
 
 

Special Dietary requirements 

If your child has special dietary requirements, or has any allergies please inform the Director on 
enrolment. You will be required to complete the special diet request form and if required a  
medical management plan or anaphylaxis medical management plan. Teachers and Educators 
hold a current statement of attainment in First Aid Management of Anaphylaxis. 
 
If the centre has children with severe allergies to products they may exclude these products 
from the centre. For example a child may have a nut allergy that results in Anaphylaxis. The 
centre would then be a nut free zone and peanut butter and other nut based products would not 
be provided or allowed. 
 
The centre will advise you of any known allergies at the centre. 

 

Safe Food Handling and Storage 

Some educators at the centre have formal training about safe food handling and storage and 
adhere to these guidelines when preparing meals for children. 
 
Further information about these guidelines can be found on www.foodstandards.gov.au or              
www.nhmrc.gov.au/publications/.  
 
For more information about our menus, policies and Safe Food Handling please speak to the 
Director. 
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Child Protection 

Mundamia Early Learning Centre recognises that the primary role of centre employees is as an 
advocate for children to ensure their physical and emotional wellbeing. The centre will ensure the 
safety of children and ensure their protection from abuse while in care. 
 
In accordance with the Children and Young Persons (Care and Protection) Act 1998 (NSW), all 
Noah’s employees are mandatory reporters and are legally required to make a report directly to 
Community Services if they have reasonable grounds to suspect that a child is at risk of  
significant harm. 
 
A full copy of the Child Protection Policy is in the centre policy manual. 

Early Childhood Australia’s Code of Ethics 

Mundamia Early Learning Centre employees abide by Early Childhood Australia’s Code of Eth-
ics.  The Code of Ethics provides a framework for reflection about the ethical responsibilities of 
early childhood professionals in relation to children, families, colleagues, the community, stu-
dents, the employer and to ones self. 
 
Ask us for a copy of the Code of Ethics or it can be downloaded from Early Childhood Australia’s 
website at www.earlychildhoodaustralia.org.au  

Code of Conduct for Families and Visitors 

As a parent/guardian or visitor of a child using Mundamia Early Learning Centre it is expected 
that you abide by a code of conduct, this includes: 
• Develop positive relationships based on mutual trust and open communication. 
• Develop partnerships with employees and engage in shared decision making where  

appropriate. 
• Talk to and listen to employees, in order to build knowledge about the strengths and  

competencies of your child. 
• Not being under the influence of alcohol or illegal drugs on the premises. 
• Not smoking tobacco or other substances on the premises and university grounds. 
• Acting courteously at all times, refraining from using inappropriate language. 
• Being respectful of the centre’s environment and property. 
• Arriving and departing at the arranged times unless negotiated with employees. 
• Respecting the privacy of employees, other children and families who use the centre. 
• Maintaining confidentiality. 
• Discussing any concerns with the Director or Noah’s Management. 
• Being aware of and abiding by Mundamia Early Learning Centre policies and procedures. 
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Feedback and Complaints 

 
Feedback may take the form of compliments, suggestions, enquiries, concerns or complaints. 
The investigation of complaints is important as it assists the organisation to continually assess 
and improve our centre. We strive to resolve all customer concerns and complaints in a timely 
manner.  Feedback and complaints do not have to be made in writing. They can be made in per-
son, on the phone, by email, fax or in a letter.  
 
In many circumstances concerns or complaints can be dealt with on an informal level through 
discussions at a centre level with the director and employees. Sometimes this may not be  
suitable and you may wish to approach Noah’s CEO (see contact details below).  You can also 
complain to the funding body or the NSW Ombudsman. 
 
 

Policy Statement 

Mundamia Early Learning Centre encourages clients and their representatives to raise com-
plaints and views complaints as opportunities to enhance service provision and ensure client sat-
isfaction. 

Where a complaint is raised Mundamia Early Learning Centre will: 

• Treat the person complaining with respect.  

• Tell the person complaining what to expect while the complaint is being looked into and 
keep them informed throughout the process. 

• Carry out the complaint handling process in a fair and open way.  

• Provide reasons for decisions that are made. 

• Protect individual privacy and confidentiality.  

No client will be disadvantage or refused service as a result of raising a complaint.  

 
 

Contacts 

• Noah’s CEO - Alice Lans - 4423 5022 or 0439 827745 
• Centre Director - Bronwyn Davidson - 4423 5022 
• Department of Education and Communities - 1800 000164 
• NSW Ombudsman - 1800 451524 
 
A complaints process flowchart is included in this handbook. 
 
A full copy of Complaints Policy is in the centre policy manual. 
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Concern 
Complaint 
Received 

Who          
You or some-
one on your 

behalf. 

How       
Phone, email, 

tell a staff 
member 

Fill out a 
form with a 

staff member 

If we can we’ll 

deal with it 

straight away 

A staff  
member  

investigates. 
We try to  

resolve issues 
in 2 weeks 

 

Supervisor and CEO informed -
Supervisor investigates 

 
  CEO – Alice Lans 0439 827 745 

Supervisor refers 

you to another 

agency who will 

investigate 

Satisfied 

Investigator keeps 

you informed and 

tells you the result 

 YES 

Resolved 

NO 

Satisfied 

NO 

Investigator keeps 

you informed and 

tells you the result 

Satisfied NO YES 

Resolved YES 

Resolved 

Concerns and Complaints Flow Chart 
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Policy statement 

Noah’s Inclusion Services upholds the Rights of the Child in line with the United Nations  
Convention on the Rights of the Child. 

Noah’s Inclusion Services will focus on the upholding the basics rights of the child including the 
right to: 

• Feel safe and be safe from abuse, from being hurt, or mistreated, physically or mentally; 

• Have contact with their family and community; 

• Have their culture, language, religion and sense of identity preserved in the support they 
receive; 

• Have the least intrusive intervention necessary 

• Participate in their learning and development and decisions that affect them; and 

• Dignity, respect and preservation of their sense of self value and worth. 

 

In addition, Noah’s Inclusion Services will at all times: 

• Respect the rights of individuals. 

• Ensure individual privacy, dignity and confidentiality is protected. 

• Ensure parents/carers and children are in control of their support and are the ones to 
make decisions on choices that affect them and the service they receive. 

• Provide quality services that meet the needs and preferences of the individual  
supported. 

• Respect the individual, their circumstances, lifestyle, cultural, religious and personal  
beliefs and choices. 

• Operate in an environment free from discrimination financial, physical, sexual and  
emotional abuse, neglect and exploitation. 

• Provide information to support individuals to make informed choices that is in a format 
that is appropriate, age related, culturally sensitive and accessible. 

• Charge fees that comply with legislative requirements and are appropriate to the service 
being received. 

• Encourage and support individuals to raise complaints and have the complaints resolved 
in a satisfactory way. 

• Work with individuals to understand changes in their needs and preferences and modify 
support when needed or requested. 

Rights and Responsibilities 
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Noah’s Inclusion Services will support parents/carers and children to understand and fulfil re-
sponsibilities appropriate to them.  These responsibilities include: 

• Respecting Noah’s Inclusion Services staff that work with them and help to maintain a 
safe environment for them to work in. 

• Actively participating in the service they receive, decision making and maintaining their 
own health and wellbeing to the best of their capacity. 

• Actively communicating with Noah’s Inclusion Services on changes to their needs and 
preferences, concerns or complaints they have and feedback on the quality of the ser-
vice they receive. 

• Paying agreed fees within agreed times. 

• Working with Noah’s Inclusion Services staff to ensure their agreed goals and desires 
are achieved.  

 

Privacy and confidentiality 

Parents and carers will respect the right to privacy and confidentiality of Noah’s Inclusion Ser-
vices, its staff and other families, carers and children receiving support from Noah’s Inclusion 
Services.   
 
This will include: 

• Not revealing private or confidential information in relation to Noah’s Inclusion Services, its 
staff and other families, carers and children receiving support on social media or any other 
publically shared medium eg: Twitter, Instagram, Facebook, etc. 

• Noah’s Inclusion Services social media pages will be monitored regularly and any inappro-
priate material posted will be removed by the Noah’s Inclusion Services administrator. 

• Not discussing any aspect of another individuals support or confidential information relat-
ing to Noah’s Inclusion Services, its staff, practices etc unless this information is already 
publically available and known. 

• Not taking photos or videos containing images of other families, carers and children when 
associated with Noah’s Inclusion Services (eg. during group sessions, program activities 
etc) without their explicit consent. 

 

If you would like further information please do not hesitate talk to one of our staff. 
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Hours of operation 

7:00am to 5:30pm  

 

Monday to Friday, excluding Public Holidays for  50 weeks of the year 

 

Reception is open from 8.30am - 4.30pm 

 

 

 

2021 dates 

Wednesday 6th January, 2021 to Friday 17th  December 2021 

 
 
 
 

Contact 

Noah’s Building  
Shoalhaven Campus University of Wollongong 

69 George Evans Road 
Mundamia NSW 2540 

 
PO Box 284  

Nowra NSW 2541 
 

Ph:   (02) 4423 5022  
Fax:   (02) 4422 5156 

 
 

mundamia@noahsark.nsw.edu.au 
 
 

www.mundamia.com.au 
 
 

 

Opening Hours & Contact Information  


