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 Welcoming 

 Family owned & operated  

 Qualified Teachers & Educators  

 Experienced  

 Learn Through Play  

 Education 

 Meeting: National Quality Standards 

 

 

 

 
Being - Becoming - Belonging 



 

 

 

Our privately owned and managed centre is designed to provide a safe, motivating and inspiring learning 

environment for children. We provide access to purpose built facilities that encourage learning whilst 
ensuring safety and well-being at all times. 
 
Our Educators have a passion for caring, developing and nurturing children through their early childhood 
education journey and their most important formative years. This commitment from our Educators is 
underpinned by their various qualifications in early childhood education. 
 
At My Stars Berwick we place priority on ensuring that our team are suitably qualified to engage with 
your child and we uphold the highest levels of probity checks. Our Kinder Educator holds a Bachelor’s 
degree and all Leader Educators are diploma qualified. This is further supported with all our Assistant 
Educators holding Certificate III qualifications. Furthermore, all educators hold a ‘working with children's 
certificate,’ are police checked as well as fully trained in first aid, asthma and anaphylaxis management.  
 

 We encourage parents and caregivers to experience and feel a sense of belonging with the My 
Stars family in a warm, friendly and loving environment. Not only is the childcare journey a 
transition for the child and one of the most important milestones for a child, parents can also feel 
the effects of separation anxiety. We provide a place where thoughts and ideas flow freely where 
a sense of belonging is achieved. Once this is established with the parents, the ripple effects can 
be seen in the child, offering a feeling of security and calm.  

 
We believe in the importance of creating an attractive child-orientated and supportive environment that 
honours and respects diversity and where the educators act as positive role model in achieving this. We 
acknowledge the cultural differences within Australia and uphold the spirit and intent of the country. We 
encourage children to learn and appreciate the cultural diversity of their local communities and the wider 
world. We strongly encourage and value a partnership approach between families, teachers and 
management.  
 
My Stars is wholeheartedly passionate about the wellbeing and development of young children. The 
journey ahead is one of personal growth and satisfaction amongst our teachers and children, thereby 
creating a stimulating educational experience for all. We invite you to visit our centre and witness for 
yourself the dynamics of the My Stars family.  
 

We invite you to visit our centre and witness for yourself the dynamics of the My Stars 
family. 
 
 
 
 
 
Pina Rayat 

 
 

Welcome   
My Stars Berwick, Early Learning Centre provides a quality environment with stimulating learning 

opportunities for children aged 0-12 years. We are a family owned operating service, committed to the 
developmental and educational requirements of children and providing an unquestionable quality of 

service. We guarantee to become your child’s educational home away from home. 
 



 

 Orientation  

 
We adopt the following procedures to settle your little treasure into My Stars Berwick 
Early Learning Centre. 

 

• On enrolment each family will receive a current handbook and enrolment form. 
 

 Parents will be asked to fill out an information form about their child for the educator to become familiar with 
his/her routine and personal information. 

 

• The parent and child will be given a tour of the centre and meet the educators and children in his/her new 
room. 

 

 Before a child starts at My Stars Berwick Early Learning Centre, parents are encouraged to participate in an 
orientation process where spend time at the centre for approximately 2 hours. This helps both parent and child 
to feel at ease and familiar with the environment. This process is tailored to meet the individual needs of the 
family and the child and where Educators are flexible and encouraging at all times during this process. We 
encourage the child’s independence in getting to know their room without being accompanied by their 
parents/guardians. 

 

 The educator in the room will introduce the family and child to other staff members in the centre so that they 
become familiar with most staff. We endeavour to have continuity of main carers to help the child settle easier 
and to best maintain consistency.  

 

• You are now ready to leave the child for the whole day, during the pickup time parents are welcome to a chat 
carers about the child’s daily progress. 

 

• Information about the child’s eating, sleeping and play habits will be recorded for the parents to access when 
they pick up the child. 

 

 Staff remain in constant communication with parents about their child’s day and how he/she is settling in and to 
provide continuity of care between home and the centre.  

 

 Communication books, parent/carer interviews, daily routine sheets, daily evaluations, verbal, phone and email 
correspondence are some of the ways we partner with parents to keep them updated with their child’s 
progress.  

 

Parent/Guardian Responsibilities 

• Ensuring details are up to date at all times on enrolment forms. 
• Sign each child in and out each day of attendance. 
• Notify the Centre of your child's absence. 
• Report any illnesses or allergies your child may have. 
• Complete medication forms when necessary and notifying carers of this. 

 

Hours of operation    
My Stars Berwick Early Learning Centre is open Monday to Friday between the hours of 6.30am and 
6.30pm for 50 weeks per year. We can operate on the weekend upon request. We are closed on all public holidays.  

At My Stars Berwick, Early Learning Centre, not only are we different but we also do things a little 
differently. We care deeply about your child’s well-being so we go the extra distance to ensure that 

your child is settled easily into their new environment. 



 

 What to Bring Each Day  
• A sun safe hat which covers your child's face, neck and ears 

 

• On cool or cold days: a warm coat, jacket or jumper and warm hat 
 

• Change of clothes (when involved with hands-on play-based learning, your child may get a little messy!) 
 

• A bib or two 
 

• Comfort item (if required), such as a toy or blanket 
 

• Dummy in a sealed, named container (if required) 
 

• Bottles 
 

• Expressed milk (if required) 
 

• Nappy Cream 
 

• Water bottle with a lid or a Sippy cup 
 

• Any medications – please give these to centre educator to manage directly.  
 

What we supply      
Each day, we will feed the children with four nutritional, well-balanced meals as well as healthy drinks. 
For the children who arrive early in the day we also provide breakfast. We also supply disposable nappies and wipes 
for children in need.  
 

Structure of the centre licensee    
My Stars Berwick Early Learning Centre is a family operated Centre. The Centre is approved by the DEECD. The 
Centre is licensed as a Long Day Care Centre for a maximum number of 79 children per day and is licensed to 
operate five rooms, grouped ranging in ages: - 6 months to the school age.  
 
The License is located on right hand side of the wall once you enter inside the centre. Director and owner Pina 
Rayat, is available 5 days a week at the centre for parent enquiries related to My Stars Berwick, Early Learning 
Centre. In the capacity of Program Administrator, Pina will assume all responsibility in all matters relating to 
accounts, fees and CCS Subsidy. 
 
 

Rooms 
My Stars Berwick Early Learning Centre has 5 rooms.   

 
White Room                  (Babies) 
Rainbow Room        (Pre-Toddlers) 
Yellow Room       (Toddlers) (Vacation Care Room) 
Green Room                  (Pre-Kinder) 
Orange Room       (Funded Kindergarten) 
 

 



 

 

Kid’s Monthly menu  
My Stars Berwick provides regular healthy nutritious balanced meals, snacks, fluids (drinks), and joyful positive 
mealtime experience. Tastes, religion, culture needs and health concerns are reflected in our everyday food menu. 
My Stars is a nut and egg fee Zone.  
Please do not send foods such as chocolate biscuits, sweets, chips, flavoured milk, fruit juice or cordial in bottles. 
Nutritious meals, snacks, milk and water bottles can be provided by the Parents.  
Here is a sample of our January/ April/ July /October - Menu 1 
 

 
 



 

Program and Funded-Kindergarten curriculum 

My Stars Berwick Early Learning Centre recognises its responsibility to care for children in their foundation years. 
Our Centre provides a child-centered program that includes the Early Years Learning Framework for Australia.  
 
The five Early Years Learning and Development Outcomes for all children are:  

• Children have a strong sense of identity 
• Children are connected with and contribute to their world 
• Children have a strong sense of well-being 
• Children are confident and involved learners 
• Children are effective communicators 

 
Our programming is based on observing children on a regular basis, evaluating their needs and planning activities 
from these observations. We aim to develop programs to meet the children's needs and therefore enhance 
individual development. Each child will be pace guided to develop his or her unique, individual way.  
 
Our Programs are evaluated on a regular basis and provide age/stage appropriate planning that considers the needs 
and interests of individuals and groups to ensure a well-balanced program. 
 
Children's potentials are achieved through opportunities to: 

• Be imaginative and creativity 
• Problem solve 
• Play 
• Initiate play and role modelling 
• Discover and explore 
• Experiment 
• Express thoughts and ideas 
• Reflect on experiences 
• Propose theories and reasons 
• Master skills 
• Have meaningful experiences. 

   

Our Funded-Kindergarten and Pre-Kinder curriculum is designed to improve children’s development in the 

following key areas: 
• Social skills, like how to play with other children in a calm, sharing and rewarding way 
• Self-awareness and respect for others 
• Emotional skills, for example understanding their feelings 
• Language, literacy and numeracy skills, such as reading stories and counting objects 
• A joy for learning and group activities, such as talking, drawing and making things together with other 

children their own age 
• Ability to make new friends 
• Exposure to new ideas and concepts.  

 
We also provide families with access to: 

• Support and assistance for children with special needs 
• Resources and links to community support services 
• QKeYLM - Digital Portfolio and EYLF Documentation Program 

QKeYLM allows managing many areas within the NQS, providing educators with a framework to meet and exceed 
expectations within many of the Quality Assessment Areas, document all aspects of Programming Children's 
Learning, as well as involving parents through the Parent Portal. 



 

 
 
 
 
 
 

Our centre uses the programing system called ‘OWNA’. OWNA is a secured web-site and app that provides 

parents/guardians with access to their child individual portfolios, daily information, daily learning posts, 
observation, reflections, planning and the services curriculum. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Parents/Guardians receive customised username and password to view the child’s daily information and progress. 
Access is provided via email invitation.   
 
Through OWNA parents to have access to their child documenting, photos and artwork every day, all day, at the 
comfort of their home and for many years down the child’s life. 
 
Information shared via OWNA includes, but not limited to: 

 Daily food intake information  
 Medication/Illness records  
 Sleep records 
 Toileting records 
 Incident records 
 Daily activity posts with images  
 Enrollment  
 Observation/ Follow-up 
 Sing-In/ Sign-Out  
 Live Communication porta with educators and parents 
 Newsletters  
 Event Info and RSVP 
 Requirement Forms  

and more…. 
 
 
 
 
 



 

Philosophy  
My Stars Berwick Early Learning Centre offers a renewed approach to education that works at catering for the 
emotional, physical, cognitive and spiritual needs of each child in our care. Through our programs, we prepare 
children for life and nurture the children at all ages to live happily together as members of a diverse community. 
From tiny baby, tots to preschool, they learn acceptance and understanding of all people and beliefs. Our Unity in 
Diversity calendar features multicultural and multipath elements and events that encourage positive friendships 
and understanding with one another. We believe in the recognition of the uniqueness of each individual child and 
the need for children to develop an understanding and respect for self, others and the environment they live in. We 
acknowledge the importance of children, parents and staff as partners in a learning community that promotes the 
well-being, education and development of all children. We believe that interaction, sensitivity and attachment are 
fundamental elements in providing opportunities for children to realise their potential and develop a sense of one-
self. We believe that the role of adults is to provide a stimulating and responsive environment, where positive 
reinforcement and encouragement make learning possible. The environment is being welcoming, safe and will offer 
a sense of belonging to all children, families and staff members. We acknowledge, incorporate, value and embrace 
the culture and diversity of people within our Centre and the world around us.  

 

Our team, our strength 
At My Stars Berwick Early Learning Centre, our team is made up of the most caring, professional and dedicated 
educators and all children are treated with respect, love, kindness and understanding. Through our in-service 
programs we build unity and teamwork amongst our educators thus ensuring a happy and stress-free environment 
at My Stars Learning Centre for both children and our team. The Centre is staffed in accordance with the Child Care 
regulations. Educators are assisted to undertake various in-service training courses as often as possible and are 
encouraged to enhance their qualifications.  

 

Parenting      
We welcome parents and relatives to participate in our programs and we value a close relationship between the 
centre and parents. We encourage you to share your talents with us by participating in whatever way you feel most 
comfortable - prepare for activities, read a story, share aspects of your culture or assist on an excursion. 
The welfare of your child is paramount. Early Learning Centre looks forward to supporting a healthy open 
partnerships between the centre and home where your contribution is welcomed and heard. 
Families are also supported to help create a sense of belonging and unity by active participation in the life of the 
centre. Staff will provide parents with daily verbal or written feedback regarding daily events and routines through a 
daily reflection book.  

 

 
  



 

Fees 

Fees are payable at least 2 weeks in advance all the time. 
Fees can be paid via direct debit - a NO CASH policy applies 
In case of permanent bookings all fees are payable for booked days including absences.  
Re-enrolment fee is applicable in case your child is re enrolled within a year of leaving. 

 
Routine Basis / Routine Basis with Casual Care 
Per Child hours in a day = Cost per Hour 
6 hours - $17.90 
7 Hours - $15.81 
8 Hours - $14.58 
9 Hours - $13.50 
10 Hours - $12.75 
11 Hours - $12.05 
12 Hours - $11.40 
Per Child care = per Day  
BSC - $ 31.50 
ASC - $41.50 
Vacation Care  
VAC 10 Hours - $111.50 
 
Casual 
Daily - $25 p/h  
Per Child hours in a day = Cost per Hours 
Daily – 12 Hours - $20.00  
Per Child care = per Day  
BSC - $61.50 
ASC - $61.50 
VAC 10 Hours - $21:00 
No CCS Fee: $108 a day 

 

Alteration / Terminations  
TWO weeks fee is charged in the event that the Centre is not notified at least two weeks in advance in writing of 
any alterations or terminations of the booked days.    
                                                                                                                   

Allowable Absences  
Normal fees are applicable for any booked days that your child does not attend (including non attendance 
due to illness, holidays, etc). Child Care Benefit is applicable for up to 42 days absences per financial 
year (including Public Holidays). Once your child has reached 42 days absences, you will not be eligible for CCS 
for any additional days absent and will incur the cost of full fees for these absent days, unless you provide 
approved documentation (ie doctors certificate, court orders detailing custody arrangements) 
  

 

Routine Basis / Routine Basis with Casual Care 
Sibling Discounts (Per Child) 
(per child) hours of care per Day = Cost per Hour 
6 hours - $17.50  
7 Hours - $15.41  
8 Hours - $14.16  
9 Hours - $13.10  
10 Hours - $12.35  
11 Hours - $11.65  
12 Hours - $11.12 
 
Re-enrollment Fee (Applies when an existing child re-enroll into the service 

within one year) 
$400 
 
 

 
 



 

Late Fee  
At My Stars Berwick, Early Learning Centre we endeavour to provide a loving service in a joyful environment. In the 
spirit of a partnership, we expect parents to honour their responsibility in paying accounts on time. Should accounts 
fall into arrears, parents will be issued with a ‘FRIENDLY REMINDER’ and bank penalty fees will be charged due to 
insufficient funds in parent accounts. If the account is still not brought up to date a FINAL REMINDER NOTICE shall 
be issued with a 20% administration cost added and the child's enrolment at the Centre may be cancelled if 
payment is not received immediately. If the payment is still left unpaid, My Stars Berwick reserves the right to hand 
the matter over to a collection agent to who will recover all outstanding fees from there on.  
If you have difficulty in paying your account, for any particular reason, please contact the director Pina Rayat who 
may be able to assist you. This however should be done before the situation is reached to Debt Collection Agency 
stage. 
The Centre closes sharply at the prescribed time, and any extension beyond that time will be an added expense in 
favour of the Centre due to Government Regulations regarding staffing requirements, which must be adhered too. 
Accordingly, the Centre reserves the right to impose a late pick up fee of $15.00 for the first 10 minutes, after 10 
minutes it’s a dollar per minute until the child is picked up. This fee is paid directly to the staff who have stayed 
behind to care for the child, at the time of picking up the child or it will add up to the parent’s fee.  
 

Enrolment   
Prior to your child attending My Stars Berwick, Early Learning Centre, parents will be given a folder with relevant 
forms and guidelines required by the Centre. Please ensure the Enrolment Form and Agreement are accurately 
completed, signed and handed over to the Centre at least 7 days prior to your child's first day of attendance. These 
forms will enable us to provide the highest quality care and record vital information of your child. It is important 
that the Centre is notified of any changes which may occur such as change of address or phone number as soon as 
possible thus avoiding any mishaps.  
If there is a court order in place, then the Centre needs to be given a copy of same upon enrolment and the this will 
be maintained in a confidential manner by the Centre Management. It is most important that the Director be 
notified of the circumstances relating to this order and be kept up to date of any changes to these details. Should 
any child or staff member be put in a potentially dangerous situation at any time, the Victorian Police will be 
notified immediately.  
 

The 4 starts of Child Care Enrollment are listed below:  

 

 

 

 

 

 

 

 



 

Child Care Subsidy   
The Child Care Subsidy is a payment made by the Federal Government to families to assist with the costs of 
child care. CCS will be paid directly to the service providers to pass onto families as a fee reduction.  
Families will make a co-contribution to their fees and pay the provider the difference between the fee charged and 
the subsidy amount.  
 

Families must lodge the child care subsidy claim online (my.gov.au) by completing the ‘Child Care Subsidy 
Assessment Summary’  

 
 
The percentage of Childcare Assistance you are entitled to is based on Three things:  
• 1. Family income – combined family adjusted taxable income  
• 2. Activity Test – the activity level of both parents 
• 3. Service Type – type of child care service 
(Hourly Rate Caps and 5% withholding of subsidy will apply)   
 

Centrelink will be able to advise you of your subsidy. 
In order to receive CCS, parents must sign every child in and out EVERYDAY that the child attends the Centre. To 
receive CCS for a child's absence, a record must be made of the reason for absence, including date and under 
parent’s signature. Upon your child's return to the Centre, the parent is required to sign the appropriate day in the 
folder and indicate the reason for absence e.g. sick/holiday. 
 

CCS Estimator 
Families can work out their Child Care Subsidy (CCS) percentage using your family income estimate. 
Your CCS percentage is the amount we’ll subsidise. It will apply to either your hourly fee or the relevant hourly rate 
cap, whichever is lower. 

From 10 July 2023, here is how much you can expect to get covered, on average 
 

*Based on eldest or only child. Families with more than one child may be eligible for a higher subsidy for their 
second child and younger children. 
*The $12.74 hourly cap applied above is a 2022 figure and is subject to change with the Commonwealth 
Government’s announcement of the 2024 CCS hourly cap changes. 

https://www.servicesaustralia.gov.au/individuals/services/centrelink/child-care-subsidy/how-much-you-can-get/your-income-can-affect-it/your-family-income-estimate


 

Activity level and subsidised care 
Family activity level affects your subsidised care for Child Care Subsidy (CCS). 
Centrelink bases activity level on the hours of recognised activities a family does. Based on your activity level 
centrelink work outs how many hours of subsidised child care you can get each fortnight. In two parent families, 
centerlink looks at both of your activity levels. They use the lower of yourself or your partner’s activity level to work 
out your hours of subsidised care. 
 
The hours of subsidised child care you can access per fortnight applies to each child. 
 
There are 4 activity levels. 

 
 

Families can access up to 36 hours of subsidised child care per fortnight if your only activity is either: 

- volunteering 

- actively looking for work. 
 
To access this amount you must spend a minimum of 8 hours each fortnight doing the activity. 
 

Sun cream  
At My Stars Berwick, Early Learning Centre we follow the Victorian Sun smart policy. This involves all children 
wearing hats for outdoor play which are supplied by the parent, at appropriate times throughout the year. We also 
apply sun cream to all children before outdoor play which we supply. If your child has special sun cream due to skin 
irritation you will need to supply this, clearly labelled with your child’s name.  
 

Lockers 
Each child has a locker, which will be in the same location from week to week. Each day of care, your child’s 
belongings should be placed in the locker identified with his / her name.  
 

Toys and other treasures from home     
Please discourage your children from bringing toys etc. to the Centre. As you may understand, we cannot take 
responsibility for these items brought from home. Perhaps if your child wishes to bring an item to show their 
caregiver, you can then take it home with you once they have seen it. 
If your child brings a toy or piece of equipment home with them that belongs to My Stars Berwick, Early Learning 
Centre, please return it as soon as possible as a single missing piece can make the toy/game unusable.  

 



 

Health issues      
SICK/UNWELL CHILDREN 
If your child is sick and requires medication, then please think carefully before bringing him/her to the Centre. 
Remember sickness spreads easily and quickly when large numbers of children are in close contact with each other. 
It is extremely difficult for staff to provide the appropriate care for children who are ill and still give attention to the 
rest of the group. When children are sick they need more attention and rest and it is impossible to give a child who 
is placed in a group situation this type of care, as it requires staff members to lessen their involvement with the 
remainder of the group. So before bringing a sick child to the Centre you should ask yourself - 'Is my child well 
enough to attend day-care or should they be at home?'  
If your child develops any of the following conditions, please do NOT attend until symptoms disappear or your 
doctor states in writing that your child is no longer infectious and is able to return to the Centre: 
Diarrhea, Vomiting, Thick coloured runny nose, Fever , Severe Coughing, Head lice, Rashes /severe itching, Cold 
Sores  
THEREFORE, FOR THE HEALTH OF ALL THE CHILDREN, WE RESPECTFULLY REQUEST THAT CHILDREN WHO ARE SICK 
OR UNWELL ARE NOT BROUGHT TO THE CENTRE. 
Parents must also provide information on any Ambulance cover available to their child in the case of an 
emergency. 
Prescribed Medication must have a pharmaceutical-dispensing labeled clearly marked with the child's name, 
date and the dosage required on it. 
Non-Prescribed Medication will only be administered with a doctor's letter stating the name of the 
medication, name of child, dosage and directions for administration. The only exception to this is the 
administering of a single dose of Panadol, with your permission, as in the enrolment form. 
PLEASE DO NOT LEAVE MEDICATION OF ANY DESCRIPTION IN YOUR CHILD'S BAG, LOCKER OR IN THE 
ROOMS!!! 

Arrival and Departure  
Children cannot be signed into the Centre before 6.30am, as they are not covered by insurance prior to this time. It 
is essential that you sign your child in and out every day that they attend the Centre. These records are used in case 
of an emergency such as a fire etc. as well as for claiming Child Care Benefit. If this is not followed through, you will 
be charged the full fee.  Children must be brought to the Centre by a responsible adult known to the staff. If for 
some reason someone other than the parent brings the child to the Centre, please phone and let us know. It is 
Centre Policy that a person under the age of 18 is not permitted to bring a child to centre or collect them from the 
centre. On arrival, please take your child to an educator and share any relevant information, which might be 
important to your child's well-being throughout the day. If your child is upset when you leave, chances are that they 
will be settled soon after. If you are concerned in any way about your child’s wellbeing, please do not hesitate to 
give us a call. We will call you if we feel your child is unduly upset. Only authorised persons (as indicated on the 
enrolment form) will be allowed to collect children from the centre. If your child is to be collected by someone 
other than those stated on the enrolment form then you need to notify the Director or staff, either verbally or in 
writing. Any adult that is authorised to pick up your child, other than the one known to the staff, will be required to 
provide photo identification.  

Grievances and concerns      
If a parent has any concerns, please discuss it with the Director or the Educators as soon as possible. “Nipping in the 
bud” is far easier than attempting resolve matters that have quickly escalated into major matters.   
We suggest that you follow up your concern in the following order:- 
• Speak with the Group Leader in the room concerned. 
• If you still have a concern, do not hesitate to make an appointment with the Director. 
• Should your concern still not be resolved then you may like to contact the Department of Human Services. 

  



 

Family owned and operated since 2012  

Care for kids 0-12 years’ old 

Experienced and qualified educators  

Delivers govt. recognized Early Learning Framework 

Focuses on individual development  

 

 

 
 

 

   
  

What people love My Stars? 

 

 

Testimonials 

 


