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WELCOME TO MONTESSORI STEPPING STONES 

We hope you will find the environment at Montessori Stepping Stones (MSS) both satisfying and joyful.  
This handbook, together with our policies, will help you understand the routines and practices that MSS 
has in place. MSS aims to provide Montessori based education and quality care for all children that 
attend our centre.  By following the contents of this handbook, you will be able to join in as a member 
of our parent, family and custodian community. 

HISTORY OF THE CENTRE 

Montessori Stepping Stones was founded in 2007 by a group of people, with varying backgrounds and a 
devoted interest in creating a "children's centre" that incorporates early childhood education and 
quality care.  Dr Maria Montessori’s philosophy and educational method is fundamental in the 
strategies and operation of the centre.  At MSS all of our qualified & assistant educators have an 
integrated role of being both your child’s carer and educational guide. 

The centre was purpose-built in 2008 under the then current WA Child Care Licensing codes, and 
Quality Standards of the National Child Care Accreditation Council, and continues to operate as an early 
childhood learning (pre-school) and long day care centre.  The centre was government approved in 
2008, and one of the first services in Australia to use the governments Child Care Management System 
(CCMS). The doors for first children opened on the 8th of December 2008, with a staggered entry of 
children up to the new school year in 2009. 

PHILOSOPHY AND AIMS OF MSS 

We believe in equality of opportunity for all those in our care and the empowerment of children and 
staff alike (being) to develop themselves as individuals (becoming) and in turn, the communities to 
which they belong (belonging).  

Sincere relationships with children, their parents and families, as well as our colleagues are the 
foundation for constructive and joyful learning and development. 

By embracing diversity and difference we commit ourselves to an unbiased and non-discriminative 
approach towards children, their parents and families and their respective cultures and community. 

By acknowledging the rights of each child, we acknowledge their being, their voices, their thoughts and 
wishes - and can critically reflect and discuss - thereby making informed decisions to intentionally guide, 
learn and grow within our centre community. 

We believe in natural learning environments and activities, where possible in the use of natural 
materials, which provide for enriching learning and developmental journeys for children, where also the 
child’s natural explorative risk-taking characteristics for learning and development are acknowledged 
and allowed (controlled risk environments and activities). 

Together, to learn and practice to reduce, re-use and recycle. 

Through sincere relationships, embracing the diversity of children and following their rights, through 
ongoing collective reflection and learning and professional development, we commit ourselves to an 
ongoing process of quality improvement. 
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Quality early childhood and early childhood education matter and our commitment to quality is 
reflected though applied informed practices that embed the above philosophy and the critical 
reflections of them. 

Through sincere relationships, accepting the diversity of children and following the rights as well as 
ongoing collective and critical reflection we commit ourselves to a continuous process of change and 
improvement of quality. 

MSS seeks to enable children to realise their full potential, as life-long scholars and as responsible 
citizens of their community by introducing dynamic learning experiences according to Maria 
Montessori’s philosophy.  Education at MSS is based on the principles developed by Maria Montessori, 
which strongly encourages encounters, communication and relationships.  At the heart of this approach 
is the belief that children will reach their potential by having the freedom to learn in an environment 
(’the prepared environment’) specially prepared for exploring under the careful guidance of caring 
adults (teachers & educators).  We value diversity and do not discriminate on the basis of national or 
ethnic origin, race, gender, or religion.  Our goal is to help our children to become healthy, self-
confident and aware individuals, who are excited about learning and have ongoing curiosity for 
knowledge. 
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Maria Montessori believed that play is the work of the child. It is through creative work/play with the 
jobs and materials as often and for as long as the child needs that true understanding and knowledge is 
obtained.  In both the indoor and outdoor prepared environments children engage in social play in 
groups of diverse backgrounds.  Play helps build relationships and form trust and values such as respect 
and inclusiveness - whilst it is naturally relaxing and fun. 

We believe that care and education are inherently one – we see ourselves as guides, facilitators, 
navigators and explorers - participants in the child’s attempts to understand and gain knowledge of the 
world.  We are the child’s educational assistants together with the environments we have prepared for 
them. Together with the cultural, physical social, family, community and spiritual environments - we 
become educators. 

MSS strives to offer a safe, enriching and challenging environment with a child focussed outlook.  The 
arrangement of the prepared environment encourages choices, problem solving, and discoveries in the 
process of learning. In preparing the space, educators offer the possibility for children to learn with the 
educator and many of the other children, in small groups, or alone.  

We believe in equality of opportunity for all those in our care and the empowerment of children and 
staff alike to develop themselves as individuals and in turn, the communities to which they belong.  

OVERARCHING AIMS 

We endeavour to: 

 Nurture and promote a community of young people, who are warm and welcoming. 

 Demonstrate respect for ethical practice, for other people and for oneself and empathy with other 
races, religions and cultures with particular reference to the host cultures.  

 Encourage political and environmental awareness and prepare our children to become active 
members and leaders of local and international communities.  

 Empower our children through active planning and participation in the curricular activities, which 
rewards individual and collective achievement, and which prepares for life long independent 
learning. 

 Provide every child with access to a caring and educational experience of the highest standard 
possible. 

 Provide care and education that values and builds on the unique experiences for every child 
according to Maria Montessori’s philosophy.  

 Provide a set of curricula planned to ensure breadth, balance, depth, as well as relevance, and to 
facilitate progression and continuity.  

 Help children develop good self-awareness and self-esteem.  

 Encourage and value individual creativity and achievement in the arts, sciences and through physical 
endeavour. 

 Help children reach a high level of language proficiency, to facilitate communication skills for i.e. life-
long learning, cross-cultural interaction and conflict resolution. 
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 Provide a basis for mathematical, scientific and technical knowledge enabling young people to learn 
the essential skills needed in a fast-changing world. 

The overarching aims of our centre complement our philosophy, and ensure that we continually focus 
on these objectives. 

We emphasise a mixed age group, from 6 months to 5½ years, with low child-educator ratios.  We 
employ Montessori-trained staff (Early Childhood Teachers and Educators) where possible and 
educators who take a personal interest in seeing that every child succeeds as a learner.  We have 
prepared environments designed for children to use, enjoy, discover and develop.  Each child is allowed 
supervised free choice of activities and freedom of movement based on his or her interests, as long as 
these activities do not disrupt the wellbeing of the group.  This promotes initiative and self-confidence. 

Materials are structured and presented to enable self-teaching and independent activity, in order to 
develop self-reliance.  This emphasises learning through the use of tangible sensory objects, which 
reinforces memory and understanding, whilst providing a supportive, carefully prepared environment 
scaled to the needs of the child.  This method facilitates a sense of responsibility and self-discipline. 

AIMS FOR EACH CHILD 

Our aim for each child is to provide a learning environment which fosters: 

 independence and problem solving 

 the enjoyment of learning 

 the joy of creativity and arts 

 the development of order, concentration, and coordination 

 skills in oral communication 

 respect for oneself, other people, and the planet 

 responsible group membership 

These aims assist children in their learning and developmental progress towards the outcomes as 
defined by the Early Years Learning Framework (EYLF): 

 to develop a strong sense of identity 

 to be connected to and contribute to their world 

 to have a strong sense of well-being 

 become involved and confident learners  

 to become effective communicators 
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ROLE OF THE PARENT AND FAMILY 

At MSS we follow the views of children’s lives as characterised by belonging, being and becoming.  From 
before birth children are connected to family, community, culture and place.  Their earliest 
development and learning takes place through these relationships, particularly within families, who are 
children’s first and most influential educators.  As children participate in everyday life, they develop 
interests and construct their own identities and understandings of the world. Parent & family 
involvement is therefore very important, to ensure MSS meets family and children’s needs. 

During the year, MSS organises informal social events, such as our parent BBQ, for parents and families 
to get to know other parents and staff.  You are encouraged to attend these get-togethers to find out a 
little more about us and to establish friendships with other families that your child will meet at the 
centre.  

Parents and families can independently raise issues directly with educators or management, as well as 
using the suggestions and complaints box in the reception area.  

PARENT AND FAMILIES PARTICIPATION 

Parents and Families are our biggest support.  You are encouraged to be involved and provide ideas for 
the planning of your child’s curricular as well as cultural activities and projects; your ideas and 
suggestions will be greatly appreciated.  We are always happy to have Parents and Families come into 
the centre with interesting things to show, sing, teach and make with the children, especially activities 
of a multicultural and communal nature. 

You can be involved by explaining your child’s temperament, stages of development, likes and dislikes 
to the educators.  Even though a parent’s or custodian’s life is very busy, we would appreciate a 
moment every morning and evening as you bring and collect your child to talk about how they are 
progressing.  Our time to communicate is governed by our supervision and duty of care towards all 
children in the morning and evenings 

Tell the educators the little things they need to know e.g. changes in sleeping patterns, any 
development you observe, the illness your child appears to be contracting or how an activity was 
enjoyed. 

To give the children the best opportunity for development, educators/staff, parents and families need 
work together.  We want children to gain the best that is possible from our service, so please do keep in 
touch and discuss your joy, problems, concerns and feelings with us. 

ROLE OF THE EDUCATOR  

Educators take an active role in encouraging and helping children explore the possibilities of a wide 
variety of materials and media.  But most important, educators do not underestimate children's 
capacities for sustained and shared effort in achieving understanding of what they are exploring; nor do 
they underestimate children's abilities to capture and depict these understandings. 
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SETTLING YOUR CHILD INTO THE CENTRE  

Children all react differently to being away from their parents and family. We use a variety of strategies 
to help your child settle into our centre.  We recommend that you bring your child for an orientation 
visit prior to their starting date, for around 1 hour, and be prepared to spend some extra time at the 
centre on the actual commencement date to assist in the settling in.  This will help to introduce yourself 
and your child to the staff and other children and familiarise the child with the room and the 
environment.  

A comfort toy or item (family photos) belonging to you to look after is a good settling technique.  It is 
important to always say goodbye to your child when you are leaving, even if your child becomes upset, 
to establish trust that you will not disappear and to reassure them of your return. Alert the staff of your 
intention to leave, so they can engage your child at this time.  Once you have decided to leave please do 
not go back as this will unsettle the child even more as they will not know what your intentions really 
are. 

If you are worried, please feel free to call the centre during the day (9417 1800) for reassurance that 
your child has settled.  The staff will always tell you honestly how your child is. Be aware that some 
children settle quickly, and others take longer or may be distressed by group care.  

Our staff will observe your child’s emotional needs and discuss this with you. Regular attendance also 
helps a child to settle.  MSS has a 2 days per week minimum attendance policy for a child to be at the 
centre, which is particularly important to settle your child into the routine and gain any benefits from 
our Montessori based early childhood educational and care programs.  

You must keep your child’s attendance to the confirmed regular booked days each week, as this enables 
us to compile accurate staff work rosters and ensure correct adult-to-child ratio and supervision at all 
times.  If you wish to change your bookings, or add extra days, please contact us via info@mss.edu.au as 
early as possible to request for possible changes, which will be honoured based on availability. 

For older children, separation from parents is much different.  If parents linger, these children may 
receive mixed messages.  They may interpret their parent’s hesitation to leave as fear.  Therefore, we 
ask you to help your child by not staying in the classroom after your child has commenced their 2nd day 
at the centre.  Instead, we ask that you help transition your child into the program by visiting the room 
prior to the first day so your child can meet the staff and become acquainted to the environment and 
routine of arrival and stay.  

It has been our experience that once children begin the program, brief drop-off times encourages a 
positive adjustment to the centre.  Sending your child off with a smile, a kiss, and encouragement to 
have fun, reassures your child that you approve.  Your child(ren) will be as confident at being dropped 
off at the centre – as you are leaving them here in our care – they sense your confidence or hesitation.  
Always remember to tell your child that you will return and always say goodbye before you leave. 

  

mailto:info@mss.edu.au
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IMPORTANT DETAILS ABOUT THE CENTRE YOU NEED TO KNOW 

HOURS OF OPERATION  

The centre is open Monday to Friday from 6:30am to 5:30pm, execpt on public holidays. We do not 
have any extended closures over the Christmas/New Year period. 

XPLOR AT MSS 

Xplor is a comprehensive, all-in-one Childcare management software platform that we use to manage 
the entire bookings, attendance, government subsidies (CCS) and family accounts, educational program 
and practice, and parent communications at our service. It allows parents and families easy, secure 
access to all of their children’s profiles so you can see what they have been learning each day. You will 
also have access to your account statements at all times, as well as being able to manage your bookings 
directly from the platform at any time.  

When you enrol your children at MSS, we will guide you through the setup of your Xplor account, after 
which you will enjoy the many features and benefits of this platform. 

ENROLMENT PROCEDURE 

Once you have received our welcome information, which includes a digital copy of this handbook, you 
will be invited to visit our centre together with your child(ren).  Once you have had a walk-through of 
the centre and wish to proceed with enrolling your child, you will be sent a link to our electronic 
enrolment form which you will need to complete and submit. 

During this initial period, you should complete an assessment through the Child Care Subsidy System 
(CCSS). You can use your myGov account or contact Centrelink directly to register your child and lodge a 
claim. It is important to do this as early as possible, so that the assessment can be completed before 
your child(ren) starts attending, otherwise you will be liable for the full daily fee for each booking. 

Once the completed enrolment has been submitted and processed, it will generate a Complying Written 
Arrangement (CWA) to your Xplor account. The CWA is part of the new Child Care Subsidy (CCS) being 
rolled out by the Australian Federal Government. The CWA is an agreement between the care provider 
and parent/guardian which establishes the basis on which care will be provided to a child. 

After this, you will be contacted to complete the next steps to approve the CWA and finalise the 
enrolment, and also to confirm your bookings, start date, and to arrange an orientation session. The 
orientation session will usually last for around 1 hour, and is for you and your child(ren) to meet the 
educators & other children in the room, and familiarise yourselves with the environment. 
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PRIORITY OF ACCESS 

The Commonwealth Government has set specific priorities of access to childcare services and requires 
each service to provide families with access to care according to the below priority of access. This 
means that when the service is full, those families who are third priority may be asked to alter their care 
arrangements to allow a family with higher priority to access the service. 

First priority  

Children at risk of serious abuse or neglect. 

Second priority   

Children whose parents satisfy the work/training/study test under section 14 of the Family Assistance Act. 

Third priority  

Any other child. 

BOOKINGS 

You will be asked to specify your requested bookings in the enrolment form, which will form the basis 
on which the care is provided. We require that you have routine weekly session bookings, but we do 
offer the flexibility of being able to add casual bookings or change the routine bookings where required. 
We have a minimum booking requirement of 2 days per week. You are required to pay for a booked 
place whether your child attends or not, including public holidays, absence due to illness or injury, or 
any other absence on a booked day. 

Any changes, or additions to your routine weekly bookings must be requested through the Xplor 
platform at least 1 week prior to the requested change. Where possible we will try to meet your needs, 
however we cannot guarantee availability on additional or alternative days. 

TERMINATION OF ARRANGEMENT 

You can terminate the CWA at any time. This must be done in writing via email to info@mss.edu.au, and 
with a minimum notice period of 2 weeks. Fees will be payable for the full termination notice period, 
whether your child attends the routine booked sessions or not. 

CURRENT FEES 

At MSS we charge a flat daily fee for all age groups, irrespective of the hours the child spends at the 
centre: 

$109.00 per day 
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CHILD CARE SUBSIDY SYSTEM 

In July 2018, the Australian Government introduced a new subsidy system for families & providers, 
called the Child Care Subsidy System (CCSS). This is a government funded subsidy system which is 
managed by Centrelink as part of the Human Services department of the government, and paid directly 
to the service providers on behalf of the family. Under this system, each parent or family accessing 
childcare in Australia is able to complete an assessment which will determine their eligibility and rate of 
subsidies based on their income and level of activity.  

It is your responsibility to ensure that you know how the CCSS operates, and also your rights & 
responsibilities regarding claiming the subsidies. Detailed information can be found on the Department 
of Education & Training website - https://www.education.gov.au/child-care-subsidy-0 

PAYMENT OF FEES 

We use a direct debit system – Ezidebit - to process payment of fees. This is integrated with Xplor, and 
you are able to manage your direct debit details through your Xplor account. You can also elect to have 
your fees processed on either a weekly or fortnightly payment cycle, and fees are processed at 12:00 
pm on the Friday of your chosen billing cycle. 

You are able to view your account at any time through your Xplor login, which will show a fully itemised 
view of all of the transactions on your account, including estimated and received subsidies. This will also 
show your outstanding account balance, right up to the end of the current week. The outstanding 
amount showing on the week of your chosen billing cycle is the amount that will be processed via direct 
debit on Friday at 12:00 pm. If you need to query your statement balance, or think there is an error, 
please contact the service management by 9:00 am on Friday morning at the latest. 

Non-payment of fees constitutes grounds for termination of the written arrangement. If debt collectors 
are engaged to recover any outstanding fees, you will be liable for all additional costs incurred through 
this process. 

HOW THE CHILD CARE SUBSIDY WORKS 

Once you have completed your family assessment for the CCS, and your child’s enrolment has been 
submitted and confirmed, your entitlement information will be downloaded to Xplor. These figures are 
used by the CCS to calculate how much subsidy they will pay for your child’s care, and also by Xplor to 
estimate how much subsidy will be received from the CCS before they have actually paid the subsidies 
to us. 

The subsidies paid by the CCS are passed on to families by way of fee reduction on your account. For 
example: 

 Your child is booked for 3 days per week, and your total fees are $327 

 The CCS pays $127 in subsidies for that week, so we would only debit you $200 for the week. 

Subsidy is paid based on attendance records uploaded to the CCS, which is done every Friday night. 
These records are generated from the session times based on your bookings. The CCS will process the 
attendance records over the weekend, and make a determination on the amount of subsidy to be paid 
for each child. We receive the subsidies on the following Tuesday, and this is when they are applied to 
your account. 

https://www.education.gov.au/child-care-subsidy-0
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During the current week, your subsidies will appear as daily estimates on your account. These estimates 
are based on the most current entitlement figures that are downloaded to Xplor every week. Once we 
actually receive the subsidies the following week, the daily estimates will be replaced with a single 
subsidy payment transaction for that week. 

There are occasions where the actual subsidies paid are different to the estimated subsidies. This can be 
due to a range of different reasons like subsidy cap reached, entitlement figures changing last minute 
etc… Where this occurs, there may be a shortfall, or credit, on your account due to under/over payment 
on your account. For example: 

 Your child is booked for 3 days per week, and your total fees are $327 

 We estimate your subsidies for the week, based on your entitlement information, to be $127, 
and only debit you $200 for the week. 

 The following Tuesday, we receive the subsidy payment from the CCS, and they only pay $100 in 
subsidy to your account. This means that there is a $27 shortfall on your account, which will 
carry over to the following week. 

While we take all measures to ensure that your subsidy estimates are correct, we do not take liability 
for any differences in actual subsidies received from the CCS. When this occurs, you will need to contact 
the CCS (Centrelink) directly to discuss the reason for the unexpected difference in payments. 

PROVIDER & SERVICE APPROVALS 

Provider Approval number: PR-40003399 

Provider ID: 190003103H 

Service Approval Number: SE-00012927 

Service ID: 190014394A 

MANAGEMENT 

Managing Director 

Ian Tagliaferri (Prastag Pty Ltd ATF The MSS Unit Trust) 

General Managers 

Jason & Erin Place 

Centre Coordinator/Nominated Supervisor 

Angie Ng 
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REGULATORY REQUIREMENTS FOR EDUCATOR-CHILD RATIOS & SUPERVISION 

Infants – 6 months to 24 months 

1 educator to 4 children 

Toddlers – 24 months to 3 years 

1 educator to 5 children 

Children – 3 years to 6 years 

1 educator to 10 children 

There are always at least two members of staff on duty from 6:300am to 5:30pm, with at least one 
holding an ACECQA approved Diploma level qualification. 

Children, who are not enrolled at the centre, will not be able to attend unless the child is: 

 present on a temporary basis, and 

 adequately supervised by a person other than a contact member of the staff 

ARRIVAL AND COLLECTION OF CHILDREN 

Our primary concern is the welfare and safety of your child. We therefore request that you comply with 
the following requirements.  Please remember that the safety of your child(ren) in the car park is your 
responsibility as well as that of our families and custodians.  Please also read our Delivery and 
Collection of Children policy for further information. 

ATTENDANCE RECORDS 

Once the child arrives at, or leaves the centre, parents/custodians are legally required to sign their child 
in or out. We currently use a digital kiosk system (Xplor HUB), located on the front counter in the 
reception area. As part of the orientation process, you will be shown how to use the system. If you do 
need assistance with this process, please ask one of our friendly staff who will be more than happy to 
help out. 

Every time you drop off and collect your child you must sign ensure that your child is signed in or out. 
This is a legal requirement by the Education & Care Regulatory Unit (ECRU), and also a health and safety 
requirement.  

If you do not complete these records, you may not be eligible to claim subsidies through the CCSS. 
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PICK UP AND DROP OFF TIMES 

Children cannot be dropped off at the centre before our opening time at 6:30am.  Our closing time is 
5:30pm however parents must arrive by 5:25pm at the latest.  This then allows time for the parent to 
collect the child’s belongings and sign the child out so the staff can lock the centre at 5:30pm.  Please 
ring us as soon as possible if an emergency occurs and you are unable to collect you child before closing 
time, or you need to send someone else to collect your child.  The centre's policy requires that the 
Department of Communities (Regulatory Requirement) and the Department of Child Protection (DCP) 
are contacted to advise them of the situation if a parent is more than 30 minutes late without an 
explanation, and no-one else can be contacted.  

  



 

 

“Celebrating joy in education & care”  

Contact parents/guardians, or 
emergency contacts if necessary to 

arrange immediate collection of 
child by either themselves, or an 

authorised person

Parents/guardian, or emergency 
contacts confirm they are on their 

way, or have organised an 
authorised person to collect the 

child

Child collected

OK

Parents, guardians, emergency 
contacts are not contactable 30 

minutes after centre closing time

Contact police to assist in locating 
parent/guardian, and also centre 
manager/nominated supervisor, 

child protection & regulatory 
authority  to advise of the situation

Parent/guardian located by police

Child collected

Notify police, centre 
manager/nominated supervisor, 

child protection & regulatory 
authority that the child has been 

collected

Centre manager/nominated 
supervisor to discuss situation with 

parent/guardians, and advise of 
any late collection fees

OK

Parent/guardian cannot be located 
by police

Educators to stay with children and 
follow directions from police/child 

protection & centre 
manager/nominated supervisor

If a child has not been collected by the centre closing time, the following procedure will be followed, as 
per the Late Collection procedure (MSS.OP31). 
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CHILDREN’S SAFETY ON THE ROAD 

In the case of a parent or guardian arriving at the centre to collect their child in a visibly intoxicated or 
unfit state to drive, they will be required to contact an alternative adult to drive them and the child 
home, or the centre will offer to call a taxi at the expense of the parent/guardian. 

FAMILY/CUSTODIAN ACCESS 

Staff at the MSS are supportive of children and their parent or custodians. Both parents of the child or 
the custodians will be treated equally. Parents/custodians may visit the centre at any reasonable time 
whilst their child is in care, however, you are requested to give consideration to the time of day so that 
other children are not disturbed e.g. rest time.  Any concerns you have may be discussed with service 
management or nominated supervisor at any reasonable time.  All information about your child will 
always be treated with utmost confidentiality. 

CUSTODIAL ISSUES 

Without legal documentation, staff cannot act as though one parent is more fit than another to the legal 
rights of their child.  Where a child attending the Centre is not living with both parents, or where 
disputes arise in relation to responsibility for the child, the following will apply: 

 Parental responsibility remains with both parents jointly and individually except where it is altered 
by an order of the Family Court of Australia.  In the absence of such an order the child will be 
released to either parent, who are the authorised person to collect the child on the enrolment form. 

 Where a non-enrolling parent cites an order of the Family Court giving him/herself lawful access to 
the child, the order needs to be produced for inspection by the nominated supervisor, or service 
management.  The enrolling parent will be telephoned both to check the existence of the order and 
to be informed about the situation. 

 The child will only be released into the care of the enrolling parent, or other persons specifically 
authorised by the enrolling parent, except when the Department for Community Services or the 
Police specifically direct otherwise under the provisions of the Children & Community Services Act. 

TERMINATION OF CARE  

In extreme circumstances it may be necessary to terminate a child’s care. Exclusion of children from the 
service will only occur after all other avenues of communication and support have been exhausted, and 
when: 

 Professional advice confirms a child is in psychological danger as a result of an unusually prolonged 
inability to settle into care away from the parent. 

 A child puts other children or staff at risk through inappropriate behaviour. 

 The parent/custodian continually fails to observe centre hours of operation and/or fails to pay the 
required fee. 

 The parent/custodian fails to adhere to MSS policies and procedures. 
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COMPLAINT PROCEDURES 

Please let us know if you are unhappy with any aspect of the service we provide for you and your child. 
If you have a complaint or concern, you may discuss your problem with the relevant educator, room 
leader or with the nominated supervisor.  If you feel the problem is not resolved, please take the matter 
directly to service management. 

We welcome all parent/custodian feedback, including your suggestions, grievances and complaints, as 
these will help us to improve the services we provide.  All concerns or complaints will be dealt with in a 
prompt, positive and sympathetic manner. There is an acrylic box located on the counter in the 
reception area, where you can lodge any suggestions, grievances or complaints. You may also wish to 
email us your suggestions, grievances and complaints to info@mss.edu.au. Parents are also entitled to 
direct their complaints to the Education and Care Regulatory Unit (ECRU), Ph: (08) 6551 8333 

  

mailto:info@mss.edu.au
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 MANAGEMENT AND EDUCATOR PROFILES 

EDUCATORS/TEACHERS 

As well as complying with WA State Regulations for staff, we also require that our staff have Montessori 
qualifications and/or are willing to train to support our methodology.  Each staff member has a Working 
with Children Check (WWC), as well as an updated first aid certificate every 3 years. Current staff hold at 
least one or several of these qualifications: Bachelor of Early Childhood Education, Diploma of Children’s 
Services, Certificate IV in Children’s Services (OSHC), or Certificate III in Children’s Services. 

FINANCIAL MANAGEMENT 

MSS management oversees the financial contracts with the parents. If you have any queries in 
connection with your account, please contact Jason or Erin. 

STAFF DEVELOPMENT 

Our centre is built on successful staff development, and all staff are offered a range of professional 
development opportunities throughout the year. 

Our staff are encouraged to attend workshops and courses provided by the Montessori World 
Educational Institute, who are our affiliated Montessori training provider. These workshops and courses 
ensure that our staff are always learning and refreshing their knowledge of the Montessori philosophy 
and practises.   

Staff are also encouraged to participate in continuing education courses including early childhood 
education, child protection workshops, industry relevant seminars, life coaching and many other 
professional development workshops and courses throughout the year. 

Staff Images and profiles can be found on our staff family tree in the reception area of the centre. 
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THE MSS LEARNING ENVIRONMENT 

Each child is allowed supervised free choice of classroom activities and freedom of movement based on 
his or her interests, providing these activities do not disrupt the wellbeing of the group.  

Materials are structured and presented to enable self-teaching and independent activity, which 
develops self-reliance.  This emphasizes learning through the use of tangible sensory objects, which 
reinforces memory and understanding.  It also provides a supportive, carefully prepared environment 
scaled to the needs of the child and designed to teach a sense of responsibility and self-discipline.  

AIMS FOR GROWTH IN THE CHILD: 

 independence and problem solving 

 towards the enjoyment of learning 

 development of order, concentration, and coordination 

 creative and artistic development 

 skills in oral communication 

 respect for oneself, other people, and the planet 

 towards responsible group membership 

MSS PROVIDES: 

 diverse sets of Montessori based materials, activities, and experiences 

 a schedule that allows for blocks of uninterrupted learning time 

 a classroom atmosphere that encourages social interaction  

 space for personal, small groups, and whole class learning activities 

 space for project and art-based learning approaches 

 lightweight, proportionate, movable child-sized furnishing and apparatus 

 identifiable ground rules which are extended to outdoor play 

 aesthetically pleasing environment indoors and outdoors 

 visible learning and project display areas 
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PROGRAM ORGANISATION:  

 general parental commitment to a 3-4 year cycle of attendance 

 minimum attendance of 2 days a week  

 individual and group instruction 

 child to adult ratios meets Education and Care Services National Regulations, WA (2012) 

 observational records and developmental records of the child 

PROGRAM EMPHASIS: 

 encourage intrinsic motivation, spontaneous activity, and self-education; 

 provide sensory education for intellectual development 

 develop competencies through repetitive concrete experiences 

 encourage cooperative learning through peer teaching and social interaction 

 provide learning opportunities through physical and outdoor activity 

 provide creative learning activities for expression and intellectual development 

MANAGEMENT AND REGULATORY ASPECTS:  

 qualified Educators at the 6-month to 6-year level with continuing professional development 

 observational skills to match children's development needs with activities  

 strategies to facilitate the unique and total growth of each individual 

 leadership skills to foster a nurturing environment supportive of learning  

 a partnership developed with parents and families  

 administrative support 

 organised as a legally and fiscally ethical responsible entity  

 non-discriminatory admissions policy  

 written educational policies and procedures 

 adherence to Federal & State laws as well as health requirements 
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CHILDREN’S PROGRAM /CURRICULUM 

The MSS program offers an age-appropriate developmental curriculum for children 6 months to 6 years 
of age for our long day care and pre-school environments, based on the Early Years Learning Framework 
(EYLF). 

The Educators are responsible for creating an atmosphere and environment, which is responsive to the 
physical, emotional, intellectual, social, cultural and spiritual as well as any special needs of each 
individual child – and to the group as a whole which reflects the philosophy of MSS and Maria 
Montessori’s educational methods of development and learning.  The program (curriculum) is child 
centred, and takes a ‘hands on’ approach, with staff acting as educators and developmental facilitators 
who, together with the prepared environment, create experiences which are stimulating, safe, 
nurturing and fun.   

The program (curriculum) will include indoor and outdoor learning experiences, quiet and active times, 
individual, small group and large group times, time for individual staff/child/parent and family 
interaction, group interests, children’s special interests, and be flexible enough to allow for child driven 
projects that can be spontaneous and ‘unexpected’. 

Thus the program (curriculum) is developed as a result of an ongoing process of observing, collecting of 
information in any form relating to the child (pedagogical information), reflecting and intentional 
teaching by the Educators.  Children and families are encouraged to participate in reflection and 
contribute information about their development and progress to then further assist educator to provide 
plan a positive and supportive curriculum, environment and try new experiences. 

You will find the room’s program is available to view in your child’s environment. These are what we call 
‘visible learning displays’ and as well as providing information about the current program, they are also 
there for the parent/guardian to interact with.  The program is then further broken down into 
intentional/focused and non-intentional/focused activities.  We invite all our parent and families to 
have input into program (curriculum) development – especially in relation to multicultural issues, music 
and storytelling as well as community issues.  Any suggestions you have can be put towards your child’s 
educators or educational leader. 

The curriculum is organised into the following learning areas. 

PRACTICAL LIFE ACTIVITIES 

A carefully chosen selection of small-motor activities designed to develop the child’s' independence, 
coordination, concentration, sense of order, and care for the environment.  

GROSS & FINE MOTOR  

We engage children into movements that support the physical, spatial as well as cognitive (brain) 
development. 

SENSORIAL MATERIALS 

Self-correcting introductory Montessori materials cultivate the child’s ability to make accurate 
judgments and comparisons of size, shape, colour, sound, and texture to enable them to become more 
perceptive and analytical in their observations. These materials prepare the child developmentally for 
mathematics.  



 

 

“Celebrating joy in education & care”  

CREATIVE PROJECT AND ARTS BASED EXPLORATION 

Children are asked/invited to investigate and explore varieties of art and media – leading ‘back’ from 
spontaneous extension into ‘planned’ curricular activities  

LANGUAGE DEVELOPMENT (EMERGENT IN BABIES AND TODDLERS ROOM) 

Activities that contribute to language development are at the core of the Montessori experience. 
Language is taught phonetically in order to provide children with the skills for reading as soon as they 
are ready.  

NUMBERS/MATHEMATICS/MANIPULATIVES (EMERGENT IN BABIES AND TODDLERS ROOM) 

Montessori mathematical materials enable children to learn about numbers concretely by working with 
especially designed manipulative representing quantities.  

SCIENCE EXPLORATION (AGE 2 UPWARDS) 

Childs' appreciation of nature is enhanced with regular hands-on experiments and exploration.  

GEOGRAPHY AND CULTURE (AGE 2 UPWARDS) 

Cultural diversity, customs, maps, and landforms are studied in the classroom.  

SOCIAL EMPHASIS 

Children are taught to create relationships with others and to be respectful of others and their work.  

CULTURE & COMMUNITY 

Parent, Family, or Community involvement is an important part of the philosophy of MSS. Such 
involvement helps to provide important opportunities for Parents, Families and the Community to 
provide experiences to the children at the centre, to share the joy of culture diversity with their child, 
and to develop a dialogue between children, educators, staff and other families in the MSS community.  

ART 

The children are encouraged to demonstrate their knowledge and learning in visual art activities, 
individually or in groups. Children can engage in visual art activities spontaneously to meet their 
learning needs. 

MUSIC & MOVEMENT 

Music and movement are embedded into the curriculum informally, when children initiate, and 
formally, when the educator provides musical movement experiences as a whole group activity.  

Parents are welcome to visit the rooms and spend time with their children. Please make prior 
arrangements with the educator to minimise any interruption. 
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DAILY CENTRE ROUTINES 

DAILY SCHEDULE 

Our centre day includes emergent and directed curricular areas that are Montessori manipulatives, 
reading & writing, language, arts, mathematics and critical thinking skills. 

The activities that are provided at the centre are built around the daily routines. Children need routines 
to help them to settle and feel comfortable in the centre.  Please discuss your child’s routines with their 
educator. 

General Daily Routines 

Time  Activity  

6:45 am  Staff members and educators arrive to prepare the environment, such as setting up 
activities and outside equipment.  

7:00 am  MSS opens. Staff and educators greet parents/custodians and children. Assist children 
with activities and breakfast.  

7:30 Nido/Nica community go to their environments 

8:00 am  Casa community go to their environment for free and creative play ‐ as per program.  
Montessori Cycle for the Nido/Nica community starts with educators and children 
preparing and setting the indoor and outdoor environments up together as part of 
their Practical Life routines. 

8:30 am Nido community starts morning tea routines (flexible routine due to age and 
development) 

8:30 am Montessori cycle for the Casa community starts, with educators and children 
preparing environments to run the program(s) and start of work cycle activities. 

9:00 am  Casa/Nica community morning tea. 

10:00-  

11:00am  

Casa children continue with work cycle activities ‐ as per program, outdoor play. 

Nido Community transition to outdoor play, free play, singing/music to prepare for 
lunch, rest and toileting. 
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 11:30am Nido/Nica/Casa Community is offered lunch (infant community in accordance with 
child’s individual routine) 

12:00pm  Rest time/time/quite activities/free choice of activity (not directed) 

2:30pm  Afternoon tea ‐ outside play area. Nido Transition from rest to afternoon tea. 

3:00pm  Casa community packing up time 

4:00pm Nido community transition into afternoon routines (outdoor activities, picnic, nappy 
changes/toilet learning) gradually merge in to one environment. 

4:30pm  Casa community have late afternoon tea. Pack up time with children. 

5:30pm  MSS closes.  

Routines are built around the regular events of the day, i.e. arrival, snacks/drinks, toileting/nappy 
change, main meals, washing, dressing, sleeping/resting and departure, the developmental needs of 
individual children, children’s attendance patterns, climate and physical environment, the numbers and 
ages of children within a given group, children with special needs, new children entering the group, and 
parent’s expectations.  

MEALS 

Meals form a significant part of the daily routine. Please make sure that any food allergies, strong 
dislikes and special dietary requirements your child may have are recorded on the enrolment form and 
discussed with management and the food coordinator. 

The monthly menu is displayed on the notice board opposite of the entrance to the kitchen. The menu 
is varied, balanced, nutritious, and reflects a wide variety of cultures. Ingredients are always fresh, and 
seasonally adjusted. Ideas and recipes are welcome; please put forward your ideas to management or 
the food coordinator.   

Water is always available to the children. Please do not bring in lollies, chips or any other sweets.  

 

MSS IS A NUT FREE ENVIRONMENT – DO NOT SEND ANY FOODS WITH NUTS, 

OR TRACES OF NUTS, TO THE CENTRE WITH YOUR CHILD 
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BABIES’ BOTTLES 

We take particular care to ensure babies’ bottles are hygienically stored and cleaned after use. We ask 
parents to assist us in this by complying with the following requirements: 

 You are asked to ensure your baby’s bottles are clearly marked with your child’s name.  Please also 
mark name on caps, formula dispensers and dummies. It is a good idea to leave extra milk as, from 
time to time, a growing baby’s needs change and more milk is required. 

SLEEP TIME 

Sleep and rest times are important daily routines for the children at our Centre.  Please discuss your 
child’s current sleep patterns with the Room Leader. To reduce the risk of SIDS, please only pack a fitted 
cot sheet for the Nido infant community as well as light towel for rest and where required a comforter 
of pacifier. 

According to the age and needs of the child, rest-times may differ –especially in the infant and toddler 
rooms. Babies’ sleeps are according to individual needs and routines.  Educators will consider such 
factors as cultural needs and requests from parents when tailoring individual children’s sleeping 
routines.  Older children are encouraged to rest from about 12.30am to 1.45pm.  Some younger 
children will need to sleep; others will read, play quiet games and construct puzzles.  Parent wishes 
regarding their child’s sleeping pattern will be taken into consideration as far as possible.  However, 
note that in group situations there are many distractions and children’s sleep patterns may be different. 
At no time will a child be forced to sleep.  

NAPPIES 

If your child is still in nappies, your child should arrive at our centre in his/her own nappy and have 
adequate supply of nappies (located at the centre) for the day of attendance.  A spare set of clothes is 
vital to have as an extra in your bag. 

TOILET LEARNING 

It is important that we work in partnership with our parents and families in meeting children’s toilet 
learning needs. Consistency and continuity is important for children learning to use the toilet.  Please 
communicate with the educators in your child’s room so they can follow the routines you have in place 
for toilet learning.  Staff will discuss signs of toileting readiness with you and work with you to develop a 
consistent approach to toilet learning. 

Child toilet training is something that is adult directed; toilet learning is when the child is involved in 
their own learning.  Toilet training may involve a time pressure on your child which seems to be a quick 
fix but may have consequences.  Toilet training involves an attitude of having to do it now because the 
adult chooses so.  The difference between toilet learning and toilet training is the adult’s attitude which 
can make a big difference for the child. 

Toilet learning starts with readiness signs and is not learned through a reward system.  Toileting is a skill 
that needs to be learnt.  It cannot be taught overnight.  The key to toilet learning is teaching not training 
the child.  Learning on their own is reward enough for them to be able to independently help 
themselves in remaining clean or not soiling themselves.  Allow the child to learn on their own with a bit 
of support and help from the adult with the use of toilet training pants and clothes they can 
independently put on themselves.  Toilet learning is linked to the child’s self-esteem, so genuine verbal 
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praise is important.  There are no ‘accidents’ during toilet learning, only lessons. Language also plays a 
big part in keeping a positive attitude with toilet learning. 

CLOTHING FOR TOILET LEARNING 

We recommend that all clothing be two-piece set during this learning process.  The bottoms should be 
elastic waist allowing the child to independently pull up their own trousers/skirt.  Also, this allows the 
child to pull down clothes quickly if they need to use the toilet urgently.   

TOILET LEARNING AND LANGUAGE 

It is important that children understand the language you use during toilet learning.  Quite often there is 
some embarrassment in using certain words, remember to consider your attitude when interacting with 
children, if you are embarrassed talking about certain body part or bodily functions, your child could 
also learn this attitude.  Using the toilet is an everyday event and being comfortable explaining the 
process and body parts to children is important as it is a natural part of our lives.  It is important to feel 
comfortable using adult words around children like to describe body parts and functions.  This ensure 
that your child will not have to use ‘baby words’ and demonstrates that you see your child as a capable 
toilet learner. 

PHYSICAL SIGNS OF READINESS CHECKLIST 

 Child can stay dry for longer periods of time, or overnight 

 Child knows the feelings that signal he/she needs to use the bathroom 

 Child can pull down own pants, and pull them up 

 Child can get him or herself to the toilet 

WHAT SHOULD MY CHILD WEAR? 

It is important that children are dressed in comfortable clothes that do not restrict their enjoyment or 
participation in activities at MSS. 

Please dress your child suitably for play activities in clothes that you do not mind getting grubby with 
paint, mud, sand or glue. We do provide aprons but clothes can still get stained. Children need to have a 
pair of shoes and a hat, both clearly marked with their name. You will also need to provide an extra set 
of clothes in your child’s bag to change into should the need arise. Hats must be without a tie-down as 
this is a choking hazard. 

We recommend that at least two pairs of spare ‘undies’ are included. We have spare clothes available if 
needed. If your child goes home in MSS spare clothes, we ask that you wash and return them to the 
centre. 

Please assist your Nido child by having a bag that they can potentially carry him/herself. Your child’s bag 
and all personal items should be clearly labelled with your child’s name. This helps to minimise loss of 
items. If your child is accidentally sent home with something that does not belong to him or her, we ask 
you to return it the next time you attend the centre. 

  

http://www.dailymontessori.com/montessori-articles/toilet-learning-vs-toilet-training/
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Wearing age appropriate and comfortable clothes that your child can relatively independent take off 
and put back on is best; elastic waistbands for pants or skirts are best for your child as it gives them 
independence and self-esteem when they can achieve things on their own. For a child within the age 
range we have at the centre practicality and function precede beauty and fashion. 

Soiled clothes will be placed in a plastic bag with your child’s name on it and put into a bucket with the 
room’s respective name on it. The bucket is kept in the laundry area. Staff will notify you if your child 
has soiled clothes that need to be collected. 

PERSONAL TOYS 

We understand that children would like to bring toys with them to the centre, however sharing these 
with other children can be a difficult concept for a child to grasp. We believe it is better to leave 
personal toys at home. A toy may be brought with them if it is used for show-and-tell. The child will be 
asked – if it is their turn – to take the toy out of their bag and bring it in for show-and-tell. The child will 
the later be asked to place it back into their bag and to leave it in the bag until the go home. 

Please let your child bring a security toy only (i.e. dummy, rug, sleep teddy etc…). Ensure these toys are 
clearly labelled with your child’s name. No other toys are to be brought into the centre – unless advised 
by a group director for i.e. for show and tell. The centre will take no responsibility for broken or lost 
toys that do not belong to the centre. 

Sometimes children accidentally put centre equipment pieces, toys into their bags and take them home. 
Please bring these toys back and return them to the room. 

 

SUPERVISION POLICIES 

CLASSROOM 

Each of our rooms is staffed with the required child-educator ratios. Usually we have an extra “floating” 
staff member between the rooms during the day.  This allows us to work with the children individually 
or in a small group.  

You may also see the educational leaders observing and planning during periods, where extra 
educators/staff members are present. 

OUTSIDE PLAY AND ACTIVITIES 

We follow the required child-educator ratio when we have outside play and activities in the morning 
and during the afternoon.  The groups follow their outside play and activity rules to avoid incidents 
outside the room.  If your child is dropped off early in the morning (between 7am and 9am) please 
ensure that you have applied sunscreen prior to dropping them off, or bringing them into their rooms. 
Sunscreen is provided at the reception on the front counter. 
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EMERGENCY SITUATIONS    

It is compulsory for parents and families to provide at least one emergency contact on the enrolment 
form, apart from the parents or guardians.  In case of a medical emergency, the centre staff will be in 
charge.  Depending on how severe the situation is, we administer first aid and/or call 000 and 
accompany the child to the nearest hospital until the parent/guardian/emergency contact arrives.  
Parents/custodians are responsible for all costs.  

OFF-CENTRE ACTIVITIES/EXCURSIONS 

Whenever we go out on an excursion, we adjust our adult-child ratio to 1:5 - irrespectively of the age 
group your child is in.  We make sure that each parent or adult have with them a copy of the emergency 
contact numbers of the children that are with them, in case any untoward incident happens.  Educators 
also carry with them the classroom’s emergency pack, which includes a first aid kit and a mobile phone. 
Prior to any excursion, staff will have made a risk assessment of the excursion destination, activities and 
travel route.  Parents and families will be provided with a detailed outline of the excursion and contacts 
for information, as well as receive a parent permission form.  This form needs to be signed by the 
parent/custodian in order for the child to participate in the excursion.  Educators and staff will supervise 
all field trips with help from parent volunteers. 

 

ACECQA (THE AUSTRALIAN CHILDREN'S EDUCATION AND CARE QUALITY 

AUTHORITY) 

ACECQA is an independent statutory authority that provides national leadership in promoting quality 
and continuous improvement in early childhood education and care and school age care in Australia. 
They are the governing body which is responsible for ensuring a satisfactory level of care is maintained 
in all childcare centres.  

Their vision is quality child care experiences for all children enrolled in Australia.  Their mission is to 
work in partnership with families, services, government and other key stakeholders to facilitate and 
support continuous improvement to the quality of child care provided for children in Australia.  More 
information can be found at: http://acecqa.gov.au/  

ACECQA’s agenda includes guiding the implementation of the National Quality Framework for Early 
Childhood Education and Care at the national level. The National Quality Framework began on 1 January 
2012. ACECQA’s focus is on improving the quality of early children's education and care services across 
Australia.  

ACECQA will be monitoring and promoting the consistent application of the Education and Care Services 
National Law (Education and Care Services National Law (WA) Act (2012)) across all states and 
territories.  They oversee how the National Quality Standard (NQS) is applied across the country and 
ensure that services are meeting the new requirements. 

MSS has been assessed and rated against the National Quality Standards in 2016, and has received a 
rating of “Meeting National Quality Standard”. 

  

http://acecqa.gov.au/
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GENERAL POLICIES 

All current hardcopies of centre policies & procedures, along with this handbook are available for 
viewing in the Parent & Family Handbook folder, located in the reception area. You may request copies 
of any centre policies at any time. All polices are reviewed annually, or when required.  

COMMUNICATION WITH FAMILIES 

Our aim is to ensure that families receive regular communications about their child, changes in the 
centre, information concerning child related issues etc. In order to achieve this, we have the following in 
place: 

 The use of the Xplor childhood education management system, which enables parents & families to 
be able to securely view your child/children’s learning observations, journal entries and image 
gallery online at any time, on any device that can access the internet. You are also able to 
communicate with educators via comments, and provide feedback & suggestions at any time. 

 Notifications are sent via email periodically, and when important information or issues need to be 
communicated.  

 Information on the notice board regarding upcoming centre or community events.  

 Daily feedback and discussions with educators regarding your child, where and when possible. 

 Meetings with the educational leaders or educators when requested by parents or centre. 

HOLIDAYS 

In the case of your child going on holidays, we ask you to advise as soon as possible so that we can plan 
for staffing.  MSS has a holiday policy in place that applies in some circumstances, please contact 
management for further information. 

ILLNESS 

In the event of your child being absent due to illness we ask that you notify the centre as soon as 
possible. If your child has an illness of a contagious nature, we will notify the parents of other children in 
the same room. Children must stay away from the centre according to the minimum exclusion periods 
as set out in the Australian Government National Health and Medical Research Council (NHMRC) 
publication “Staying Healthy – Preventing infectious diseases in early childhood education and care 
services”, and depending on the nature of the illness, you may be required to obtain a medical 
clearance for your child before returning to the centre. A copy of this is available on request. Please also 
see our Health, Hygiene & Infection Control policy (MSS.P05). 

Regulations require that children must be in good health to attend child care.  There will be an informal 
health check of each child as they arrive at the centre. Children’s behaviour can suggest illnesses when 
combined with fever, diarrhoea, several loose bowel movements, unusual mucus discharge, deep 
coughing, or other symptoms. If a child becomes ill during the day, a parent/guardian/emergency 
contact must take them home within an hour of being called.   

In case of a medical emergency, the centre staff will be in charge until the parent arrives.  We take 
children out of class immediately upon determination of illness. The teacher stays with the child until 
the parent arrives to collect their child.   
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IMMUNISATIONS AND MEDICAL RECORDS 

MSS is legally required to maintain up-to-date medical records including immunisation records on all of 
the attending children.  It is compulsory for parents and families to keep their child’s immunisation and 
medical current. A family who chooses not to immunise their child(ren) must adhere to the exclusion 
policy when a case of a vaccine preventable disease has been confirmed at the centre. The period of 
exclusion depends on the type of outbreak. 

MEDICATIONS AND ALLERGIES 

If your child needs to take medication while attending centre, you must fill out and sign the Authority to 
Administer or Self-Administer Medication (MSS.F42) form, which can be obtained from the educators 
in the room that your child is attending. This is required for any, and all medications that are required to 
be given to children while attending the centre. 

There is a section in the enrolment form to list allergies and chronic illnesses.  Please fill this out 
carefully. If your child has any allergic or anaphylactic reactions, or asthma, it is mandatory for you to 
provide us with an allergy/anaphylaxis or asthma action plan, which is completed by your child’s 
medical practitioner. These forms are included in the enrolment pack. 

BIRTHDAYS 

We help your child celebrate his or her birthday with their friends at the centre. Our special celebration 
shows how our natural world extends a loving welcome to each child born on earth.  We invite you to 
send pictures of the birthday child at each year of life.  We use this pictorial time line to help understand 
the meaning of birthdays. 

BRINGING FOOD TO THE CENTRE 

While we cater for many different food allergies and dietary restrictions in our meal plans, we 
understand that you may like to provide specific food items or meals for you child, or might like to bring 
in some treats/cake for a special occasion. This is allowed, as long as the following guidelines are 
followed: 

 All food must be brought directly to the food coordinator in the kitchen, who will follow the receival 
and storage procedures as part of our food safety plan. All food must be clearly labelled with the 
child’s name and date of preparation 

 Any foods that do not meet the standards as defined in the food safety plan will not be accepted. 
Please discuss with the food coordinator regarding the specific conditions around this. 

 Prepared foods such as birthday cake/baked goods etc.. must be provided with a full list of 
ingredients. Retail bought foods must be in their original, undamaged packaging and must be clearly 
labelled with either use-by-date or best-before-date. 

LOST AND FOUND 

Please label everything that comes to the centre with your child’s full name.  Items forgotten by the 
children are kept in the room for a month before it will be donated to charity.  
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DISCIPLINE  

Self-discipline in the Montessori classroom is established for the child by giving them an environment 
that encourages them to move freely about and choose activities.  We encourage children to respect 
each other and their environment in an atmosphere of joy and caring.  Courtesy and grace are modelled 
for the child by the staff.  Misbehaviour is redirected into positive action and children are encouraged to 
express themselves verbally. The correct and positive action is affirmed – not what was not correct. 

Occasionally, a child may need time to collect his or her thoughts and feeling.  When this happens, the 
educator may invite the child to choose between participating in an activity and staying close to her/him 
for a while with an open invitation to return when the child feels ready to join in with the others.  

When circumstances involve recurring behaviour difficulties, we may ask that you work with the centre 
toward redirecting your child’s behaviour. Physical punishment is never used.  Support for parents and 
staff may be sought with written permission however, continued aggression may result in a request that 
the parents withdraw the child from the program.  Please see our Behaviour Management (Positive 
Guidance) policy (MSS.P14). 

INCIDENT/INJURY REPORTING 

MSS will report all accidents occurring on the centre grounds to the parent/custodian, via the Incident 
Report (MSS.F24) form.  All room leaders have current HLTAID004 & HLTAID001 training, and the 
majority of our other staff members have this qualification as well, and will administer first aid as 
deemed appropriate.  If your child has had a serious accident away from centre, such as a hit on the 
head, bruises, cuts, sprains, or broken bones, you must report it to a staff member when your child 
arrives at centre. 

DISASTER PREPAREDNESS 

We display emergency evacuation drill plans next to each major exit. We practice emergency drills at 
least 4 times a year.  The practice emergency drills are discussed and evaluated, and amendments are 
documented and implemented. 

ART WORK 

On collection of your child you will be asked to take your child’s artwork with you – unless your child 
wishes to display his or her work as part of a project/activity. 

SUN PROTECTION 

MSS is a Sun Smart Centre and follows the requirements set out by the WA Cancer Council. During the 
summer periods we check & record the real time UV index and temperatures directly via the ARPANSA 
website: https://www.arpansa.gov.au/our-services/monitoring/ultraviolet-radiation-
monitoring/ultraviolet-radiation-index  

Each child is required to bring a hat to the centre every day.  During the summer months the children 
must wear their hats and are required to apply sun block, which we provide.  

Baseball hats are not suitable as they do not protect the ears or the back of the neck.  Children need to 
bring a legionnaires hat or a wide brimmed hat. Please apply sunscreen to your child prior to drop-off if 
it is between 7am and 8.30am!   

https://www.arpansa.gov.au/our-services/monitoring/ultraviolet-radiation-monitoring/ultraviolet-radiation-index
https://www.arpansa.gov.au/our-services/monitoring/ultraviolet-radiation-monitoring/ultraviolet-radiation-index
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If you have forgotten to apply sunscreen and you arrive at the centre, please use the sunscreen 
provided at the reception desk (for children’s health and safety reasons it is on top of the counter) and 
apply it to your child(ren). Staff will accept your child and allow them to go for outside play (depending 
on UV index at the time) under the prejudice that you have applied sunscreen. 

BATHROOM PROCEDURES 

MSS aims to provide a healthy and hygienic environment in which children will grow and learn about 
the world around them. The application of preventative measures through an infection control process, 
aims to prevent the spread of infections and will be followed by all people in the centre at all times. 

MSS determines appropriate procedures to be followed by staff to ensure children's health, safety and 
privacy when they use bathroom facilities.  

These procedures may include all of the following depending on the specific situation: 

 Infant and toddlers are respectfully ‘checked’ for wet or soiled nappies and encouraged where 
possible to notice and use a potty 

 Children out of nappies or in pull-ups should ‘advise’ a staff member when they need to go to the 
bathroom so that staff will know where children are at all times, and may assist if required 

 Children will be encouraged to go to the bathroom with a buddy whilst on excursions, to help them 
understand appropriate protective behaviours when using community toilet facilities 

 If on an excursion, staff will check public toilets to ensure children's safety and health prior to any 
child using the facilities, and will remain vigilant during children's use of public toilet facilities. 

NON-DISCRIMINATION STATEMENT 

MSS welcomes all children without regard to race, religion, colour or creed.  Likewise, MSS does not 
discriminate against any applicant for employment on the basis of sex, special needs, race, colour and 
national and/or ethnic origin. 

Our classroom activities are chosen on the basis of cultural relevance. When required we also liaise with 
support workers such as Communicare, who can help us in developing our program to meet the special 
needs of children, non-English speaking children, or children with an Aboriginal background. 

MSS is committed to providing an environment free of harassment and discrimination. There will be no 
tolerance for actions, comments, words or jokes based on an individual’s sex, race ethnicity, age, 
religion, or any other legally protected characteristic.  Any person who becomes aware of possible 
harassment should promptly advise management, or the Nominated/Certified Supervisor who will deal 
with the matter promptly and confidentially. 

GRIEVANCE PROCEDURE 

We model conflict resolution between children. This same process needs to be adopted for all adult 
conflicts as well. It is important that you pro-actively raise the issue/problem to be solved with the 
person you are having the difficulty with. If this has been tried and you feel unsatisfied, please contact 
centre management. Please also see our Suggestion, Complaints (Grievances) & Appeals policy 
(MSS.P34), and form (MSS.F38). 
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EMERGENCY PROCEDURE 

In case of an emergency the staff at MSS will follow the emergency evacuation, or lockdown plans as 
displayed at each emergency exit throughout the centre: 

 MSS.OP06 Emergency Evacuation Plan 

 MSS.OP05 Emergency Evacuation Map 

 MSS.OP34 Emergency Lockdown Plan 

 

Thank you for taking the time to read this handbook, and for your interest in our centre’s operation. 

Should you have any further questions, please do not hesitate to contact us on the details below:  

Ph: (08) 9417 1800 

Email: info@mss.edu.au  

 

Erin & Jason Place 

Centre Management  

 
  

mailto:info@mss.edu.au
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APPENDIX 

A BRIEF INTRODUCTION TO MONTESSORI PRINCIPLES AND CONCEPTS 

The main principles and concepts of Dr Montessori’s philosophy can be applied across all ages. Those 
principles are Independence, Observation, Following the Child, Correcting the Child, Prepared 
Environment, and Absorbent Mind. It is within these concepts that we find the reasoning why things 
are the way they are in a Montessori environment. These are beliefs that Maria Montessori held with 
regards to the education of children. 

INDEPENDENCE 

"Never help a child with a task at which he feels he can succeed." – Maria Montessori. 

An important objective (‘outcome’) of Montessori education is to make the child independent and be 
able to do things for himself. This is achieved by giving children opportunities.  Opportunities to move, 
to dress themselves, to choose what they want to do, and to help the adults with tasks.  When the 
children are able to do things for themselves there is an increase in their self-belief, self-confidence and 
self-esteem that they may carry on throughout their life. 

OBSERVATION 

Observation, or watching the child is for parents easy to do.  We can spend countless hours just 
watching children and see how they are enjoying themselves, exploring their environment.  This was the 
simple method of how Maria Montessori learned about children (‘Discovery of the Child”) and 
developed her theories on child development.  She observed without preconceived ideas, which helped 
her develop materials that aided the children’s needs, and which stimulated them.  Observation is also 
the way adults can learn about what the children’s needs are.  For example, if a child starts banging on 
objects, it means that he has a need for that gross motor activity, so give him something to drum on.  If 
children are pushing things around the room and they need to walk but can't do it themselves yet, help 
them or give them a wagon to push.  This is how observation can help create harmony, fulfilling the 
child's current needs. 

FOLLOWING THE CHILD 

Follow the child, they will show you what they need to do, what they need to develop in themselves and 
what area they need to be challenged in.  “The aim of the children who persevere in their work with an 
object is certainly not to “learn”; they are drawn to it by the needs of their inner life, which must be 
recognized and developed by its means.” – Maria Montessori. 

From what you have observed from the actions of the children, follow them in what they need to do. If 
they want to climb, give them the opportunity to climb in a safe manner, do not be overprotective. 
Following the child also means being non-directive, do not tell them what to do all the time.  Give your 
child the freedom to choose what he wants or needs to do and to act on his own.  Do not tell them what 
they have to do, but rather present them with choices of different materials/toys.  Also, stand back and 
watch the child what s/he does, there is no need to intervene all the time unless they become really 
destructive, or are about to hurt themselves or others.  Knowing when to intervene is a skill that adults 
will learn as they get to know their child, and as parents have set limits for their child. 

  

http://www.dailymontessori.com/dr-maria-montessori/
http://www.dailymontessori.com/dr-maria-montessori/
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CORRECTING THE CHILD 

Children make mistakes – as adults do!! They may spill something, drop food unintentionally and so on. 
There is no need to raise your voice in situations like those.  Instead, calmly recognize the mistake "oh 
you've spilled the water…, why don’t we get a cloth and wipe it up."  This is an opportunity to ask the 
child to do some valid practical work with you.  You will find that children do like to clean up as they see 
it as something adults do.        

There is no need to blatantly point out a child’s mistake; there is a way to make them realize it. For 
example, with a cloth bib a child who is learning how drink from a glass will find out that if he tips the 
glass a bit too early, the water will spill on him and he will feel it. If they mispronounce a word, there is 
no need to correct them, but rather say the word correctly. Correcting children may result in them 
being scared to attempt anything in fear of making another mistake. 

Children will make mistakes and we need to teach them in a nice manner. Giving the children freedom 
and choice, supporting them in their choice by making sure they are safe, feeding their inquiring minds 
in a way that they can understand and observing their needs and fulfilling these can be the key to 
helping your children develop their full potential. 

PREPARED ENVIRONMENT 

"The teacher’s first duty is to watch over the environment, and this takes precedence over all the rest. 
Their influence is indirect, but unless it be well done, there will be no effective and permanent results of 
any kind, physical, intellectual or spiritual." – Maria Montessori. 

The prepared environment is paramount part of Montessori. It is the link for a child to learn from adults. 
Rooms are child-sized with activities set up for success and allow freedom of movement and choice. The 
environment has to be safe for the child to explore freely. The environment has to be ready and 
beautiful for the children so it invites them to work. Montessori refers to work as an activity the child 
does or what many people might call play. She calls this work since it is through this that they create 
themselves and it is not just a play. Their play is their work and they are still enjoying it. The adult’s role 
then is to construct the environment in which they will learn. The development of the child is therefore 
dependent on the environment she or he is in, and this environment also includes the parents. 

ABSORBENT MIND 

Dr Montessori observed how children learned the language without anyone teaching them. This 
sparked her idea for the "absorbent mind". Children under the age of three, do not need to have lessons 
in order to learn, they simply absorb everything in the environment by experiencing it, being part of it. It 
is therefore important that the environment set up is attractive and positive, since this is what the child 
will absorb whether they choose to or not. The language of the adult is one that a child will easily pick 
up. Be careful of what you say around them. Even though you think they are not listening, as they may 
not be able to express themselves yet, when they can you will not want them swearing back at you. It is 
for this reason that one should not try to say "No" to a child. We do not want them saying "No" to us 
rudely. Instead, we say "Stop" when we want to tell children that what they are doing is wrong. 

 

http://www.dailymontessori.com/montessori/montessori-activities/
http://www.dailymontessori.com/montessori-articles/children-brain-development/

