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Our Services

Mallee Minors  
Childcare Ouyen 
66 Hughes Street, Ouyen  
Ph: 03 50 910 292  |  M: 0437 337 854 

Operating Hours  
Monday - Friday 8am to 5.30pm 

Underbool Early  
Learning Centre 
43 Cotter Street, Underbool  
Ph: 03 50 946 273  |  M: 0448 480 662

Operating Hours  
Childcare: Tuesday & Thursday  
8.00am to 5pm 

Pre School:  
Tuesday & Thursday 
8.30am to 4pm

Ouyen Preschool 
78 Oke Street, Ouyen  
Ph: 03 50 921 347  

Operating Hours  
Monday, Tuesday and Thursday  
8.30am to 1.30pm 

Wrap Around Childcare available  
Monday, Tuesday & Thursday  
1.30pm to 5pm 

Murrayville Early  
Learning Centre 
Cnr Francis & Gray Street, Murrayville  
Ph: 03 50 952 137  |  M: 0448 480 660

Operating Hours  
Childcare: Wednesday & Friday  
8.30am to 5pm  

Kindergarten: Wednesday & 
Friday 8.30am to 4pm

Sea Lake Early  
Learning Centre 
10 Sutcliff Street, Sea Lake  
Ph: 03 50 701 387  |  M: 0448 480 733

Operating Hours  
Childcare: Monday - Friday  
8.15am to 5.15pm 

Pre School: Monday, Tuesday & Wednesday  
8.15am to 1.15pm 

Manangatang Pre School 
Robinvale Sea Lake Road, Manangatang  
Ph: 03 50 351 368

Operating Hours 
Tuesday, Wednesday & Thursday 
8.45am to 1.45pm 

ACKNOWLEDGEMENT 
OF COUNTRY
I acknowledge the Traditional 
Owners of the land on which we 
are meeting. I pay my respects 
to their Elders, past and present, 
and the Aboriginal Elders of other 
communities who may be here today.

RURAL OUTREACH 
WORKERS
When times get tough, when you 
need a trusted person to talk to, 
when you are concerned about 
someone, when you need assistance 
navigating & accessing services 
quickly, when you need a friendly 
ear on the phone. Our team of 
Rural Outreach Workers can help.

Free no matter your age or where 
you live in the MTHCS catchment.

Renae  M: 0429 090 942 
Tarsh  M: 0492 001 181
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* Less than 42 responses were received for the period due to the relative size of the Health Service.
** FC - Full Compliance.

Our values & behaviours Importance of early  
childhood education
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Accountability Excellence Compassion Teamwork Integrity Transparency

VALUE

We define our 
expectations and 
are accountable 
for our actions

We set high 
standards and 

continually  
strive to improve  

on them

We treat everyone  
with care, respect  

and dignity

We work 
collaboratively and 

in the spirit  
of partnership

We endeavour to 
do the right thing in 
all circumstances 

even if no-one 
is watching 

We are open and  
honest and 

embrace positive 
change

BEHAVIOURS

-  We keep our  
word and do  
what we say

-  We own our 
actions and 
behaviours

-  We look for 
solutions not 
someone to blame

-  We hold others  
to account for 
poor behaviour 
and attitudes

-  We continuously 
strive to improve  
by acting on 
feedback and 
being open  
to new ways of  
doing things 

-  We take initiative 
and have 
the courage 
to question 
what we do

-  We are 
professional  
in every way, 
always 

-  We are person 
centred and 
deliver a positive 
experience, 
every time

-  We demonstrate 
care, kindness 
and empathy

-  We are flexible, 
compassionate 
and offer to help 

-  We are responsive 
to each others’ 
needs

-  We seek 
opportunities to 
break down silos

-  We respect 
others’ values  
and opinions

-  We treat others  
as we would like 
to be treated

-  We are honest 
and reliable

-  We protect 
and care for 
our reputation 
and build 
community trust

-  We value 
diversity, and are 
not judgemental

-  We respect 
privacy and 
confidentiality 

-  We base decisions 
on fact, not 
rumours

-  We share our 
knowledge 
and learning

-  We embrace 
change and have 
a ‘can do’ attitude

-  We don’t hide 
or ignore issues 
but tackle 
them directly

These values and behaviours were developed by employees from across MTHCS in 2019 over a series of workshops and interviews.

Children’s neurological pathways 
multiply and develop faster in the  
first five years than at any other time  
in their life.

 The architecture of a child’s brain is 
shaped by high quality interactions  
with trusted adults and peers.

Our Early Years educators are 
committed to working in partnership 
with families to provide a flexible 
and nurturing environment that 
supports the development and 
learning of your children. 

Our Early Years services work within the 
National Quality Framework (NQF) which 
is a national approach to assessment, 
regulations and quality improvement for 
Early Childhood Education and Care. 

The relevant frameworks within the 
NQF are the Early Years Learning 
Framework (EYLF) and the Victorian 
Early Years Learning Framework 
(VEYLDF). These outline the importance 
of “Belonging, Being and Becoming”. 

These frameworks guide our work 
with children through three elements 
of principles, practices and learning 
outcomes. Through these learning 
outcomes, we are able to enhance 
children’s skills in the following areas: 

1. Identity - children have a strong  
sense of identity 

2. Community - children are connected 
with, and contribute to, their world 

3. Wellbeing - children have a  
strong sense of wellbeing 

4. Learning - children are confident  
and involved learners 

5. Communication - children are  
effective communicators 

For more information regarding 
 the framework, you can visit  
https://www.acecqa.gov.au 
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Enrolments & bookings

Early Years Admin
The MTHCS Early Years administration 
office is located at the Mallee Minors 
Childcare Centre, Ouyen. This is 
the central place for enrolment 
and booking enquires for all of 
our Early Years services. 

Childcare & Pre School 
eligibility
Our Childcare services cater for children 
aged from 6 weeks to 12 years.  

We provide 3 and 4 year old kindergarten 
at each of our Pre School services. To 
access a funded kindergarten place, the 
child must turn 3 or 4 years of age by 
the 30th of April of that Pre School year. 

It is important to note that children 
enrolling in a 3 year old kinder program 
are unable to begin attending until 
they have turned 3 years old. 

A child may be eligible to enrol under 
the Early Start program or, in some 
cases, be approved for a second year of 
4 year old kindergarten funding. If you 
believe this affects your child, please 
speak to your Pre School teacher

Children who will turn 6 years of 
age whilst attending a kindergarten 
program must have an exemption 
from school before enrolling.

Enrolment Process
The process of enrolling in any of 
our Early Years services begins with 
contacting our Early Years office. 
This can be done via phone 03 50 
910 292, email earlyyears@mthcs.
vic.gov.au, or via the ‘Expressions of 
Interest’ link (for Ouyen, Murrayville & 
Sea Lake childcare only) in the Early 
Years section of the MTHCS website. 

Once you have contacted the centre 
regarding enrolling your child into 
any of our Early Years services, you 
will be emailed a link to the online 
enrolment form. Alternatively, you 
can request an appointment to 
complete the online enrolment with 
a member of the Early Years admin 
team over the phone or face to face. 

You will be required to complete the 
enrolment in full, supply required 
documentation where applicable 
(such as copies of concession cards, 
Immunisation History Statements, 
medical information and court orders) 
and declare that the information 
you supply is true and correct. 

Booking requests will be considered 
by our Early Years admin team, and 
depending on availability within 
our services, arrangements will 
be made to accommodate your 
requests. If preferred days, sessions 
or locations are unavailable, you 
may be offered alternative options 
or a place on our waitlist. 

Priority of Access
In cases where a service is 
oversubscribed, MTHCS has 
guidelines in place to support 

‘Priority of Access’ - these guidelines 
are based on the criteria established 
by the Department of Education.

Unfortunately, in situations when a new 
enrolment received requires priority 
care or family situations change, it 
may be necessary for us to cancel 
care of other children that fall in a 
lower category of Priority of Access.

We will endeavour to assist families as 
best we can, if this situation arises. 

Priority of Access levels are: 

1. A child at risk of serious 
abuse or neglect. Families 
known to child protection. 

2. Families which fall into the below 
categories (Note: all categories 
are considered equal) 

  a) Children in Aboriginal and 
Torres Strait Islander families 

  b) Children in families that 
include a disabled person 

  c) Children identified on their birth 
certificate as being a multiple 
birth child of triplets or more 

  d) Children in Refugee or 
Asylum Seeker families 

 e) Children in families on low income 

  f) Children in families from culturally 
& linguistically diverse backgrounds 

  g) Children in socially isolated families 
or from working families with limited 
locally  based family support 

  h) Children of single parents/guardians 

 i) Children of essential workers 

  j) Children eligible for a funded Pre 
School program (where services 
operate an integrated program) or 
those that have received funding 
for a second year of Pre School.

3. Permanent bookings 

4. Any other child 

5. Any casual booking request 

Orientation
 All families are asked to attend an 
orientation with their child, before their 
child can commence at our services.

We believe orientation is an important 
process that enables parents 
and children to feel welcome and 
safe in the new surroundings.

This also gives the families and 
educators an opportunity to share 
information relevant to the care 
and education of the child. 

Changes to Enrolment 
Details & Bookings
We understand that family circumstances 
change, and this may affect the needs 
of your child’s attendance or children’s 
details.

Please contact the Early Years office if 
at any stage you require changes to be 
made to your bookings, if your child is 
going to be absent from a session, or 
you wish to cease your child’s care.

It is also the responsibility of families to 
ensure that your child’s enrolment details 
are true and correct, and up to date. 
This can be done by logging in to you 
My Family Lounge account, contacting 
the Early Years office or by completing 
an ‘Enrolment Form Change of Details’. 
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Fees & Payments

There are notable differences 
between the costs for Childcare 
and that of Pre School. 

Childcare Fees
Our Childcare incurs a per session cost. 

Statements are issued fortnightly via 
email or post (as selected by families 
at enrolment). These statements 
encompass the sessions attended to date, 
plus the upcoming two weeks bookings.

Any changes for the advanced payments 
will be adjusted in the statement you 
receive the following fortnight.

Families are eligible to apply for Child 
Care Subsidy (CCS), and if successful, 
the costs of care will be subsidised by 
the Australian Government. CCS is paid 
to MTHCS and passed on to parents/
guardians in the form of fee reduction. 
Each family’s gap fee will be different as 
it is calculated based on your families 
combined family income and activity test. 
MTHCS receives compliance advice from 
Custom Data Support on an ongoing 
basis to ensure we are compliant with 
Family Assistance Law in administering 
the requirements of the Commonwealth 
funding received through the CCS. 

Families are required to complete the 
CCS application through the Centrelink 
portal of their MyGov account. Families 
will need to be registered with Centrelink 
to receive CCS, and required to supply 
Customer Registration Number (CRN) 
and Date of Births for you and your 
child to us at enrolment. It is your 
responsibility to have your MyGov 
and Centrelink details up to date. 

Pre School Fees 
Pre School programs are charged as a 
per Term fee. Statements will be sent 
from our account office via email or 
post (as indicated on your enrolment 
form). If your child also attends one of 
our childcare services, the Term fee 
will be included with that statement.  

Families may be eligible for free  
or low-cost kindergarten. Please discuss 
this with our Early Years admin team 
if you feel you meet the criteria. 

Payment Options
MTHCS preferred payment option is 
through Debit Success service with 
Direct Debit transfer or credit card. 
A form providing bank details and 
giving permission is required to be 
completed. Families have the option to 
arrange payments weekly, fortnightly 
or monthly through this service. 

We are also are registered with 
Centrepay. A form outlining payment 
type, amount and frequency, along 
with permissions is required 
if choosing this option. 

Alternatively, families can make 
payments via direct debit to MTHCS.  
The banking details are: 

Mallee Track Health  
and Community Service 
BSB 083776  |  Acc 250918711 

***Please add prefix MM, your 
child’s surname and child’s first 
initial as a reference***  

For example, MMSmithJ 

Credit card facilities and cash payment 
methods are available at the admin office 
of the Sea Lake and Ouyen hospitals. 

Overdue Fees
Families who are overdue in their fees by 
4 weeks will receive a reminder. Staff will 
discuss payment options I.e. payment in 
full or arranging an affordable payment. 
Payments will be monitored, and if 
no payment is made or payment plan 
arranged 2 weeks after the first call, 
management will suspend your child’s 
bookings. Families who are having 
genuine difficulty paying their fees will be 
encouraged to commence a payment plan 
with the Early Years Program Leader. 

Permanent Booking Fees
Permanent bookings are those that are 
reserved for your child on a regular 
day or session with in that year. A 
permanent booking for your child 
means that you must pay for their 
attendance regardless of whether they 
are absent for illness or other reasons.

Families will not be charged a session 
fee if their permanent booking falls 
on a public holiday or if the service 
cancels the program. Families may 
be charged on Local Emergency 
Days including Code Red days.

MTHCS | 9
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Children’s Safety & Wellbeing 

Our Early Years services provide an 
environment that allows children to 
realise their full potential and feel 
included & valued, regardless of race, 
colour, religion, gender or ability.

This is supported through access to 
a variety of resources integrated in 
to the program and through creating 
an environment where diversity 
is recognised and appreciated.

Our services aim to support the child’s 
sense of their own identity. Please inform 
staff of ways we can support you and 
your child’s individual needs within our 
services during orientation and at any 
other time during your time with us. 

All MTHCS Early Years staff, volunteers 
and visiting services require a 
Working With Children’s Check.

MTHCS are committed to preventing 
child abuse, identifying risks early, 
and removing and reducing these 
risks. We want children to be safe, 
happy and empowered. We support 
and respect all children, as well as 
our staff, families and volunteers.

We are especially concerned with the 
cultural safety of indigenous children 
and families, of children and families 
from a culturally and linguistically 
different, and the safety and wellbeing 
of children with additional needs.

All MTHCS Early Years services work 
within the Victorian Child Safe Standards. 
For further information on the Victorian 
Child Safe Standards, families can visit 
the Commission for Children and Young 
People website www.ccyp.vic.gov.au 

We have zero tolerance of child abuse, 
and all allegations and safety concerns 
will be treated very seriously and in line 
with our policies and procedures. Our 
staff have legal and moral obligations 
to contact authorities when we are 
concerned about a child’s safety.

It is a mandatory legal requirement of all 
educators to report suspected abuse of 
children, or those children at immediate 
risk of abuse, to DHHS Child Protection.

Where applicable, our Early Years staff 
will discuss concerns with families and 
refer families for support to Orange Door. 

Immunisations

Legislation requires that all children be 
fully vaccinated, unless they have an 
exemption, to be enrolled in Childcare or 
Pre School in Victoria. This means you 
will be required to upload a copy of your 
child’s Immunisation History Statement 
to your child’s enrolment, before they can 
begin attending our services. 

Immunisation History Statements 
(IHS) can be found via the Medicare 
portal of your MyGov account.  

It is your responsibility to ensure 
your child’s immunisations remain 
up to date, and that updated IHS are 
uploaded to your enrolment each time 
your child receives a new vaccination.

The family services team at 
Orange Door can provide positive 
support and assistance for families 
who may not be coping with the 
challenging tasks of parenting. 

For more information, please speak to 
our Early Years staff, contact MTHCS 
Outreach Workers Renae Bonica 
(phone) or Natarsha Hickey (phone), or 
contact Orange Door on 1800 290 943. 

If you believe a child is at immediate 
risk of abuse phone 000. 

To report abuse, call Child Protection 
Intake on 1300 664 977.  
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Medical needs, injuries and illness

Medical Conditions
In order for us to provide the 
appropriate and best care for your 
child, it is important that you notify 
us on your enrolment form of any 
disabilities, health care needs or medical 
conditions. Staff will work with you to 
complete the required documents. 

If your child has a medical condition 
such as asthma, anaphylaxis, diabetes, 
eczema or an allergy, you will need 
to meet with the Room Leader 
and fill out appropriate forms: 

•  Medical management plan 

•  Medical Conditions Risk Management 
& Communication plan 

We will also require necessary 
paperwork from health professionals. 
For example, asthma record 
cards or anaphylaxis plans. 

Medications 
We understand that throughout 
children’s development and growth, 
they may need medications.  

 Our staff are trained and capable 
in giving medications to children 
when needed throughout the day. 
Medication must be provided by 
you, the parent or carer of the 
child, and include the following: 

• Original container 

• Original label that is clearly readable 
and identifies the use by date 

• Child’s name is clearly 
on the container 

• Any instructions attached to 
the medication or related to 
the use of the medication 

• For prescribed medications, 
the container must contain the 
original label with the name of the 
child to whom it is prescribed 

• Any verbal or written instructions 
provided by the child’s registered 
medical practitioner 

Please hand any medications over to an 
educator for safe storage. Medication 
must not be left in children’s back packs. 

An Authorisation to Administer 
Medications form will need to be 
completed to enable educators to 
administer the medication to your child.  

Accidents & Injuries
Our educators are trained to maintain a 
high standard of supervision to minimise 
the risk of children becoming injured. 
However, through playing, exploring 
and experimenting, it is still possible 
for children to hurt themselves. 

All educators are trained in First Aid, 
CPR and Asthma & Anaphylaxis. For 
minor injuries such as grazes, small 
cuts or bruises each service has its own 
first aid kit for educators to access.  

An injury form will be completed by an 
educator which you will be asked to read 
and sign upon collecting your child. 

Our services follow a traffic light 
coded system, which means any 
injuries are categorised by: 

Green = minor injury 
Amber = moderate injury, and  
Red = major injury. 

For “amber” injuries you will be 
given a courtesy call to notify 
you of your child’s injury.  

For major injuries where an ambulance 
may be needed, our educators are 
also trained to provide the appropriate 
first aid until paramedics can take 
over. Our Educators are required by 
law to report any serious incidents, 
illnesses or injuries to the Department 
Of Education and Training. 

For more information and a list of green, 
amber or red injuries, please see our 
Incident, Injury, Trauma and Illness 
Policy on our website mthcs.com.au

Illness
Contact Early Years admin staff in 
Ouyen on 5091 0292 or text 0437 337 
854 if your child is unwell and won’t 
be attending their booked session. 

The wellbeing of each child is of highest 
priority at all of our centres. We kindly 
ask that if your child is ill, suffering 
from an infectious disease or a condition 
that prevents them from reasonable 
participation in the centre’s program, 
that they please stay at home until well.  

If your child becomes unwell 
whilst in our care, we will contact 
you as soon as possible. 

Panadol/Nurofen

Children who have been administered 
Panadol, Nurofen or similar medication 
must stay home until they are well. 
MTHCS early years services do not 
administer Panadol or Nurofen.

*A written doctor’s certificate may be required before child can return to care* 

For more information on illness and exclusion periods, see our Incident, 
Injury, Trauma and Illness Policy or Dealing with Infection Diseases 
Policy in the Policy & Procedures on our website www.mthcs.com.au

Symptom Exclusion period 

Vomiting and/or diarrhoea 48 hours from last vomit or 
loose bowel movement 

High temperature 38 or higher 24 hours after high 
temperature ceased without 
the aid of medication

Undiagnosed rash 24 hours

Conjunctivitis Until discharge has ceased

Head Lice Until day AFTER treatment 
has commenced

Green runny nose in conjunction 
with other symptoms including: 
chesty cough, pale and/or clammy 
skin, dark circles under eyes, 
lethargic, unsettled or withdrawn.

Until child is visibly well 
without aid of medication

If your child has any of the following symptoms: 
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Comments  
& Complaints 
We welcome your feedback. Feedback 
helps us improve our service. It allows 
us to focus on the areas that have 
been highlighted for improvement. 

We will regularly ask for your input 
on matters relating to our Early Years 
programs and encourage families 
to offer ideas and suggestions. 

Parent surveys will be sent out via 
StoryPark, where we will seek your 
honest feedback on what we are doing 
well and what might need improving.

Policy &  
Procedures 
All of our policies and procedures 
are readily available for parents 
to obtain a copy of.

If you are wanting to read any of our 
policies, please contact the Early Years 
office and we can get it to you as soon  
as possible or visit our website  
mthcs.com.au to view our 
full list of policies.

Brochures &  
Helpful Resources
Early Start Kindergarten Brochure 

Child Care Subsidy Brochure

Enrolment Form Change of Details

Statement Example 

www.education.vic.gov.au

www.servicesaustralia.gov.au

Staying Connected 

We believe that working in partnerships 
with families is paramount in providing 
quality care to your children. We 
endeavour to foster respectful and 
meaning relationships, where families 
and staff can openly communicate.

Orientation & in-person 
communication
Before a child begins attending our 
services, staff and families meet to 
discuss and share information about 
home and care, and view the childcare 
or pre school setting. It is a great 
opportunity to commence the building 
of a strong relationship between the 
child’s home and care settings. This 
style of communication and interaction 
is encouraged throughout your child’s 
attendance with us. Please feel 
free to contact the service to make 
appointments to discuss your child’s 
learning and development at any stage.

StoryPark
StoryPark is a website specifically set up 
to make it easy for early years’ settings 
to stay connected with families. 

This is our primary method of 
communication used to convey any 
important information such as, the 
operation of services, illness recorded 
at the services, accounts & fees, and 
upcoming events. It is also where 
you will be able to view and engage 
with learning stories, notes and 
routines about your child and their 
participation in the service’s program. 

You will receive an email inviting 
you to join StoryPark once your 
child begins attending a service. 

Please note: it is the family’s 
responsibility to monitor 
StoryPark to ensure any relevant 
information regarding your child 
and care, is not overlooked.  

Email / Phone / Text
If you need to discuss a matter relating 
to attendance, illness, accounts, 
bookings or absences, please 
contact Early Years Admin via email 
earlyyears@mthcs.vic.gov.au phone  
03 5091 0292 or mobile 0437 337 854.

If your matter relates specifically to 
your child’s development or learnings, 
and you wish to discuss this with their 
educators, you can contact the Early 
Years Admin to make arrangements for 
this to happen. Alternatively, you could 
contact the specific service your child 
attends to arrange this (contact details 
for each service can be found in the Our 
Services section of this document).

Closure days
Public Holidays
If a Public Holiday falls on a day the 
centre is operating, we will be closed for 
that day, and you will not be charged.

These public holidays are:

•  Australia Day

•  Labour Day

•  Good Friday

•  Easter Monday

•  ANZAC day 

•  Queen’s Birthday

•  AFL Grand Final Day (Friday 
before AFL Grand Final)

•  Melbourne Cup Day

Planned Service Closures
Throughout the year services may have 
planned service closure days. This 
is to enable our educators to attend 
professional development sessions 
to ensure our workforce have the 
most current knowledge and skills. 

Families will not be charged for their 
permanent bookings on these days. 
Families will be given 4 weeks’ notice 
for any planned service closures to 
allow ample time for families to organise 
alternative care arrangements.

Local Emergency Days
Local emergencies such as Code 
Red Fire danger days, may force our 
services to close unexpectedly. 

We will endeavour to communicate 
any closures of this type as soon as 
we receive the directions to close.

You may be charged if this happens to fall 
on your child’s permanently booked day.
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