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HALLETT COVE EAST 
OUT OF SCHOOL HOURS CARE
AND
VACATION CARE


Parent Information Booklet.

Updated February, 2016 

The information enclosed in this booklet gives basic information about our service.  For more comprehensive information please request a Parent Handbook from our service.  



The Hallett Cove East OSHC/Vacation Care Program is based at the Hallett Cove East Primary School but does not have access to medical information or medication stored at the school outside of school operating hours.
 

Please Note:  The Hallett Cove East OSHC/Vacation Care Program operates as two separate entities
OSHC – is for Before School Care, After School Care, Early Closure, Pupil Free and School Closures Days.  These will all be billed as OSHC.
Vacation Care – is for all bookings made within the school holiday timeframe.  These bookings are billed separately under the Vacation Care 

Welcome to the Hallett Cove East Out of School Hours Care and Vacation Care Program.
Our Service offers Before School Care, After School Care, Pupil Free Day and Vacation Care to all families.

PHILOSOPHY 
Our aim is to provide quality care and recreational activities for children from the age 4 – 12 years in a safe caring nurturing stimulating environment.  The Hallett Cove East OSHC/Vacation Care Service operates within all Regulatory and Legislative requirements including the National Quality Framework and the My Time Our Place Framework and ensures that all experiences offered to the children in our care meet these outcomes and guidelines.  

We believe that OSHC is an extension of the family unit and a support to families in the care and wellbeing of their children.
We believe in our service having an aesthetically friendly atmosphere and that everyone who enters is welcomed and valued as an individual.
We believe in working together with families to ensure that we are supporting them in their child-rearing role.
We believe in encouraging children to develop a healthy self-image through social interactions, which involve co-operation conflict resolution & relationship building.

We believe in promoting respect for all people by recognising and celebrating the similarities and differences, diverse backgrounds and abilities of everyone in our community.

We respect each child and his/her family needs with an emphasis on working together as a team to create a homelike atmosphere.  We are a Sun Smart, and nut aware service.  

CENTRE LOCATION
OSHC is based in the Falie building and has its own well equipped space. We also make use of the school’s pavilion, hard court areas, COLA’s and playgrounds and the other delegated places within the school.

CHILD CARE BENEFIT PLACES
Currently we have the following Child Care Benefit Places:
	
	Before School Care
	75
	

	
	After School Care:
	75
	

	
	Vacation Care:
	75
	


HOURS
The service is open Monday to Friday during the following hours and charged by session:

	
	Before School:
	7.00am – 9.00am     
	

	
	After School:
Early School Closure:                     
	3.05pm – 6.05pm
2.05pm -  6.05pm
	

	
	Vacation Care:
Pupil Free Day:
	7.00am – 6.05pm
7.00am – 6.05pm
	


STAFFING
Directors:	            Sally Mitchell and Lissy Oppert – Shared Role
Nominated Supervisor :  Lisbeth Oppert	Educational Leader :  Sally Mitchell
Casual Educators :    Ryan Tilling, Nathan Evans, Linda McGrath, Dane Oppert, Tahlia McGrath  Elyse Cox, Aaron Charlton, Lynn Michie, Sue Smith, Mim Astels-Phillips, Jayden Inglis 
Staffing requirements-  1:15 (centre-based)
                                      1:8   (excursions)
                                      1:5   (water based activities)
All Educators current DCSI screening for child related employment and are mandated notifiers.  Responding to Abuse and Neglect training is undertaken by all staff as part of the NQF and EERSRB requirements,

ENROLMENT

Families requesting care need to fill in an OSHC enrolment form, which can be collected from the OSHC room office, school information package or the front office of the school. All special needs, interests, custody issues and contact details should be addressed on this form. It is the responsibility of families to inform us of any changes to personal or medical details. Please fill out a booking sheet (located by sign in sheet) for permanent or casual bookings. 
Enrolment forms and booking sheets are available on the school website. 

PRIORITY OF ACCESS

It is a condition of approval and continued approval for Child Care Benefit (CCB) purposes that services must comply with Family Assistance Law.
The Priority of Access Guidelines are set out in the Child Care Benefit (Eligibility of Child Care Services for Approval and Continued Approval) Determination 2000.
The Guidelines apply to Long Day Care, Family Day Care, Outside School Hours Care and In-Home Care services. Failure to meet these Guidelines is a breach of the conditions of continued approval and may result in a service being sanctioned under the Act.
Priorities for filling vacant places
The Priority of Access Guidelines must be used by approved services to allocate available child care places where there are more families requiring care than places available.
When filling vacant places, a service must fill them according to the following priorities:
Priority 1 – a child at risk of serious abuse or neglect
Priority 2 – a child of a single parent who satisfies, or of parents who both satisfy the work, training, study test
Priority 3 – any other child.
Within these main Priority categories, priority should also be given to children in:
• Aboriginal and Torres Strait Islander families
• families which include a disabled person
• families which include an individual whose adjusted taxable income does not exceed the lower income threshold, or who or whose partner is on income support
• families from a non-English speaking background
• socially isolated families
• single parent families.
Note: Where a service is funded by an employer to provide child care solely or primarily for the children of the employer’s employees, the service may give priority to those children.
OSHC is available to all students.
Any families in crisis, children at risk of serious abuse and/or neglect will take
precedence over the above listing.
Our capacity to cater for special needs is evaluated on a case-by-case basis.

FEES:  
POLICY STATEMENT ON FEES

The Hallett Cove East Primary OSHC Service aims to provide a quality Out of School Hours Care service at an affordable price to parents who have children eligible to attend under the Commonwealth Government Priority of Access Guidelines. Fees will be set by Governing Council annually.

HOW POLICY WILL BE IMPLEMENTED
 
The Governing Council will set the required fee level to meet the budget for the next year (as soon as possible after July 1st.) The Advisory Committee’s recommendation will be presented to the Governing Council for the final decision. The fee level will be reviewed each year. Parents will be given at least two weeks' notice of any fee changes.

FEE STRUCTURE

Fees
The new fee structure which will operate from 1 July, 2015

	
	Early Bird
	Standard

	Before School Care
	$15.00
	$17.00

	After School Care
	$26.00
	$28.00

	Early Finish
	$32.00
	$34.00

	Pupil Free Day
	$50.00
	$55.00

	School Closure Day
	$50.00
	$55.00

	Vacation Care
	$50.00
	$55.00



For Vacation Care a deposit of $55.00 is required when booking your child. Please refer to the Vacation Care booking form for more information.

A $15 registration fee is payable per family for all new enrolments across all services, with a $10.00 annual fee every year thereafter 

Fees for all OSHC services need to be paid within 7 days of accounts being issued.

Parent/Guardians may choose to have their invoice emailed, or delivered via the classroom to them otherwise it is the Parent/ Guardians responsibility to collect their account on a weekly basis.

Fees may be paid to OSHC staff by cash or using Bpoint which is available on the school’s website. A dated receipt in accordance with Commonwealth Department of Health and Family Services Guidelines will be provided for each payment.  We have an Eftpos machine available for payments.  No payments can be accepted for school accounts.  It is strictly for OSHC and Vacation Care Payments only.

Sessions of care will be recorded in accordance with Commonwealth requirements
Fee payment will be recorded according to Commonwealth Department of Health and Family Services Guidelines.

It is parents' responsibility to have their eligibility for Childcare Benefit and or Child Care Rebate assessed by Family assistance office.

Childcare Benefit will be deducted from fees in accordance with Commonwealth Department of Health and Family Services requirements by the Family Assistance Office.

Families will only be eligible for Childcare benefit if Out of School Hours Care attendance records are accurately completed and signed by the parent.

Under the new Childcare Management System, we no longer need percentages from parents. Providing the parents supply us with their own and children’s CRN numbers and date of births, the information regarding care used will be lodged with Centrelink and we then receive a dollar figure that the family now owes. It is the parents’ responsibility to ensure they are registered to receive childcare benefit. If a parent is not entitled to childcare benefit or is awaiting their application, they will be required to pay full fees.

All documentation relating to Childcare benefit and Childcare Rebate will be kept for the specified period of time and made available to Commonwealth department Officers on request.

Families who cannot afford fees, due to sudden unforeseen expenditure or short-term financial difficulty, will be assisted where possible and/or provided with information on other possible avenues of financial support, including Special Childcare Assistance

PLEASE NOTE;  VACATION CARE ACCOUNTS ARE SENT SEPARATELY TO THE OSHC ACCOUNTS.  THEY OPERATE ON TWO DIFFERENT FINANCIAL BUDGET LINES.

Late payment of fees
Parents with overdue fees will be encouraged by the Director to discuss any difficulties they may have in meeting payments and to make suitable arrangements to pay. If this is not done, or the agreed arrangements are not kept, the following procedure will apply:

· One week overdue - $7.00 fee applied.

· 2 weeks overdue - $14.00 fee applied

Failure to pay fees after twenty-one days will result in access to the service being withdrawn and the process for debt collection being instigated.

Late Collection of Children
The service closes strictly at 6:05 pm so if unforeseen circumstances arise whereby you will be late to collect your child(ren) please notify the service as soon as possible. Late fees will be charged as follows:
· Between 6.05 pm and 6.15 pm - $50.00 per child
· After 6.15 pm $30.00 per child for every 15 minutes thereafter.
[bookmark: _GoBack]When a parent is continually late arriving at the service to collect their child, the Director/coordinator will discuss other Out of School Hours Care options with the parent.

Cancellations
Bookings received are considered as final. Changing or cancelling a booking is permissible however; two weeks notice needs to be given.   You will be charged for that two weeks bookings worth of care then after that all bookings will be cancelled.  .  If a child does not attend a booked session the usual fee will be charged unless a medical certificate is produced within the same week of the absence. Five medical certificates per child per year will be accepted.


HALLETT COVE EAST PRIMARY OSHC CLOSES 6.05PM SHARP. LATE COLLECTION OF CHILDREN BEYOND THIS TIME INCURS THE FOLLOWING CHARGES.


Charges;
Between 6.05pm – 6.10pm:	 $10.00 per child.
6.10pm onwards:			 $  1.00 per minute per child 


Children must be collected before 6.05pm as detailed above.  If children are still at the Centre at closing time an Educator on duty will attempt to contact parents/guardians/emergency contacts as listed on the enrolment form.  

Educators will continue to attempt to contact parents, guardians, or emergency contacts until 6.30pm.  If no contact is made 30 minutes after closing time staff will contact Crisis Care on 131 661 and the child/ren will be handed over to their care.  Parents will then need to contact Crisis Care regarding the whereabouts of their child/ren.

CHILD CARE MANAGEMENT SYSTEM – CHILD CARE BENEFIT AND CHILD CARE REBATE. 
Most families are entitled to receive assistance with the cost of child care through the Family Assistance Office (FAO) and the Commonwealth Childcare Program. You only need to apply for Childcare Benefit once. Information assisting families with this process is available at our Service, or online on the Department of Social Services website;  www.dss.gov.au
 To register for Child Care Benefit or Child Care Rebate or for more information on CCB eligibility online www.humanservices.gov.au/customer/services/Centrelink/child-care-benefit

PROGRAM
The service operates under the operating guidelines of the National Quality Framework (NQF) which brings all child care in Australia together to operate on the same foundations, these include – Long Day Care, Family Day Care, Out of School Hours Care, Vacation Care in Government and Non Government situations.
The My Time Our Place (MTOP) has also been introduced to further enhance the opportunities and experiences offered to children and family in care.
These principals, practices and outcomes underpin the operational procedures of our service.
For further information about NQF and MTOP please see a staff member or access information on our NQF MTOP notice board at our centre.

NUTRITION 
The Hallett Cove East OSHC/Vacation Care Program offers a healthy and nutritious menu to all children of our services.  The menu is based on the Right Bite and Healthy Eating guidelines.  Afternoon Tea includes a main item which is varied each day as well as a wide selection of fruit and vegetables in season.  Menus are on display at our centre – if your child has special dietary needs we will endeavour to meet all of them – just let us know. 

ACCIDENTS AND ILLNESS
In the event of your child becoming ill during school hours, he/she will not be permitted to attend OSHC. However, if your child becomes ill whilst in our care, then you will be notified.

· All short term or long-term medication to be given to children requires a prescription or Medication / Action plan signed by a Medical practitioner.
· Medications must be given to staff and the medication day sheet filled in.
· No medication including Panadol can be administered to your child without consent from a medical practitioner.
· Medication must be in its original container, complete with Doctor’s label with the child’s name, as staff members are unable to administer prescription drugs unless they are prescribed for that specific child.
· Children and staff with infectious diseases will be excluded from the service in accordance with health and safety requirements.  
If your child has a minor accident, (e.g. scrapes his/her knee) staff trained in first aid will deal with the problem.  An accident and illness form will be completed and will be retained in your child’s file – Parents/Guardians will be asked to sign the accident and illness form when signing their children out. Head injury or concerning situation you would be contacted by telephone.  

SUN PROTECTION 
We are a Sun Smart Service and advocate sun protection for all children and adults.
We do this by encouraging children and adults:
· To wear legionnaire or wide brimmed hats.(visors are not considered sunsafe.)
· To apply broad-spectrum sunscreen regularly. (We supply sunscreen but if your child is sensitive please provide your own).
· To wear appropriate sun safe clothing.
A copy of the services Sunsmart Policy is available at the service.
 
BASEBALL CAPS ARE NOT DEEMED SUNSMART THEREFORE CANNOT BE WORN OUTSIDE OF THE OSHC BUILDING.


BEFORE SCHOOL ROUTINE
Before School Care is a quiet relaxed time for children to participate in supervised free time before heading off to school. Children must be brought to the service each morning and signed in by a family member/caregiver. Breakfast is available between 7.00am and 8.15am and will consist of a choice between cereals or two slices of toast with spreads. Children are most welcome to bring in their own breakfast. Children are dismissed from Before School Care at 8.30am.  Reception and Year 1 students are taken to their classrooms at 8.45 am by OSHC staff. An educator is present to talk to parents/carers or receive payments until 9.00am.

AFTER SCHOOL CARE ROUTINE 
All children are expected to go straight to the OSHC room following dismissal from school. As they arrive an educator will sign them in. Children new to the service can be collected by an educator until they are used to the service. 
All Reception and Year 1 children are collected by OSHC educator from the classroom in the afternoons; Teachers are given a list each morning detailing which children are in OSHC that afternoon.  Please speak to the Director if you require this service.
Afternoon snack is then served and then by 4.00pm we head outside or to the Pavilion for advertised activities. (If we are not in the main room a note will always be placed on the front the door to let parent’s know where we are). We stay outside for about half an hour to one hour then return to the main room for our advertised indoor activity. Activities provided at our centre are “child driven” that means that they are based on input and requests made by the children of our service.  

If your child has not arrived at OSHC by roll call the following procedure will occur:
· The front office will be notified.
· An OSHC educator will contact you as a parent / guardian.
· If an educator is unable to contact a parent/guardian an emergency contact for that child will be called.
· Please ensure if your child is absent from school, sent home sick from school, or if there are any changes of plans notify us at the OSHC program. This is for the safety and welfare of your child.



PUPIL FREE/SCHOOL CLOSURE DAY ROUTINE.
This is the same as the Vacation Care Daily routine.   Families will be advised of the program planned for the day in advance.  

VACATION CARE ROUTINE

On centre-based days children may be signed in at any time that suits parents/carers, but on excursion days children must be at the centre at least 15 minutes before our advertised departure time. Children will be required to follow our sun smart policy and apply sunscreen regularly throughout the day as well as wear appropriate clothing and footwear. Clothing that does not have sleeves or has shoe string straps will not be accepted as Sunsmart and may result in your child having to stay under cover during the no hat no play period, or being issued with a school t/shirt to wear that day.  
Recess is at 10.30am and lunch at 12.30pm, however if children request an earlier break we will endeavour to oblige.   If we are not in the main room please check the front door for a sign indicating our location.  All educators communicate with each other via our Walkie-Talkies.

POLICIES 

A copy of all the service’s policies is available for parents to access.  As part of the National Quality Framework guidelines policies are consistently reviewed and updated.  

PARENT INVOLVEMENT

This is your service to enjoy with your children.
We encourage you to talk to our Educators about your child/ren’s time with us. We encourage your input. A suggestion box is placed next to the sign in sheet for feedback. We welcome feedback positive and negative – negative feedback gives us a focus to work towards and positive feedback lets us know we are on the right track please do not hesitate to contact us.
If you have any concerns about your child at OSHC please feel free to give us a call, or come and speak to either of the Directors.
 Meeting the needs of all children and their families is the focus of our service.  
You are also welcome to become a valued member of our OSHC Advisory Committee. We meet twice a term and have a representative who takes our recommendations to Governing Council.

BEHAVIOUR MANAGEMENT

As educators we work at creating an environment that will limit conflict by giving the children choices. Conflicts are handled in a constructive way that will guide children to develop skills in problem solving and independence. We acknowledge the uniqueness and potential of every child, and aim to engage in practices that are respectful, provide security, and in no way degrade, endanger, exploit, intimidate, or harm them physically or psychologically.

Please note if there are any factors that may affect the behaviour of your child/ren (problems at home, school, health, dietary considerations, etc) it is very helpful to let the Director know so that we as a team can modify our expectations and the way we are dealing with situations. However, it is necessary to manage the children’s behaviour at times and the following Behaviour Code will be put into practice. 
A copy of the behaviour management policy is available from the OSHC Directors,

REFUSAL OF ACCESS TO SERVICE.
The service operates with an expectation of respectful communication at all times.  Any display of misbehaviour by parents or caregivers will not be tolerated and may result in refusal of access to the Hallett Cove East OSHC/Vacation Care program for a period up to 2 weeks.  (please refer to Refusal of Access Policy wording) 

PARENT CONCERNS/GRIEVANCE PROCEDURES 

Parents are requested to raise any concerns they may have regarding their child/ren’s care with the educator concerned.  This should be followed up by speaking to the Director if the concern has not been resolved.  The Director will be pleased to discuss any aspect of your child/ren’s care.  If you do have any concerns or complaints please do not hesitate to consult with the Director so appropriate action can be taken.  All concerns will be dealt with in a confidential and professional manner and will follow the Grievance Policy procedure.  The Directors are committed to the children and families who use our service they are always available to discuss any concerns you may have at any time.  Do not hesitate to raise any concerns you have.  

Under the National Quality Framework and the My Time Our Place framework we are developing Profiles which will showcase some of the artwork your child has completed and will also include some learning stories about your child at our centre. This is in the developmental stage and we welcome feedback and any further input you may wish to contribute to assist us meet your child’s needs and your expectations. 



It is important to us that all families feel secure in the knowledge that the interests and well-being of your child is our highest priority.  We understand that at times it is difficult being a working parent and meeting all of your family’s needs.  We are here to assist you.  If you require your child to have homework assistance we can arrange that.  If you need new school uniform and cannot get to the uniform shop we can assist with that.  If you need to get a message to your child’s teacher and are unable to do so we can do that for you.
  Our role is to support all parents including working parents, studying parents and parents that require some extra assistance. Please if you have any concerns at all about the program we offer e.g. excursions please come and speak to us.  

Sally and Lissy and all the OSHC Educators. 




 










SOME POINTS OF INTEREST ABOUT OUR CENTRE.
· Both Directors are fully qualified.  Sally is a fully qualified Teacher and Lissy is a fully qualified OSHC Director.  Both Directors have completed all the studies related to their chosen fields.
· Lissy is the Nominated Supervisor 
· Sally is the Educational Director
All the Educators employed at our service bring a variety of skills and knowledge that assist and enrich the lives of the children who attend.  Sporting skills, Tahlia cricket, she was the recipient of the Karen Rolton Award. Nathan plays Rugby, Dane plays soccer and is artistic and musical, Linda plays netball, Ryan plays football, Elyse swims but also cooks and bakes, Aaron plays music, rock climbs and is artistic.  Lyn has  worked in the OSHC sector and the SSO field for many years, Sue brings a knowledge of craft to the centre.

All Educators have a DCSI Clearance and have completed their Responding Abuse and Neglect training.  All Educators are Mandated Notifiers.

Linda is predominately our food preparation expert.  All food provided meets the requirements of the Rite Bite and Healthy Eating guidelines.  All children have a selection of fruit and vegetables in season for afternoon tea followed by either a hot or cold snack depending on the weather.

We have a very large focus on outside play, team play and supporting and encouraging each other to have fun.

The OSHC/Vacation Care have access to the Pavilion (useful when the weather is poor) the COLA’S, the Boat Sandpit and Playground, the JP Playground and the Oval.
Electronic media is rarely accessed unless the weather is inclement.  
We follow the requirements of the My Time Our Place and the National Quality Framework guidelines.  In accordance with our Philosophy the children in our care are at all times the highest priority.  We recognise the importance of parents/caregivers being able to attend to the daily business knowing that their children are in a caring and nurturing environment.
Both Directors welcome any opportunity to assist parents/caregivers with any queries or support.  We also welcome positive and negative feedback. Positive lets us know we are getting  it right, negative feedback lets us know that we need to work on an area.  Please feel free to speak to us at any time if you have any concerns.
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