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HALLETT COVE EAST OSHC/VAC CARE
       Directors: Sally Mitchell/Lissy Oppert 

Quailo Avenue, HALLETT COVE SA 5158 
PHONE:  8381 7577                                                        FAX:  8322 4696

EMAIL: HCEPS.OSHC986@schools.sa.edu.au         Home Page http://www.halcoveeps.sa.edu.au

Hallett Cove East OSHC Kindy 
Family Handbook
Welcome to Hallett Cove East Primary School Out of Hours Care (OSHC). This handbook provides an outline of our services’ policies and procedures. Please take the time to read the following information and do not hesitate to approach our staff for clarification.

EMAIL: HCEPS.OSHC986@schools.sa.edu.au
PHONE: 8381 7577. This is the preferred number for making bookings and leaving messages.
Mobile Number: 0422-003-138 
FAX: 8322 4696

May  2017 
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 

We welcome to our service Families from the Karrara Kindy.  Since 2012 the Hallett Cove East OSHC and Vacation Care have worked in partnership with Karrara Kindy to provide Before School Care (BSC) and After School Care (ASC) to Pre-School  children.
Vacation Care is also offered to our Pre-school children

You are required to complete a  “Permission to Collect/Drop Off  form” giving permission for our Educators to take your child/children to Kindy after Before School Care and/or to collect your child from the Kindy for our After School Care.
The Kindy do the same thing.  We take it turn about to bring the children here for After School Care however, we always take the children to kindy in the mornings.

Children are welcome to attend our Vacation Care Program.  It has been recognised that children who attend our Service before they begin school quickly settle into school life as they are familiar with the school grounds, many of the teaching staff and the classrooms.  

To access our Service it is not a requirement that they attend this school, obviously should our Service reach capacity then preference would be given to children who will be enrolled at our school.  
We have a strong code of practice which includes commitment to all of our children.  The needs of each and every child are accommodated to the best of our ability.  

Philosophy

Our aim is to provide quality care and recreational activities for children from Pre-school – Year 7 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 House 10, the school’s pavilion, hard court areas, COLA’s and playgrounds.
CHILD CARE BENEFIT PLACES
Currently we are licenced for 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
	


Advisory Committee/Governing Council 

The Service is operated by the H.C.E.P.S School Council and the OSHC Advisory Committee is a subcommittee of the School Council. The OSHC Advisory Committee ensures the Service operates according to all legal requirements.  It makes every effort to reflect the special nature of the community and will encourage parent input and take into account the needs of children, parents and staff in the operation of the service.  Where possible at least half the outgoing committee members will be re-elected, to ensure continuity of management.  At the start of each year we look for new members (generally parents who use the Service) to join our committee. If you are interested and would like further information about specific roles and responsibilities please let the Director know
STAFFING
Directors:
            Sally Mitchell and Lissy Oppert
Educators :  Aaron Charlton, Linda McGrath, Tahlia McGrath, Kayla McGrath, Elyse Cox, Sue Smith, Susie Hayes, Nadine Tapley, Lynne Michie, Shai Gallagher, Ashleigh Rathjen, and Stephanie Crabtree 

Staffing requirements- 1:15 (centre-based)

                                      1:8   (excursions)

                                      1:5   (water based activities)
Or as required after completion of a risk assessment.  
ENROLMENT
Families requesting care are required to fill in an OSHC enrolment form, which can be collected from the OSHC room office, the front office of the school, or downloaded from the school website. 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 defined lower income threshold of the current year , 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 for 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

Before School Care
Early Bird    $ 18.00 or Standard
          $21.50

After School Care
Early Bird    $ 29.00 or Standard            $31.50
Early Finish 

Early Bird    $ 36.00 or Standard
  
  $38.00

Pupil Free Day 
Early Bird    $ 56.00 or Standard
          $61.00

School Closure Day
Early Bird    $ 56.00 or Standard
          $61.00

Vacation Care 

Early Bird    $ 56.00 or Standard
  
  $61.00

As at 1st July, 2018  

Fees

Before School Care
Early Bird    $ 18.00 or Standard
          $21.50

After School Care
Early Bird    $ 29.00 or Standard            $31.50
Early Finish 

Early Bird    $ 36.00 or Standard
  
  $38.00

Pupil Free Day 
Early Bird    $ 56.00 or Standard
          $61.00

School Closure Day
Early Bird    $ 56.00 or Standard
          $61.00

Vacation Care 

Early Bird    $ 56.00 or Standard
  
  $61.00

As at 1st July, 2018  

Note: Ongoing fee increase will occur once a year to align with wage increases and C.P.I. These increases would normally occur as soon as possible after July the 1st.

An initial Registration Fee of $15.00 per family is applied for the first year and then an annual registration fee of $10.00 is applied every year thereafter.
OSHC/Vac care accounts are processed weekly on a Tuesday and emailed directly to your nominated address. Families who choose not to have their accounts emailed will receive them via the classroom or may collect them from the OSHC room. Fees are due within 7 days of the date of invoice.
PAYMENTS

The Service offers an online payment facility.  This is accessed through the school’s web site. (www.halcoveeps.sa.edu.au)  Click on the ‘Pay Now’ box and you can choose to pay your account via the OSHC/Vacation Care selection to pay by credit card online, or using the Qkr! App. on your smartphone 
Eftpos is also available at the service.  Only OSHC payments can be taken by the service.  School payments must be done at Finance Office. 

This service is a cashless service.  Cash and cheque payments cannot be taken.  
Our service relies on the prompt payment of fees.

The following is the policy and procedure for overdue accounts-:

Late payment of fees for any of the services (Before/After School Care and Vacation Care) will incur a late payment surcharge. 
-more than seven days       $7.00

-more than fourteen days   $14.00

-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.
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 or you will be charged for the two weeks bookings.  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. 
Please note that no cancellations can be accepted for excursion days in Vacation Care – medical certificates will not be accepted for excursions days.  
OSHC & CHILDCARE REBATE 
OSHC & CHILDCARE REBATE -  This is now being updated.  A new Child Care Subsidy has been introduced, it will begin on the 2nd July, 2018.

To find out more please go to  :  education.gov.au/childcare.  
** Please Note:  Every employee, management committee member and member of the operating body is provided with clear written guidelines detailing: their roles and responsibility to ensure that the Privacy Act 2010 and amendment 2014 is adhered to as legislative requirements.  

BEHAVIOUR GUIDANCE 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 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 discipline children at times and the following Behaviour Code will be put into practice.
HALLETT COVE EAST OSCH/VACATION CARE – CODE OF CONDUCT AND BEHAVIOUR MANAGEMENT POLICY

Our Vision

The Hallett Cove East Out of School Hours Care and Vacation Care Program shares the same values as the Hallett Cove East School.  

Learning for tomorrow’s world, 

Working together, 

Valuing each other and our future.

The Directors/Educators, children and families will work together to honour these values and endeavour to ensure they are embedded in our everyday operational procedures.  All parties involved will assist create a safe, positive, accepting environment where the opportunity for all to express their thoughts and beliefs will be welcomed.  

The definitions of these values are as follows:  

	WE VALUE
	THIS MEANS WE

	Responsibility
	· take ownership of our behaviour, thoughts and feelings.
· follow the rules and accept consequences for actions.
· are honest with ourselves and others.
· are trustworthy.
· care for our property as well as that of the school and others.


	Excellence
	· do the best we can in all areas of our learning and behaviour.
· aim high. 

· persevere and keep trying towards success.
· show leadership.
· show creativity.


	Fairness
	· are willing to give and take.
· give everyone the same opportunities.
· include others.
· share and take turns.
· recognise when something is unfair and act to change that.


	Respect
	· show good manners and courtesy towards others.
· think and care about other people’s feelings before we speak or act.
· accept people for who they are.
· actively listen to others.
· treat people the way that we would like to be treated.
· recognise and accept all cultures.



We believe:

· Children and Educators have the right to learn and work in a safe, caring, success-oriented environment.

· By meeting the outcomes of the National Quality Framework and the My Time Our Place outcomes children will learn self-discipline, a sense of self-worth, self-control, social skills, problem solving and conflict resolution skills.

· A consistent whole service approach is the most suitable way to manage children’s behaviour.

· Children need guidance and opportunities to learn appropriate behaviour and accept responsibility for their own behaviour.

· Children need to be taught and therefore understand and experience their rights and responsibilities, to enable them to learn and develop the necessary skills to become effective members of a democratic society.

· A partnership established between Educators, Children and Parents/Caregivers will effectively reinforce expectations and consequences related to student behaviour.

RESPONSIBILITIES

Students are responsible for:

· Following agreed Behaviour Management Guidelines and Requirements.
· Making positive behaviour choices and taking responsibility for their part in any inappropriate behaviour.
· Addressing inappropriate behaviour choices in an appropriate manner with adults and any other affected children. 

· Respecting all Children, Educators and Parent/Caregivers.

The Director is responsible for 

· Responding to messages about inappropriate behaviour.
· Discussing with children what caused this concerning behaviour.
· Notifying Parents/caregivers.  (when deemed necessary)
· Organising restorative meetings between involved parties as necessary.
· Negotiating follow up depending on the seriousness of the behaviour and/or previous behaviours.
· Ongoing case management for children with challenging behaviours.
· Management of data collection and checking.  Keeping records of inappropriate behaviour. 
Educators are responsible for:

· Providing an engaging program and safe environment.
· Ensuring that the service’s  Code of Conduct and Consequences are displayed in the centre  and that they are clearly understood by all

· Providing an area in a position where a student is visible for Time Out.
Parents/Caregivers are responsible for:

· Working appropriately in partnerships with the Director  when addressing inappropriate

    behaviours of their children.
· Supporting the service  and its policies when they have discussions with their children

about their behaviours.
· Signing and returning of all forms when required.
Bullying:

All students are actively encouraged to report bullying. 
Behaviour Management Procedures:
RESTORATIVE PRACTICES

Educators utilise the principles of Restorative Practices. The aspects of fair process, teaching children to accept responsibility for their behaviour, repairing relationships and reducing hurt and harm, are at the heart of our response to situations where behaviour is causing conflict or interfering with the rights of others.

Restorative conversations are based on the following questions:

What happened?

What were you thinking of at the time?

What have you thought about since?

Who has been affected by what you have done? In what way?

What do you think you need to do to make things right?

OSHC/Vacation Care should be a happy and safe place.  To achieve this we consider the safety, rights and well-being of everyone at all times as defined by our Values and Code of Behaviour statements.
CONSEQUENCES FOR INAPPROPRIATE BEHAVIOUR
LEVEL 1 BEHAVIOURS are considered to be minor inappropriate behaviours.
Examples of Level 1 Behaviours may include:

· running through someone’s game

· minor arguments

· not sharing equipment

· not wearing a hat

· unsafe movements around the school

· being in out of bounds areas

Consequences for minor inappropriate behaviours are at the discretion of the Educator . 

These may include:

a brief discussion between Educator  and child/ren involved. 
LEVEL 2 BEHAVIOURS are serious behaviours that will usually result in Time Out or Removal from the Area.

Examples of Level 2 Behaviours may include:

· fighting with other students 

· using abusive language towards others

· disobeying a staff member’s instructions

· arguing with or being rude to a staff member

· harassing other children

· behaving in a dangerous manner

· Failure to follow staff instructions after already being given a warning.  

Children who choose to participate in Level 2 Behaviours will be removed from the play area to spend 15 minutes reflecting their behaviour – Time Out.  This Time-Out/Reflection time will also be used as an opportunity for children to calm down, divert and/or distract inappropriate behaviours.  . 
LEVEL 3 BEHAVIOURS are very serious behaviours for which the Director will manage.

This may include advising and involving the School Principal.  

Parents/Caregivers being informed immediately of the severity of the behaviour 

will result in the child being restricted to an area that does not isolate him from other children in the centre but will restrict his access, to further prevent any escalation of behaviours.  This is in the interest of all of the children involved in the situation.

Level 3 behaviours depending on the nature of these severe behaviours could result in 

· Suspension from program for between one and five days on any one occasion, with a maximum of 4 weeks in any one year, followed by a parent conference in consultation with senior school staff to develop a Child Development Plan.

And/or 

· Expulsion from the program.

Note:  these steps are sometimes modified depending on the seriousness of the incident that could include behaviour contracts developed for individual children.
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 Behaviour Code will be put into practice. 

.  

LEAVING THE SCHOOL GROUNDS


In the event of a child leaving the OSHC area / school grounds of his or her own accord, all procedures and practices detailed in our Child Safe Environment Policy will be followed.   Every effort will be made to have the child return to school. If this is unsuccessful, family or guardians will be notified. The police will be notified if necessary.  
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.
In an emergency the service will take the child to the local Medical Clinic, or Flinders Medical Centre. The service will not be liable for any medical expenses.

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 register is kept, and the nature of the injury, who treated the child and what treatment was given. You will be asked to initial this record (found next to the sign in/out sheets) to acknowledge it. 
SUN PROTECTION 
We are a Sun Safe 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.

· 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 Sun Safe Policy is included in this pack.
                 This also applies when children are out of uniform i.e. pupil free day, school closure day, and Vacation Care 
SLIP: Please pick lightweight loose clothing during vacation care period. Clothing needs to cover most of your child’s body, including arms and legs.

SLOP: It is recommended that sunscreen be liberally applied to all areas of skin that is difficult to cover with clothing.

SLAP: A legionnaires or broad brim hat needs to be supplied for your child every day they are at the service. Caps are not acceptable, as they do not shade the back of the neck and the ears.
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 and/or toast with spreads. Children are most welcome to bring in their own breakfast.  All food provided will fall into the Healthy Eating Guidelines and our Nutrition policy.   Children are dismissed from Before School Care at 8.30am.
· The Receptions/Year 1’s are taken to their classrooms by an Educator after 8.30am.

·  If a child needs to be taken to the Kindergarten this is done after the children have been taken to the classroom.  Two Educators will take the child/children to the kindergarten.  They will then return to the Service and be available to talk to parents.  
Educators are still present to talk to parents/carers or receive payments til 9.00am.  
AFTER SCHOOL CARE
All children are expected to go straight to the OSHC room following dismissal from school. As they arrive a staff member will sign them in. Children new to the service can be collected by a staff member until they are used to the service. 
All Reception and Year 1 children are collected by OSHC staff from the classroom in the afternoons and taken to the classrooms in the morning.

Please speak to the Director if you require this service. Afternoon snack is then served and sunscreen is applied if required then we head outside or to the Pavilion for advertised activities. We stay outside for a minimum half an hour to one hour then return to the main room for our advertised indoor activity.
If your child has not arrived at OSHC by roll call the following procedure will occur:

· The front office will be notified.
· Drop off/pick up zone will be checked.

· OSHC staff will contact you as a parent / guardian.

· If Educators are unable to contact 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.

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. 
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.
OSHC PROGRAM PROCEDURES 
The following practices apply:
·     All parents who wish their child/ren to attend OSHC must formally enrol their child/ren.
·     Children who will attend on a casual basis must be booked in with a staff member before 8.30am on the day needing care for both After School Care 

· In an emergency a message and contact phone number can be left on our answering machine. A staff member will check the messages on the landline 8381 -7577 prior to 2.30–3.00pm. (If necessary children will be informed by an Educator whilst at their classroom of any changes) 
· Our service is required to maintain appropriate staff child/ratios so please give us as much notice as possible if bookings change.
· The service must be contacted if someone different is going to collect your child. Please be aware the person collecting the child may be asked for ID as a safety requirement.  
THE DIRECT PHONE NUMBER FOR OSHC IS (08) 8381 7577) this is the preferred number for leaving messages as we have the answering machine.  
Mobile Telephone Number is 0422-003-138 (this is mainly used for Vacation Care).  
RECORDING ATTENDANCE
Please remember to record and initial the time your child/children arrives and departs OSHC. This information is required for the following reasons.

· It is a provision of the regulations under the Children’s services act 1985 that the attendance of every child is recorded.
· It is a Department of Human Services and Health requirement that parents sign an attendance sheet as a verification of attendance at the OSHC program for the purpose of payment of the Child Care Benefit. 

· Should the service have a compliance check – parents who are not signing their child in or out could be penalised by having their Child Care Rebate cancelled.  

Most importantly, in the case of an emergency this documentation will be used as a roll-call.
VACATION CARE
Vacation care is offered every school holidays. Information booklets and programs are generally available 2-3 weeks prior to school holidays commencing and a notice will be put up in the OSHC room and front office to inform parents of its availability.  Bookings for Vacation Care can only be confirmed with a $54.00 deposit. You may pay for Vacation Care prior, in full or in part during the term to spread out payments of your fees. We close for two weeks over Christmas and closing dates of the service will be advised by the beginning of Term 4 annually. We hope this will provide families with time to organise alternative arrangements during this period.

PUPIL FREE DAYS/SCHOOL CLOSURE DAYS 
Our service provides care on Pupil Free Days for families needing care. Pupil Free Days are charged at the same rate as Vacation care. A booking is essential. These days are advertised in advance notifying the details of special craft, cooking and other activities happening on the day.
These days are charged at $56.00 for an Early Bird Booking and $61.00 for a Standard Booking.  

EARLY DISMISSAL
Oshc is open from 2.05-6.05 on early dismissal days. These occur on the last day of each term.
LOST PROPERTY
Lost property will be kept on the trolley next to the bag area for two weeks. After this time it will be sent to the school’s Lost Property Box in the front office. We regret that we are unable to take responsibility for children’s toys, electrical items and personal items are and these are best left at home.
PARENT INVOLVEMENT
This is your service to enjoy with your children.

We encourage you to talk to our staff 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 committee. We meet twice a term and have a representative who takes our recommendations to Governing Council.

POLICIES AND PROCEDURES
A full copy of our policies and procedures is available to read from the Directors.

The following policies are provided with this handbook. (Please note in line with National Quality Framework guidelines all policies will be reviewed and updated where needed.  Families will be notified of these reviews and updates). 
· Fees
· Sun Protection

· Behaviour Management 
The OSHC sector has undergone some major changes, these include the Australia wide introduction 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, and 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.  

Listed below are overviews of the two frameworks and their outcomes to further increase the knowledge of how and why we operate the way we do.  Please do not hesitate to contact us if you need any further information or assistance with this information.  

The Hallett Cove East Out of School Hours Care and Vacation Care Program operates under the requirements of the National Quality Framework and the My Time Our Place guidelines.  The Framework for School Age Care exists to ensure that children in school age care have opportunities to engage in leisure and play-based experiences that are responsive to the needs, interests and choices of the children attending the service and that contribute to their ongoing development. It provides guidance to educators working with school age children in outside school hours care, long day care and family day care settings. 

More information about approved learning frameworks can be obtained at this Service.  The information provided here is an overview of what each Quality Area, standard and element covers.  

Quality areas, standards and elements 
The National Quality Standard comprises quality areas, standards and elements. 

Quality areas 
There are seven quality areas. 

	QA1 
	Educational program and practice 

	QA2 
	Children’s health and safety 

	QA3 
	Physical environment 

	QA4 
	Staffing arrangements 

	QA5 
	Relationships with children 

	QA6 
	Collaborative partnerships with families and communities 

	QA7 
	Leadership and service management 


Summary table of quality areas, standards and elements 
	QA1 
	Educational program and practice 

	1.1 
	An approved learning framework informs the development of a curriculum that enhances each child’s learning and development. 

	1.1.1 
	Curriculum decision making contributes to each child’s learning and development outcomes in relation to their identity, connection with community, wellbeing, confidence as learners and effectiveness as communicators. 

	1.1.2 
	Each child’s current knowledge, ideas, culture, abilities and interests are the foundation of the program. 

	1.1.3 
	The program, including routines, is organised in ways that maximise opportunities for each child’s learning. 

	1.1.4 
	The documentation about each child’s program and progress is available to families. 

	1.1.5 
	Every child is supported to participate in the program. 

	1.1.6 
	Each child’s agency is promoted, enabling them to make choices and decisions and influence events and their world. 

	1.2 
	Educators and co-ordinators are focused, active and reflective in designing and delivering the program for each child. 

	1.2.1 
	Each child’s learning and development is assessed as part of an ongoing cycle of planning, documenting and evaluation. 

	1.2.2 
	Educators respond to children’s ideas and play and use intentional teaching to scaffold and extend each child’s learning. 

	1.2.3 
	Critical reflection on children’s learning and development, both as individuals and in groups, is regularly used to implement the program. 

	QA2 
	Children’s health and safety 

	2.1 
	Each child’s health is promoted. 

	2.1.1 
	Each child’s health needs are supported. 

	2.1.2 
	Each child’s comfort is provided for and there are appropriate opportunities to meet each child’s need for sleep, rest and relaxation. 

	2.1.3 
	Effective hygiene practices are promoted and implemented. 

	2.1.4 
	Steps are taken to control the spread of infectious diseases and to manage injuries and illness, in accordance with recognised guidelines. 

	2.2 
	Healthy eating and physical activity are embedded in the program for children. 

	2.2.1 
	Healthy eating is promoted and food and drinks provided by the service are nutritious and appropriate for each child. 

	2.2.2 
	Physical activity is promoted through planned and spontaneous experiences and is appropriate for each child. 

	2.3 
	Each child is protected. 

	2.3.1 
	Children are adequately supervised at all times. 

	2.3.2 
	Every reasonable precaution is taken to protect children from harm and any hazard likely to cause injury. 

	2.3.3 
	Plans to effectively manage incidents and emergencies are developed in consultation with relevant authorities, practised and implemented. 

	2.3.4 
	Educators, co-ordinators and staff members are aware of their roles and responsibilities to respond to every child at risk of abuse or neglect. 

	QA3 
	Physical environment 

	3.1 
	The design and location of the premises is appropriate for the operation of a service. 

	3.1.1 
	Outdoor and indoor spaces, buildings, furniture, equipment, facilities and resources are suitable for their purpose. 

	3.1.2 
	Premises, furniture and equipment are safe, clean and well maintained. 

	3.1.3 
	Facilities are designed or adapted to ensure access and participation by every child in the service and to allow flexible use, and interaction between indoor and outdoor space. 

	3.2 
	The environment is inclusive, promotes competence, independent exploration and learning through play. 

	3.2.1 
	Outdoor and indoor spaces are designed and organised to engage every child in quality experiences in both built and natural environments. 

	3.2.2 
	Resources, materials and equipment are sufficient in number, organised in ways that ensure appropriate and effective implementation of the program and allow for multiple uses. 

	3.3 
	The service takes an active role in caring for its environment and contributes to a sustainable future. 

	3.3.1 
	Sustainable practices are embedded in service operations. 

	3.3.2 
	Children are supported to become environmentally responsible and show respect for the environment. 

	QA4 
	Staffing arrangements 

	4.1 
	Staffing arrangements enhance children’s learning and development and ensure their safety and wellbeing. 

	4.1.1 
	Educator-to-child ratios and qualification requirements are maintained at all times. 

	4.2 
	Educators, co-ordinators and staff members are respectful and ethical. 

	4.2.1 
	Professional standards guide practice, interactions and relationships. 

	4.2.2 
	Educators, co-ordinators and staff members work collaboratively and affirm, challenge, support and learn from each other to further develop their skills, to improve practice and relationships. 

	4.2.3 
	Interactions convey mutual respect, equity and recognition of each other’s strengths and skills.

	QA5 
	Relationships with children 

	5.1 
	Respectful and equitable relationships are developed and maintained with each child. 

	5.1.1 
	Interactions with each child are warm, responsive and build trusting relationships. 

	5.1.2 
	Every child is able to engage with educators in meaningful, open interactions that support the acquisition of skills for life and learning. 

	5.1.3 
	Each child is supported to feel secure, confident and included. 

	5.2 
	Each child is supported to build and maintain sensitive and responsive relationships with other children and adults. 

	5.2.1 
	Each child is supported to work with, learn from and help others through collaborative learning opportunities. 

	5.2.2 
	Each child is supported to manage their own behaviour, respond appropriately to the behaviour of others and communicate effectively to resolve conflicts. 

	5.2.3 
	The dignity and rights of every child are maintained at all times. 

	QA6 
	Collaborative partnerships with families and communities 

	6.1 
	Respectful supportive relationships with families are developed and maintained. 

	6.1.1 
	There is an effective enrolment and orientation process for families. 

	6.1.2 
	Families have opportunities to be involved in the service and contribute to service decisions. 

	6.1.3 
	Current information about the service is available to families. 

	6.2 
	Families are supported in their parenting role and their values and beliefs about child rearing are respected. 

	6.2.1 
	The expertise of families is recognised and they share in decision making about their child’s learning and wellbeing. 

	6.2.2 
	Current information is available to families about community services and resources to support parenting and family wellbeing. 

	6.3 
	The service collaborates with other organisations and service providers to enhance children’s learning and wellbeing. 

	6.3.1 
	Links with relevant community and support agencies are established and maintained. 

	6.3.2 
	Continuity of learning and transitions for each child are supported by sharing relevant information and clarifying responsibilities. 

	6.3.3 
	Access to inclusion and support assistance is facilitated. 

	6.3.4 
	The service builds relationships and engages with their local community. 

	QA7 
	Leadership and service management 

	7.1 
	Effective leadership promotes a positive organisational culture and builds a professional learning community. 

	7.1.1 
	Appropriate governance arrangements are in place to manage the service. 

	7.1.2 
	The induction of educators, co-ordinators and staff members is comprehensive. 

	7.1.3 
	Every effort is made to promote continuity of educators and co-ordinators at the service. 

	7.1.4 
	Provision is made to ensure a suitably qualified and experienced educator or co-ordinator leads the development of the curriculum and ensures the establishment of clear goals and expectations for teaching and learning. 

	7.1.5 
	Adults working with children and those engaged in management of the service or residing on the premises are fit and proper. 

	7.2 
	There is a commitment to continuous improvement. 

	7.2.1 
	A statement of philosophy is developed and guides all aspects of the service’s operations. 

	7.2.2 
	The performance of educators, co-ordinators and staff members is evaluated and individual development plans are in place to support performance improvement. 

	7.2.3 
	An effective self-assessment and quality improvement process is in place. 

	7.3 
	Administrative systems enable the effective management of a quality service. 

	7.3.1 
	Records and information are stored appropriately to ensure confidentiality, are available from the service and are maintained in accordance with legislative requirements. 

	7.3.2 
	Administrative systems are established and maintained to ensure the effective operation of the service. 

	7.3.3 
	The Regulatory Authority is notified of any relevant changes to the operation of the service, of serious incidents and any complaints which allege a breach of legislation. 

	7.3.4 
	Processes are in place to ensure that all grievances and complaints are addressed, investigated fairly and documented in a timely manner. 

	7.3.5 
	Service practices are based on effectively documented policies and procedures that are available at the service and reviewed regularly.


This is an overview of the My Time Our Place guidelines and outcomes.

Further information regarding this information is available at this service.  

MY TIME, OUR PLACE

OUTCOME 1: CHILDREN HAVE A STRONG SENSE OF IDENTITY

1.1

Children feel safe, secure, and supported

1.2
Children develop their autonomy, inter-dependence, resilience and a sense of agency

1.3

Children develop knowledgeable and confident self identities 

1.4
Children learn to interact in relation to others with care, empathy and respect

OUTCOME 2: CHILDREN ARE CONNECTED WITH AND CONTRIBUTE TO THEIR WORLD

2.1
Children develop a sense of belonging to groups and communities and an understanding of the reciprocal rights and responsibilities necessary for active community participation

2.2

Children respond to diversity with respect

2.3

Children become aware of fairness

2.4
Children become socially responsible and show respect for the environment

OUTCOME 3: CHILDREN HAVE A STRONG SENSE OF WELLBEING

3.1
 
Children become strong in their social and emotional wellbeing

3.2
Children take increasing responsibility for their own health and physical wellbeing

OUTCOME 4: CHILDREN ARE CONFIDENT AND INVOLVED LEARNERS

4.1 Children develop dispositions such as curiosity, cooperation, confidence, creativity, commitment, enthusiasm, persistence, imagination and reflexivity

4.2 
 Children use a range of skills and processes such as problem solving, enquiry, experimentation, hypothesising, researching and investigating

4.3
Children transfer and adapt what they have learned from one context to another

4.2 Children resource their own learning through connecting with people, place, technologies and natural and processed materials

OUTCOME 5: CHILDREN ARE EFFECTIVE COMMUNICATORS

5.1  Children interact verbally and non-verbally with others for a range of purposes

5.2 Children engage with a range of texts and gain meaning from   these texts

5.3 Children collaborate with others, express ideas and make meaning using a range of media and communication technologies

We hope your children enjoy their time at OSHC and we are always open to new ideas and suggestions to improve our program. We look forward to working with you and your family.
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