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1.
Welcome to Spensley Street Out of School Hours Care (OSHC) pROGRAM

The Out of School Hours Care program (OSHC) is sponsored by School Council and with full support of the school community operates in accordance with the school philosophy, policy and procedures. The OSHC program is an extension of the school day and as such operates during school term at the following times:

	Program
	From
	To

	Before School Care:
	7:30 AM
	9:00 AM

	After School Care (Afters):
	3:30 PM
	6:00 PM

	NB. After School Care (Afters) Last day of each term:
	2:30 PM
	5:00 PM

	Curriculum/Reporting Day Care:

(Operates on school non-teaching days where specified)
	8:00 AM
	5:00 PM

	(Please note Vacation Care is managed by Yarra City Council, check website for details and bookings.)


This handbook is written specifically for parents/carers of Spensley Street Primary School who wish to use the OSHC service. Contained within are the philosophy and objectives of the service, procedures for enrolling, attendance and communication, as well as account and fee information. 

It will also outline the limits of the service and what your rights and obligations are as a parent/carer utilising OSHC. By making the time to carefully read through this handbook you will be helping us to provide a continuous, high quality service to the benefit of parents, children and staff.

Definitions of terms are provided in appendix 1.

1.1 
What is Out of School Hours Care?
The program provides childcare before school, after school and on non-teaching school days for school age children who attend SSPS.

The OSHC program is an extension of a child’s school day and as such children are expected to behave as they would during school time.

Our aim is to provide a safe place for children to play, learn something new and have fun with friends. The Afters program is a useful time for children to unwind after the school day, develop a sense of community and build strong relationships with children of all ages.

The program operates from the school’s aftercare room, and children can engage in free play or choose from a number of activities, including specialised instructions in activities such as yoga, circus, cooking, archery, fencing and outdoor games. Some of the activities we run are listed in appendix 2; we welcome family involvement in the program and encourage parents to share their interests/skills. 

If you are interested in enrolling in the program please familiarise yourself with the Handbook and the Afters link on the school web site. Enrolments for the following year are accepted from November of the previous year. Further enquiries can be directed to the Coordinator or Assistant Coordinator by phone: (03) 9481 4365 or e-mail: aftercare@ssps.vic.edu.au
2.
Philosophy
Spensley Street OSHC is considered an extension of a child’s school day and aims to provide the highest quality care in the safest possible environment in support of the school’s philosophy. In doing so the service has a flexible approach which assists parents in balancing work and family commitments. Children are provided with a broad range of indoor and outdoor activities in a safe and relaxed environment that encourage them to play, reflect, be creative, to take ownership, learn new skills and develop friendships. The holistic nature of our educators’ professional practice helps to build and nurture relationships and recognises that children grow and develop differently. The service encourages children and families to feel connected to the broader community around them and promote a sense of agency. Diversity is valued and respected through inclusive practices. In our school we will strive to understand what constitutes reconciliation. To educate on  a truthful and meaningful appreciation of values and culture of the nation’s first people and respect whose land we live on, not just the history, but now.
2.1
Objectives
The service will build and maintain strong relationships with families, the school and the wider community. In doing so the service aims to provide professional, high quality care to all customers in accordance with My Time, Our Place framework in OSHC. In following our philosophy we will:
· attend to children as a priority and help promote a strong sense of wellbeing
· encourage and model acts of fairness and emphasise equality of opportunity

· provide an environment where children can make connections between prior experiences and new play
· foster respect for diversity of age, ethnicity and ability through inclusive practices and accommodation of individual needs

· promote social, emotional, physical, recreational, intellectual and creative development of children

· encourage and support children to be confident and involved learners, who are connected and contribute to their world, and are knowledgeable and self-aware.
· recognise the crucial role the service plays in allowing parents to pursue and develop careers or further education

· be qualified within Frameworks and have access to professional development opportunities

· promote healthy eating habits and hygienic food handling as well as recognising children’s individual nutritional needs

· foster relationships between staff and parents so that they can support each other in their complimentary roles, display high expectations of equity and a respect for diversity. 
· demonstrate a commitment to improving the service in accordance with government regulated benchmarks outlined in the Australian Children’s Education and Care Quality Authority (ACECQA) 
3. 
Orientation for families
An introduction to the program is provided during the Prep Transition Information Session held in November each year. Friendly staff are ready to assist with any enquiries during program time. In addition to reading this handbook, new and continuing families using the OSHC service should make time to locate the following:
· Aftercare Room (located behind the canteen, entrance adjacent to the basketball court)
· OSHC Family Information Station (includes all news and information, forms, and feedback box)

· Staff Details Notice Board (displaying information on current and past staff)

· Photo Display Boards (showing activities in Afters)

· Parent Communication Book (all communication from families to program staff, changes to bookings)

· Sign In/Out Desk (where you need to sign your child in/out of the program)

Upon reading the handbook parents must also ensure that they have completed all details on their enrolment form (see Section 5. Enrolment).

4.
ORGANISATIONAL STRUCTURE
4.1
School Council

The program is sponsored by the Spensley Street Primary School Council which has the responsibility for the overall financial and operational management of the program. School council meet once a month, usually on the third Wednesday of the month, at 7.30pm.
4.2
OSHC Committee

The primary role of the committee is to manage the OSHC program and to implement school policy in relation to the program. The committee is made up of representatives from School Council, teaching staff, parents and program staff. OSHC Committee meets monthly. Roles and responsibilities of the Committee include:

· to encourage participation of parents/carers, staff and students

· to regularly review the program and its policies

· to be actively involved in staff recruitment and the development of a positive work environment

4.3
Management

The Principal and Coordinator are responsible for the daily management of the program.

The roles and responsibilities of Management include:

· maintaining staff to child ratios in accordance with the National Standards for Outside School Hours Care

· ensuring that Procedures are followed in accordance with School Policy

· maintaining duty of care to students

· providing professionalism and support to staff, families, children and the community

· providing resources, training and knowledge 

· managing staff appraisals

· review procedures ensuring continuing review of procedures and continuing improvement 
4.4
National Standards and Quality Assurance

The Spensley Street Primary OSHC Program complies with National Standards in OSHC and is registered with the Australian Children’s Education and Care Quality Authority (ACECQA). Subject to a process of National Quality Framework Assessment, quality of care is measured through the Federal Government’s ACECQA National Standards which encompass seven quality areas.  Each quality area contains a number of standards which are high level outcome statements.

OSHC Quality Areas include:
· Educational program and practice
· Children’s health and safety

· Physical environment

· Staffing arrangements

· Relationships with children

· Collaborative partnerships with families and communities

· Leadership and service management

Assessment in OSHC is a school community process and we encourage all families (parents, guardians and children) who use the OSHC Program, staff, and school representatives to participate in providing feedback and direction. Further details on the standards of each Quality Area can be found in the OSHC Office. 

4.5
Introducing staff

We are proud to offer a team of qualified staff who have a variety of skills to offer children. Come in to the aftercare room to see our photo display board and introduction to current staff. Regular updates about new staff can be found in the school bulletin.
5.
ENROLMENT
All children must be enrolled in the program before receiving care. Enrolment forms are available from the Out of School Hours Office. Upon reading the Handbook, deliver a completed Enrolment Form to the Coordinator or OSHC Staff.  To ensure your enrolment is received please hand it to an OSHC staff member or place it in the enrolment form in-tray, available during enrolment times at the Sign in/out desk. 

It is a requirement for enrolment in the program that two emergency contacts (other than parents) be provided.  Families must provide written details of any custody considerations and please also attach an action plan if your child has a medical condition or food allergy. Nominate your need for care, whether before or after school ongoing on a weekly basis (‘permanent booking’) or occasional care, requesting specific days closer to the day (‘casual booking’).  

Annual re-enrolment takes place at the commencement of each year.  All families, new and continuing, must complete an enrolment form each year. Enrolment forms are accepted from the date of the Prep Transition Information Evening, usually November, for enrolment in the following year.  
Families will be via nominated email address of their place allocation before the end of the school year the following year.
5.1 Place Allocation

The aim of place allocation is to share all permanent bookings fairly amongst families and to maintain a quality program that meets standards of space requirements. Priority place allocation is given to families according to the following Government determined guidelines:
· Priority 1 - a child at risk of serious abuse or neglect

· Priority 2 - a child of a single parent who satisfies, or two parents who satisfy, the work/training/study test under section 14 of the Family Assistance Act

· Priority 3 - any other child, e.g. social reasons
Furthermore additional priority is given to:

· A Sole Parent Family

· Family of Aboriginal or Torres Strait Islander Origin

· Family with a Disabled Person

· Family on a Low Income

· Family of a Non-English Speaking Background
It is important for families to provide us with accurate information on your enrolment form to help us with fair placement.
The Department of Families, Housing, Community Services and Indigenous Affairs (FAHCSIA) guidelines stipulate that a place be given up by a family of lower priority should the need arise to provide access for a higher priority family if the program is fully booked.  Our aim is to be fair to all families and to prioritise assistance to those families with the most need for After School Care. Contact your FAHCSIA department on 1300 653 227 for additional information.
Each year the demand for Permanent Bookings in After Care increases and we strongly advise that families with other alternatives to care access those options first.  We regret that we may not be able to offer all Permanent Bookings requested.  
Every attempt will be made to place families, who need additional care that the program cannot provide, in touch with the school parent committee to help new families to meet and support each other. Notices can be placed in the Bulletin on the Parent Page and this may assist you in finding alternative care. 
All parents have the right to have their concerns regarding their placement heard by Management and in such instances are encouraged to follow the Grievance and Resolution Procedure (see 6.14. Complaints and Resolution Procedure).

5.2 
Attendance of Prep Children and Aftercare PREPared Program

It is recommended prep children begin After Care (Afters) after they have been at school for a fortnight. This is in the best interests of young children who are still adjusting to long school days. The Aftercare PREPared program is run in Afters for two weeks or until children feel settled. Prep children are collected from their home group after their school day and offered specially organised activities including an orientation to staff, children and the space.  Each year we have a number of new prep children so it is important for parents to inform the class teacher that their child is attending Afters. The teacher can then ensure children wait until they are collected from class. We welcome involvement from families in our prep transition program; it can be a good time to see how our program operates and ease your child into a new program.
Before School Care is generally a much smaller program with fewer children attending. For this reason a staff member guides new prep children attending Before Care through the program. Children are introduced to each other and a buddy from the child’s class walks prep children to class when school begins. All attempts will be made by staff to ensure the child feels settled.
The school holds a Prep Transition information session in November each year for prospective families.  An Aftercare PREPared calendar, detailing the program of activities can be found on the Afters link at the school website.

5.3
Bookings

Bookings must be made for both Before and After School Care. Two types of bookings can be made: Permanent or Casual (refer to appendix 1 for definitions). The OSHC program requires all permanent bookings to be paid for a term in advance. Your place for each term is confirmed once payment for the intending term is received.  
Requests for casual bookings can be made in advance or daily providing a place is available and must be confirmed by OSHC staff.  Please note that leaving a phone message during the day does not guarantee a place. Although casual places are limited we can generally accommodate requests.   
We encourage families requiring emergency care due to unexpected circumstances to contact the OSHC office 94814365 and speak with an OSHC staff member or leave a message on our machine or email your request.

5.4 
Waiting for a booking

Due to the high demand for a limited number of places we are not always able to provide bookings as requested. If you are unable to get a permanent booking on a day you requested, your request will be entered onto a waiting list. Please keep us informed if you manage to make alternative arrangements and no longer need to be on the waiting list. 
Requesting a casual booking can be made in advance and your request will be placed on a daily waiting list. We generally receive cancellations daily.  When a cancellation frees up a place, you will be contacted by OSHC staff.

5.5 Cancellations or Changes to Bookings

All changes to permanent bookings (such as cancelling a day you no longer require or booking an extra or different day) are made writing details in the Parent Communication Book or via our email. 

Cancelling a permanent booking for a short period of time must be made at least 1 week in advance to avoid fees and enable others to use the space. Changes are preferred in writing in the parent comm. book or via email.

Changing your casual booking

A casual booking that is confirmed follows the same procedure of cancelling a permanent booking. Please inform staff as early as possible if you will no longer use your booking.
5.6
Changes to Enrolment Forms
Keeping the program up to date with changes to contact details can be done by a note in the parent comm. Book or via email, it is your responsibility to keep us informed.

5.7 
Cancellations Due to Illness 

To avoid delaying the ‘sign in’ procedure we require that parents call the program and tell us of any children who will not be attending Afters or Befores due to illness. Parents will not be charged if we receive a phone call or email before 9am. Please call the Aftercare office, 94814365.

PLEASE NOTE:

Parents neglecting to inform the OSHC office of a cancellation will incur an administration fee of $5.

6. 
ATTENDANCE AND PROGRAM CONTENT
Children are offered a variety of activities, some of which are listed in Appendix 2. Children are encouraged to suggest, organise and run activities. Help your child to fill in an activity survey each year.

6.1 
Daily Timetable
	Before School Care
	

	7:30am – 8:30am
	Children are offered a variety of indoor activities.

Breakfast is provided until 8.30am.



	8:30am – 8:45am
	Children can play supervised outside and can make their way to class from 8:45am till 9.00am.



	After School Care
	

	3:30pm – 4:00pm


	Children are signed in, bags are put away, and children have free play.



	4:00pm – 4:15pm


	Afternoon tea (see Menu in Appendix 3) is served while children are seated in the courtyard, followed by daily announcements.



	4:15pm – 5:25pm


	Children can choose to participate in planned activities or engage in free play (see Appendix 2 for a list of some of the activities offered).

	5:25pm – 6:00pm


	Staff and children assist in the packing up of activities and equipment. Relaxation and ‘wind down’ game time.

	6:00pm
	Program closes


6.2 
Family Involvement in the program

We welcome family involvement in the program. There are a number of ways you can be involved; perhaps you have a skill or some time you would like to share with the children during After Care. Let us know if you would like to run a program and we can help you to organise it. We are always open to suggestions and welcome comments that you feel may be helpful. Suggestions can be offered in the Parent Suggestion Box in the multipurpose room or you could leave a note in the parent communication book. Talk with staff about the program, stay and help with the activities, if you have time, before going home. 
With a commitment to recycling, we welcome donations; some suggestions include empty food boxes, scrap material, large sheets, corks, wool, glad wrap or alfoil cardboard tubes, or knitting needles.

6.3 
Nutrition and menus
The OSHC program is committed to promoting healthy eating habits and hygienic food handling as well as recognising children’s individual nutritional needs. Children are offered a variety of nutritious snacks during After Care and healthy breakfasts in Before Care (refer to Menus in appendix 3). One staff member is trained in Food Hygiene Supervision and all staff promotes hygienic food handling and storage practices.

It is important parents/carers discuss their child’s specific dietary needs or food allergies. Staff receive training in allergy management. As much as possible we attempt to minimise additives and preservatives and food known to cause allergic reactions in a number of children.

6.4 
Inclusive practises
Spensley Street Primary School continues a strong tradition of meeting the needs of individual children offering specific programs that foster respect for diversity. The child centred approach to program development in the Spensley Street OSHC program is inclusive of all children and recognises differences in culture, ethnicity, language, gender, social class and ability. The program is responsive to children’s individual needs, interests and requests by providing a range of activities for children of varying ages and abilities.

6.5 
Cultural Diversity

In recognising the value of cultural diversity we offer a variety of activities from different cultures. We recognise the diversity of staff and families who use this program and aim to celebrate culture. We are always looking for families to get involved by sharing their own experiences with children at Afters. Some things we already include are: using different languages, cooking food from different countries such as an Indian curry or Italian pizza or pasta recipes, running Japanese origami and Chinese calligraphy activities or playing world music CDs. In developing a rich and interesting program we aim to provide a space that nurtures respect for diversity by highlighting the origins of our cultural activities and encouraging children to discuss their own cultural experiences through family or travel. 

6.6 
Signing Children In/Out
All parents/carers must sign the child in to the Program on arrival at Before Care. All parents/carers must sign the child out of the Program on collection from After Care.
Written consent must be provided for a child to be collected from After Care from anyone other than those stated on the enrolment form. Where this is difficult due to limited time a phone call must be made to the After Care Coordinator to provide this consent.

Children requesting to leave the program unaccompanied must have written permission from the parent/carers/authorised person allowing this to occur. This can be done in a hand written note delivered to the Coordinator or a request sent via email to OSHC. 
6.7
Non Attendance to Booking
As children arrive at After Care every attempt is made to sign them in as quickly as possible (this usually takes until 3.50pm). When children are booked into the program and have not signed in by this time, the following procedure is initiated:
1. The diary is checked for cancellations/alterations.

2. The Coordinator is consulted.

3. The school absentee list is checked.

4. The student’s teacher is consulted. 

5. Assigned carers search the grounds.

6. Parents are called (all numbers including work, home and mobile) and messages are left where possible. Emergency contacts are called if parent contact has not been made.

7. If contact with parents confirms that the child is meant to be in Afters, then the Principal is contacted.

This procedure takes time and impacts on the other children in the program. It is therefore important for parents to contact the OSHC Program if their child will not be attending.  
NB: Absences not communicated to the coordinator will be charged at the full daily rate.

6.8 
Missing Child or Children
In the event of children who are still signed in to OSHC and are suspected missing from either the premises or an excursion the following procedure occurs:

1. Coordinator is notified and will allocate appropriate areas/buildings for some staff to search, while other staff maintains adequate supervision.

2. If the children are not found in the initial search the Coordinator will contact the parents/guardians. Then notify the Principal.
3. If not found within 10 minutes of the initial report of missing children the Principal will call the police. 

6.9
Extra Curricula Activities while in aftercare

Parents/guardians must provide notice detailing start time and duration of extra curricula activities such as chess, soccer or music lessons. 

It is important for parents/guardians to be aware that, in accordance with school policy, it is not the responsibility of After Care staff to escort and collect children going to and from extra curricula activities. 

Children are to sign into Afters before their activity. Children will be provided with a plate of food if they miss out on afternoon tea due to a music lesson.  It is the responsibility of the respective activity leaders and parents to ensure children attend activities and, if required, attend Afters when the activity is finished. Follow normal cancellation procedures if we should not expect your child after their activity.

It is the responsibility of the child and music teacher to ensure children attend music lessons.

6.10 
Excursions and Curriculum days

As OSHC policy on excursions currently stands we do not offer excursions during OSHC or on curriculum days.
6.11 
Late Collection of Children

Parents must make every attempt to collect their child by 6pm. In the event of unforeseen circumstances a phone call must be made immediately to Afters staff.  When parents have failed to call staff, the Coordinator or Staff member will attempt to make contact with parents and emergency contacts.  If no contact has been made by 6:30pm, the Principal or Assistant Principal is advised to relieve staff and the child may be referred to the Department of Human Services. Every attempt will be made to comfort and reassure children. At all times two staff remain with children of late parents. Families are charged accordingly (section 7.3).

6.12 
Bringing toys from home
Occasionally children may like to bring toys from home to play with in Afters. Children themselves will be responsible for their own toys while in the program (see section 8.16).

6.13 
Communication between the program and families

We recognise the importance of families keeping in touch with their child’s time in Afters and provide a number of avenues in which you can keep informed and keep in contact with us. While we will do everything possible to keep you informed we can only go so far in providing information. It is a parent/carers responsibility to gather information.

Parents are informed and kept up to date with Afters news via:

· the OSHC parent notices board, the weekly school bulletin or the quarterly OSHC newsletter

· notices at the sign in/out desk

· conversation – parents are encouraged to discuss with staff any concerns, comments, queries or feedback regarding their child or the program in general.

· contacting the OSHC parent representative

· taking time to look at displays in the multipurpose room

· weekly activities program (notice board behind sign in/out desk)

· daily activities board and,

· Afters link on school website.

Parents can inform program staff via:

· the parent communication book (left on the sign in/out desk at all times)

· email (aftercare@ssps.vic.edu.au

)

· phone during program hours or leave a message for us to get back to you

· direct conversation.

Parents wishing to discuss issues of a more sensitive nature are encouraged to talk with the Coordinator or Staff member. This can be done in person, in writing or over the phone. 

We also ask that parents discuss and fill out with their children our annual feedback survey. The information provided by families is invaluable to our program planning and for meeting the individual needs of children.

6.14 
Complaints and Resolution Procedure
Families with concerns or issues are encouraged to discuss these with the Coordinator of the program in the first instance.  

If further grievances are reported the family will be given a copy of the service “Grievance Policy” to allow them to understand the process that will take place next. The coordinator will work through this policy with families to an outcome suitable to all concerned. 
Encourage your child to tell staff if they have any concerns or complaints. If children are uncomfortable with this process they can write it down and put it in the kid’s suggestion box. Please inform us if they don’t want to.

6.15 
Program Evaluation and continuing improvement
Spensley Street OSHC recognises that a quality program is one that reflects on its practises and seeks the involvement of its sponsors, service providers, and service recipients.  Spensley Street is proud of its OSHC program and as such is involved in an accreditation process with the National Childcare Accreditation Council. As an ongoing process of continuing improvement we value the involvement and reflection of staff, children, parents and the broader community.

6.15.1 
Families
Families are encouraged to complete the annual OSHC survey, reflecting on your experiences with the program. Feedback from surveys are discussed during fortnightly program planning meetings to assist staff identify program needs.

6.15.2
 Children
Parents/carers are encouraged to assist children to complete an annual activity survey. Children are encouraged by staff to place suggestions of activities they enjoy in the children’s activity box. These suggestions are incorporated into program planning. Staff will make every reasonable effort to ensure that all children’s interests are catered for in the program.


6.15.3 
Staff and Management
Program planning meetings offer a chance for staff to discuss feedback and examine ideas, suggestions and concerns to improve the program. The Coordinator reports fortnightly to the OSHC Committee on issues concerning management of the program. The Committee provides an essential link between school council, the school community, and staff.

7. 
Accounts
7.1
 Fees
Fees are charged on a per session basis per child and are set annually by the School Council prior to the commencement of the school year.
Fees must be paid at least a fortnight in advance or up to a month in advance for permanent bookings. Fees for casual bookings must be paid as they are used. 
Fees 2022:

Before care: 17.00 permanent and 19.50 casual.
Aftercare: 24.00 permanent and 27.50 casual
Pupil free days 56.00.

Payments: Parents are not charged for permanent bookings that fall on public holidays, curriculum days or camp days. 
Daily fees will be charged if 7 days’ notice not given prior to cancellation.

Failure to notify of a child’s absence will result in an additional 5.00 administration fee. 

Fees are to be paid in person to the coordinator via eftpos or via direct debit system. No cash payments will be accepted.
7.2
 Invoices

Statements are available at the end of each term for the forth-coming term (NB. Fees are expected in advance at the beginning of each school term). At the beginning of the school year you will receive your invoice for first fortnight of each term then consequent fortnights after that. All accounts are emailed out to families at the beginning of each term. Accounts can be paid in advance by instalment arrangement, please contact the Coordinator if you need to make this arrangement.

7.3 
Late Pickup Fee

The After School Care Program closes each evening at 6:00pm. Please note: a phone call is required if a family cannot pick up their child by 6:00pm.
In the event of late pickup and no alternative arrangement can be made to collect the child, families will be charged $1.00 per minute after 6:00pm. This fee is necessary to pay staff overtime. 

Families who habitually collect their child after 6pm will be referred to the Principal.
7.4 
Late Payment

Families experiencing financial difficulties are encouraged to discuss fee payment with the Coordinator. Where an account falls over two weeks in arrears and the Coordinator has not been contacted, the parent will be contacted by the Coordinator or a committee member to discuss a payment plan. Failure to make regular payments may result in exclusion from using the program until fees are up to date or regular contributions are made.  
7.5        Refunds

We do not offer refunds. A refund upon request can be made, in writing via email to: aftercare@ssps.vic.edu.au.  When received the request will be reviewed by the coordinator and the Business Manager.  Refund can only be paid by direct debt into a bank account of choice. 

No cash payments will be given.  No refunds will be considered 12 months after last transaction.

7.6 
Non Payment of Fees

Spensley Street OSHC is a service provided by School Council.  However, its viability depends upon regular payment of fees.  We endeavour to provide families with every opportunity to pay fees and keep ahead of payments.  Failure to make a payment or negotiate a payment plan will result in exclusion from using the program until fees are up to date.  When families have an outstanding debt and no longer require OSHC, the account will be referred to the Principal and School Council.

7.7 
Financial Assistance with childcare

The Department of Family Services offers a number of benefits to assist families with the cost of childcare.

7.7.1
CCS Package
Families are entitled to be considered for a childcare subsidy through the federal government. This can be accessed through the My Gov website and by providing your nine digits plus one letter CRN for each child and one for the family in a caregiver’s name. 

8. 
Student welfare and protective care
While at Afters the health, safety and wellbeing of children is paramount. Afters staff have a professional obligation and legal duty to take all reasonable precautions under the circumstances to protect children from risk of injury that is reasonably foreseeable. 

Protective care means providing adequate supervision, identifying potential hazards and dangerous situations and implementing appropriate safety measures before accidents occur. Further, protective care means knowing how to treat or handle emergency situations and implementing procedures to prevent further risk of harm or damage. At all times the safety and wellbeing of children attending OSHC is provided through strategic planning, following procedures and reviewing policy and procedure.

8.1
Supervision 

Supervision is the most important duty of care the OSHC program prioritises. A ratio of 1:15 is in place at all times as per the NQF.  During Aftercare children have designated play areas that are more visible. Play areas include the grass area, basketball courts, and tanbark areas. Areas out of bounds for play include front of school building, behind buildings or storage container, courtyard, in class areas, in stairways. If a child wishes to go to their class area because they left something behind a staff member accompanies the child. 
8.2 
Medication

Medication includes all prescription and over the counter drugs. Staff are not authorised to provide any medication to children. Staff can assist children to take their own medicine provided from home. All parent requests for the administration of prescribed medication to their child must be in writing on a form provided by the coordinator and must be supported by specific written instruction from the medical practitioner or pharmacist’s including the name of the child, dosage and time to be administered (original medications bottle or container should be provided with this information). 
If any medicine is administered during OSHC records are kept detailing the date, time, and dosage of medicine administered. 
8.3 
Accidents and First Aid

At least one staff member on duty is trained in First Aid and every attempt will be made to ensure sound first aid management of any injury. The parent/guardian or child’s emergency contact person will be informed of the situation.  The child will remain under adult supervision until an authorised person takes charge of the child. One staff member present is currently qualified in First Aid. All staff receives training and updates in First Aid, asthma and allergy management, and EpiPen use.  
Parents will be informed immediately if a child has received a knock to their head or if medical aid or hospitalisation is required. In the case of medication being required in an emergency without prior consent every attempt is made to obtain consent from the parent/guardian or a registered medical practitioner.
For accidents that result in minor cuts, bruises or abrasions staff will administer first aid, and care for the child at school. An injury report is completed and parents/carers are informed when they collect their child. 
8.4 
Medical Anaphylaxis, Asthma or Allergy Management/Action Plans
When enrolling children in Spensley Street OSHC, parents of children with anaphylaxis, allergies, asthma or a specific medical condition are asked to complete the appropriate sections on the enrolment form and supply an individual management/action plan. A copy of the action plan is placed in the Medical folder in the office so that staff may familiarise themselves with appropriate procedures. The EpiPen® plus any other medication should be stored in a container with the child’s name clearly labelled on the top and sides of the container and will be stored in the aftercare office. Risk Management plans will be issued to families to review and sign and a copy of our Anaphylaxis Policy will be made available to all families concerned. These will be reviewed and staff kept up to date with the current condition of the child. A child without the correct medical plan may not receive the correct treatment if required, whilst in attendance at OSHC. 

8.5 
Illness and Infectious Diseases

Parents/carers, or other approved persons, will be contacted if a student becomes ill. It is advisable to collect children from school when the cause of the illness is unknown. Parents are advised that the program follows the government-determined guidelines regarding exclusion of children from school. The program staff will ensure that families are notified of any infectious diseases present at the program.

8.6
 Children with Additional Needs

In order for staff to understand your child and provide the best possible inclusive program parents are encouraged to discuss any additional needs with the coordinator. A coordinated approach is taken to providing the best service for all children. The coordinator may feel it necessary to discuss a child’s needs with their teacher, support staff, and parent/carers. As a parent it is important to inform the coordinator if you child has additional needs. Behaviour guidance strategies are stored confidentially for staff referral. 

8.7 
Sun Protection

Spensley Street Primary School is a Sun Smart school and staff observe strict health and sun protection practices during terms 1 & 4. Children and staff are required to wear a suitable hat and clothing that provides maximal coverage. The program provides sunscreen and its application to exposed skin is encouraged. Please inform the coordinator if your child has any medical reasons or allergies to sunscreen.

8.8 
Occupational Health & Safety 

Occupational health and safety procedures are implemented to protect staff, students, families and members of the public. Spensley Street OSHC acknowledges that occupational health and safety is the responsibility of all employees and OH&S risk assessments are regularly conducted. Please inform the Coordinator if you see a hazard or of any concerns. 

The school and OSHC program will ensure all equipment; furnishings, grounds, and venue are maintained in a safe, clean, hygienic condition.

8.9 
Emergency Procedures

Critical incidents that require the protection of children, families or staff require the prompt use of emergency procedures. This may include a fire, serious OH&S hazard, dangerous misconduct, or an unstable intruder on the school grounds.  

The program ensures staff are familiar with emergency procedures. The area in which the incident occurred or is occurring is secured to prevent further risk. The Coordinator and Principal notify staff and implement a management plan. Children are moved to a safe area with minimal fuss.

8.10 
Visitors/Strangers/Intruders

Children cannot leave the program with anyone other than those approved by the parent/carer. Written consent must be provided for a child to be collected from Afters from anyone other than approved persons stated on the enrolment form.  Where this is difficult due to limited time every attempt will be made to gain this approval.

Afters staff will ensure that persons not employed by the school or who are not directly involved with the Afters program are prohibited from the school grounds during program hours of operation. Suspicious or inappropriate behaviour on the perimeter of the school boundaries are referred to the school Principal for management.

All visitors to the program are to report to the school office and the OSHC Coordinator.

8.11 
Custody considerations

Families must provide written details of any custody considerations to the Coordinator of the OSHC program. A copy of the court order is provided to the school and kept on file. All information is treated confidentially and passed on only to staff as is deemed necessary by the Principal and Coordinator.

8.12 
Behaviour of Children

Staff take a consistent approach to children to provide a secure, caring and stimulating environment which enhances children’s self esteem and encourages them to interact positively and to co-operate with others.  Staff promote healthy relationships between children and with children and discourage bullying.  We consider it is important to provide children with the resources to defend themselves and challenge any unfair behaviour. Children are encouraged to communicate and discuss their concerns to find a resolution.

OSHC is an extension of a child’s school day and as such children are expected to follow the schools’ Student Code of Conduct.
The Coordinator may feel it necessary to consult with families, teachers and support staff on behaviour management. A coordinated approach is taken to understand and help children develop positive experiences. The Coordinator is responsible for the safety of all children using the program and may find it necessary to remove a child from care if, after consultation with families and school staff, the child continues to jeopardise the safety of other children. 
For a detailed look at our Policies you can visit the Aftercare office or request any copies to be emailed to you.

List of required polices are:
Health and safety

Incident, injury, illness
Dealing with infectious disease

Dealing with medical conditions

Emergency evacuation

Delivery and collection of children

Excursions
Providing a child safe environment

Staffing

Interactions with children 

Enrolment and Orientation

Governance

Acceptance and refusal 

Payment of fees

Dealing with complaints.
The following is a list of children’s responsibilities in OSHC:

· Children are not to ride scooters, skateboards, roller blades or bikes whilst on school grounds.

· Children (especially elder children) are aware of OSHC boundaries and are expected to stay within them during OSHC so a duty of care can be maintained to all children.

· All children are required to help with pack-up and to respect equipment.

· Children must engage in safe practises and play to minimise harm to themselves and others and in so doing, are expected to listen to staff and follow instructions.

· Children are to be respectful in their play.

8.13 
Suspected Abuse

OSHC staff has no legal requirement to report suspected abuse; however the welfare of children is of great concern. This is a delicate area that requires careful consideration and we respect the need to treat situations confidentially. Unusual behaviour or suspected physical or emotional abuse that staff are aware of is reported to the Coordinator who will inform the Principal. 

8.14 
Confidentiality

Spensley Street OSHC recognises the right to privacy of parents, children and staff. Personal information including enrolment details, medical records and behaviour guidelines will be kept on file in the office and shall only be accessed by staff when and where it is appropriate for them to do so in the normal course of their work duties. 

Staff shall adhere to current privacy legislation and the school’s privacy policy when dealing with personal/private information.

Family contact details are not provided to other families.

8.15 
Videos, Television, Computers, and Electronic Games

The Program endeavours to reflect children’s interests, therefore activities such as videos, computers and electronic games will be offered within a balanced program of activities.

Occasionally, children, at the Coordinator’s discretion view G and appropriate PG rated videos.  
If you do not want your child to view PG programs please advise the coordinator in writing.

8.16 
Toys from Home

The OSHC program recognises that children sometimes bring their own toys to school, however the children themselves will be responsible for these toys while at the program.  Please stress the importance of this to your child.
It is school policy to discourage “war toys” from being brought to the Program.
The following is a guideline of inappropriate toys:

· pistols and guns of any sort

· swords, knives, bows and arrows

· Transformers, superman, power rangers etc.

8.17 
Photos

Photos are a great way of showing families your child’s involvement in the program. Photos taken during the program for display are not used outside the program.  If you do not want your child photographed during the program please advise OSHC staff in writing.  A photo album is available for families to peruse.  Requests can be made for copies of photos.

8.18 
Children at School Outside School Hours

Please note, it is school policy that children who come to school before 8.30 AM or who are at school after 4.00 PM can only be here if they are booked in to the OSHC Program. Every attempt will be made to contact a parent/carer of children still at school who are not in OSHC. Children may be booked into OSHC with space permitting and parents will be charged accordingly.  On occasions where space is not available in OSHC, the child will wait at the school office until collected. 

8.19 
Non Collection of Children from After Care

The OSHC Program will ensure the safety of children not collected from the Program by the closing time.  In the event of children remaining at the program the following procedure will be followed.
· Staff will attempt to contact the parents/carers/authorised persons

· If not contactable, staff will immediately contact the emergency contact numbers on the enrolment form

· If not contactable, staff will wait for parents until 6.30 PM.  If parents have not been able to be contacted by this time, staff will first contact the Principal or Assistant Principal who will then contact the Department of Human Services for direction.

· Children will be reassured and made comfortable while this process is taking place.
9.
Summary of Parent/Guardian Responsibilities
In order for us to provide a quality service that is a safe place for children to play, the following is a guide to your responsibility as a family who uses this service.  Please familiarise yourself with this summary.
9.1
Bookings/Enrolments

· I am aware that demand exceeds available space and accepts the importance of priority placement in the program.  I understand that I may lose a booking for someone of higher priority.

· I understand that I only need to make a Permanent Booking if my child wants to attend on a weekly regular basis.  I accept that bookings must be made for both Before and After Care and those bookings must be confirmed by staff. 

· I understand that if my child turns up to After Care without a booking they will be sent to the school office and I will be called on to collect my child.  I understand space is limited and the OSHC program cannot accept more children than they have space for (as determined by National Standards).

9.2
Accounts 

· I accept that it is my responsibility to apply for Child Care Benefit with the FAO and understand that the FAO will inform OSHC of my child’s benefit details.  I understand that the OSHC can only offer benefit where the FAO has provided these details.  I understand that my child benefit is effective from the date supplied to After Care from the FAO and that if I require benefit to be back paid or reviewed; I must apply for this through the FAO. I am aware that each child is allocated 30 absences a year with the FAO and once this is reached families have their Child Care Benefit reviewed.  

· I accept that it is my responsibility to ensure my account is paid a term in advance of use and that it is my responsibility to collect invoices and pay my account regularly. 

· I agree to pay for any Casual Booking as they are used or in advance. 

· I accept that I may forfeit my Permanent Booking if I fail to pay a term in advance.  I accept that Casual Bookings cannot be made unless I am up to date with payments.

· Where I cannot make regular payments I will communicate with the OSHC Coordinator and make alternative arrangements.

· I understand that I will pay for all Permanent Bookings unless I have provided two weeks’ notice of a cancellation, or unless my child is unwell and I have notified OSHC staff prior to 9.00 AM on that day.  In addition I understand that I do not have to pay for a Permanent Booking if my child was sent home from school.  I will inform OSHC staff if this occurs.

9.3 
Informing OSHC Staff of Changes to Bookings

· Changing a permanent booking

· I agree to fill in a Change of Enrolment Form or put in writing any changes to my child’s Permanent Booking. 

· If I require an extra day of care my request will be entered onto a waiting list and I will be notified when a permanent day becomes available. 
· Cancelling a permanent or casual booking

· I agree to inform staff as soon as possible if I need to cancel a booking. I understand that this can be made effective by leaving a message on the OSHC Program answering machine or by advising a staff member in person.  

· If my child is not attending school for the day due to illness or injury I will inform the OSHC Program before 9.00 AM on the day. 

· I will inform the OSHC Program if my child has left school early due to illness or injury.

· I will contact the OSHC Program if my child is away on school camp.

· Extracurricular activities while in the care of the OSHC Program. 

· I will inform the program Coordinator if my child attends extra curriculum activities during their time in After Care.

9.4
Medical and Allergy Information

· I understand I will not be charged for my permanent booking if I provide a medical certificate or some form of professional certification if my child cancels a booking for medical reasons.  

· I will provide written details of medical conditions, emergency procedures and dietary considerations.  I understand it is my responsibility to provide a copy of medical action plans to the OSHC program.

9.5
Signing in and out and custody

· I agree to sign my child in to Before School Care.

· I agree to sign my child out of After School Care.

· I will provide written documentation or inform staff if my child is to be collected by a person other than the nominated adult on the enrolment form.

· I will provide written details of any custody considerations, including a copy of court orders where sole custody is indicated.

9.6
Communication

· I will keep myself informed about the OSHC Program from the School Bulletin, OSHC parent noticeboard, from information provided at the sign in/out desk and by talking with staff. 

· I will endeavour to have my queries answered by OSHC program staff at convenient times, and understand this is usually between the hours of 8.00 AM – 9.00 AM and 4.00 PM – 5.50 PM.  If I am not available at these times I will make arrangements over the phone.

· I understand I can discuss concerns with the OSHC Coordinator and if necessary may be instructed to place concerns in writing to the OSHC committee.

Appendices

APPENDIX 1. Definitions

Permanent Bookings:  

This refers to a booking which is used weekly for the whole school year.  This booking is paid for two weeks in advance.  It is expected that the spot will be used on a permanent basis and acceptable cancellations are those where one week’s notice is given or the child is away from school due to illness and we receive notice before 9.00 AM on the day.  Where three consecutive cancellations occur without notification it is considered the child is no longer in need of the permanent booked day and the day will be offered to the next child on the waiting list.  Please note cancellations that are unacceptable are recorded as an allowable absence (refer to next definition).

Allowable Absence: 

A term used by the Family Assistance Office (FAO) to monitor program usage.  The Family Assistance Office receives notification of all Allowable Absences.  The FAO will reassess a child’s Child Care Subsidy (CCS) if they reach 42 allowable absences in a year. This may result in a decrease of the FAO contribution to fees, resulting in an increased contribution from the family. An Allowable Absence is considered as any cancellation to a permanent booking.  The following exceptions occur: A child is absent from school due to illness and OSHC staff receive notice before 9.00am; A child has gone home from school early due to accident or illness; One weeks’ notice of cancellation is given to OSHC staff.  

Casual Bookings: 

This refers to bookings made on a casual basis.  Families can request a casual booking any time up to the beginning of the care time, and must be confirmed by a staff member. Cancellation notice is still required but no charge is made, unless short notice has prevented another child from using the program.  Casual bookings are paid for as they are used or prior to use.
NQF: 
National Quality Framework, the regulations OSHC services are required to follow as stated in the Education and Care Services National Law.

CCS: Child Care Subsiby
appendix 2. 
Aftercare Activities

	Outdoor
	Indoor

	Sports:
· Football

· Cricket

· Rounders

· Netball
	· Soccer

· Volleyball

· Badminton

· Hacky Sack

· Basketball
· 
	Aftercare Room: 

· Knitting, Sewing

· Clay work

· Art and craft

· Face painting

· Performance and drama

· Musical games

· Afters Idol

· Dress-up and Make-up

· Board games

· Building and imagination games

· Electronics

· Comic animation

· Construction

· Drawing and Colour in

· Reading

	Games/Activities:

· Poison ball

· Treasure hunt

· Hit the deck

· Skipping

· Marbles

· Giant snakes & ladders

· Parachute

· Gardening
	· Obstacle courses

· Celebrity heads

· Musical Statues

· Hopscotch

· Elastics & string obstacle course

· Giant Chess

· Chalk drawing

· Water play

· Sandcastles
· 
	

	Special Activities and Clubs
	

	· Afters newspaper

· Yoga

· Comic Animation

· Circus


	· Theme days

· Puppetry

· Dance


	

	
	
	Library:

· Story Telling

· Quiet Reading

· Internet (Grade 5 & 6 only)

· Homework

· Quiet computer use

· Board games


Before Care Activity Ideas

	· Colouring in

· Comic animation 

· Construction Dominos

· Crosswords 

· Dancing

· Find a word

· Harma beads

· Jigsaw puzzles

· Limbo 

· Musical statues 

· Outside play

· Performance 

· Puppet theatre 

· Reading 

· Shops and (other) imaginative play 

· Sudoku 

· Twister




appendix 3. Before and After Care Menus

BEFORE CARE
Cereals
Rice Bubbles

Corn Flakes

Weet-Bix

Porridge
Cheerios
For something new try them with fruit and yogurt!

Pancakes (on special occasions)
Something Toasty?
                   On or in between 



             Spreads



Baked beans





Vegemite



  
Spaghetti





Honey


Pizza





           Jam


Cheese





 
Quenchers (Drinks)

 Milk and Soy

Hot chocolate on special occasions
AFTER CARE
Sandwich Fillers
Vegemite, Honey, Cheese, Tomato, Lettuce, Jam
(all sandwiches made with wholemeal bread)

                   
Fruit 



          

Veg


Apple





Celery


Orange




Carrot



Pear





Capsicum



Dried Apricots



Cucumber



Dried cranberries




Mushrooms


Sultanas                                                        Olives


Banana (seasonal)




Pineapple (seasonal)



Watermelon (seasonal)

Dips and Dippers
Hummus and Tzatziki
Rice Crackers

Corn Chips

Corn Thins

popcorn
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Cancellations to bookings must be made as early as possible to allow space for emergency and casual care. This is best done by calling Afters no later than 9.00am on the day, or by leaving a message on the answering machine on 94814365, email or in the communication book. Cancellations for Before Care can be made before 7.30am on the day.








Help us to provide the best care and supervision of children; inform us when your child will not be attending Aftercare.





Our sign in time can be unduly extended when we have to search for a number of children who are expected but have not arrived for their booking.








Please note if your child goes home from school during the day leave a message with After Care staff, by writing in the Communication book or by calling the OSHC office. 








A copy of the management/action plan must also be provided to the OSHC program if your child intends using OSHC.





Children must wear a SunSmart hat outside during OSHC program hours in terms 1 & 4. Make sure your child brings their hat to school.
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