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Welcome 
 
Welcome to Bishop Druitt College Outside School Hours Care.  Our service aims to provide high quality 
care for children attending the program. It is through the dedication of our educators that a safe, caring 
and fun environment can be provided. As an approved provider, our service complies with current 
legislations and regulations.  
 
This handbook has been created as a guide for families using the service. Please read this handbook 
thoroughly and keep for future reference. A full copy of policies and procedures that guide our educators 
in the management of our service is available for inspection at the parent sign in desk.  
 
The service includes a wide variety of activities that are prepared and implemented in a friendly 
environment, catering for each child’s social, emotional, physical and creative needs.  
 
We strongly recommend that you read the provided information and ask questions to confirm your 
understanding of how the service operates. You are then invited to attend an orientation with the 
coordinator to introduce you and your child to the centre. 
 
The OSHC team are available between 8:00am - 6:00pm to answer any questions or concerns you may 
have.  
 
Bishop Druitt College OSHC is an approved service and receives Child Care Subsidy (CCS) funding 
through the Department of Education, Employment and Workplace Relations under legal entity and 
approved provider. Families are required to complete the online Child Care Subsidy assessment via 
myGov website prior to starting at the service. This will determine your eligibility and level of Child Care 
Subsidy entitlement.   
 
The policies and procedures under which the service operates are available upon request. A copy of the 
National Education and Care Services Act 2010 and National Education and Care Services Regulations 
2011 will also be available to parents.  
 
 

Regulatory Authorities 
 
Our service complies with the National Quality Framework (NQF) including the National Quality 
Standard (NQS) and the National Regulations (Education and Care Services National 
Regulations). 
  
Our service is regulated by the national body for early education and care – the Australian Children’s 
Education and Care Quality Authority (ACECQA) as well as the state licensing department in NSW. 
To contact our Regulatory Authority, please refer to the contact details below: 
 
NEW SOUTH WALES  
Australian Children’s Education and Care Quality Authority - 1300 422 327 
 
NSW Early Childhood Education and Care Directorate - 
Department of Education and Communities  
www.det.nsw.edu.au 
Ph: 1800 619 113    Email: ececd@det.nsw.edu.au     Mail: Locked Bag 5107 PARRAMATTA NSW 2124 
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Management Details   
 

​
Shane Oxley  
Approved Provider  
soxley@bdc.nsw.edu.au ​
6651 5644 ext 245 
 
Alexis Warncken  
OSHC Educational Leader 
oshc@bdc.nsw.edu.au  ​
6651 7400 
 
Sandra Green 
OSHC Administrator 
sgreen@bdc.nsw.edu.au 

 
 
 

Sarah Stokes 
Nominated Supervisor  
sstokes@bdc.nsw.edu.au  ​
6651 5644 ext 205  
 
Maree Munro​
OSHC Co-ordinator​
oshc@bdc.nsw.edu.au  ​
6651 7400 
 
 

  
Hours of Operation 
 

After School Care: ​ Monday to Friday 3:00pm - 6:00pm. 
Vacation Care: ​ Monday to Friday 8:00am - 6:00pm. 
 
Picking up your child/ren outside these hours will incur an additional fee. Please read *OSHC 
LATE COLLECTION POLICY** Children must arrive at the service before 9:30am on excursion 
days. 

Our Commitment to Child Safety 

Our service is committed to ensuring the safety and wellbeing of children is maintained at all 
times whilst being educated and cared for by educators and educators at Bishop Druitt College 
OSHC. We promote a child safe environment that minimises the risk to all children in our care 
from all types of abuse, harm and neglect.  We understand our responsibilities and statutory 
duty of care to comply with both the Child Safe Standards and the Reportable Conduct Scheme 
to build our capacity as an organisation to prevent and respond to allegations of child abuse. 

Our educators and staff carry out their responsibilities as mandatory reporters as required by 
law, under the Children and Young Persons (Care and Protection Act 1998) and maintain up to 
date with knowledge of child protection law. 

Our educators are recruited through a robust screening process to ensure they display the right 
personal qualities and experiences to provide high quality supervision and care to children in 
addition to holding a validated Working With Children Check.​
 
If you have any concerns, please contact the BDC OSHC Team. 
​
​
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​

Our Educators and Staff 
 
Our service is made up of a team of high-quality professional educators that are committed to 
and passionate about school aged care. Our staff promote the human rights, safety and 
wellbeing of all children and consider and respect the diverse backgrounds and needs of 
children. 

We create an environment that promotes and enables children’s participation and is welcoming, 
culturally safe and inclusive for all children and their families.  

All educators hold a ‘Working with Children check’, First Aid certificate and knowledge of ‘Child 
Protection’. Responsible Persons (placed in charge of the day-to-day running of the service) 
have current ACECQA approved First Aid, Emergency Asthma and Anaphylaxis qualifications. 
The Nominated Supervisor, Coordinator and Administrator all have relevant qualifications 
pertaining to the industry. 

All staff are encouraged and supported to attend professional training and development to 
further their knowledge and skills.  

We comply with the National Regulations for educator to child ratios across our service to 
ensure adequate supervision is provided for all children. 
  
At the Service:​ ​ ​ ​ 1:15 
Excursions:​ ​ ​ ​ 1:10  
Swimming/water-based activities:​ 1:8  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

​
​
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Bishop Druitt College 
Outside School Hours Care Philosophy 

 
At our service, our focus is on providing a mixture of play, adventure based play, 
interactions and activities that foster social skills, emotional understanding, physical 
well-being and cognitive development.  We provide opportunities for both planned and 
spontaneous experiences, in line with the values of the ‘My Time Our Place’ Framework. 
(MTOP) 
 
At Bishop Druitt College OSHC: 

 
 
QA1 Educational Program and Practice 
  
Our Educational program and practice is centered around creating a stimulating, inclusive, and child 
focused earning environment. 
  
We are committed to providing a high-quality educational program that promotes the holistic 
development of each child, fosters a love for learning, self-esteem, nurtures independent thinking, and 
prepares them for future success. 
  
We believe that children learn best through active exploration, play, and hands on experiences. Our 
educational program is designed to provide a stimulating and inclusive environment that encourages 
curiosity, creativity, and critical thinking. 
  
We strive to create a balance between child initiated and teacher guided activities, allowing children to 
take ownership of their learning while also benefiting from the guidance and expertise of our educators. 
  
We believe in creating an environment that is flexible in routines and experiences, to encompass 
children’s choice to freely follow and extend their interests. 
  
Continuous assessment and evaluations are integral to the success of our educational program with 
regular reflection on our pedagogical approaches, and making necessary adjustments to ensure that we 
are meeting the ever-evolving needs of the children in our care. 
  
QA2 Children’s Health and Safety 
  
We believe that protecting children from harm and abuse is top priority. 
  
We believe that every child has the right to feel safe and secure and we have clear policies and 
procedures for reporting and responding to suspected abuse or neglect. 
  
We are committed to continuously improving our safety practices through regular review of our policies 
and procedures along with ongoing training for our staff on information pertaining to child protection. 
  
We believe in modelling good hygiene practices to ensure children are seeing effective procedures in 
action. 
  
We believe mindfulness and emotional growth is at the forefront of children’s wellbeing and we 
encourage children to be authentically and unapologetically themselves by building confidence and 
encouraging empowerment through peer collaboration and self-expression. 
 
QA3 Physical Environment 
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We believe that the physical environment is not just a backdrop for learning but an active participant in 
the educational process. We design our spaces to support children’s holistic development. 
  
 We recognise the diversity of interests between older and younger children and create spaces that 
support inclusion through mindfulness, conversations, creative arts and physical wellbeing. 
  
We recognise that children’s needs and interests evolve over time, therefore, we are committed to 
continuously evaluating and adapting our physical environment to best support their interests and 
stages of growth. 
 We regularly gather feedback from our ‘Matchat’ sessions to identify areas for improvement and make 
necessary changes to support children’s educational enrichment. 
  
QA4 Staffing Arrangements 
  
We recognise that the quality of our staff is paramount to providing a nurturing and       supportive 
environment for children’s learning and development. 
  
 We are committed to recruiting and nurturing a team of highly experienced and dedicated   educators 
through conducting thorough interviews, background and reference checks and selecting those who 
share our passion for delivering quality education. 
  
We strive for an educator team that embraces a child centered approach, collaborates effectively, 
maintains open communication with families, and demonstrates a passion for ongoing professional 
development. 
  
 We believe that by investing in our staff is an investment in the quality of care we provide to children. 
  
 We recognise the importance of work-life balance for our staff and strive to create a supportive work 
environment that allows them to meet their personal and professional commitments. 
 
 
 
 
QA5 Relationships With Children 
  
We believe that authentic, positive, responsive, and meaningful relationships with children are at the 
heart of quality education. 
  
We believe that children’s voices should be heard and respected and we encourage this through open 
communication with children and value their unique perspectives and contributions. 
  
We cultivate a culture of empathy and understanding, helping children develop the ability to connect 
with and care about others. 
  
We believe in responsive caregiving where we are attuned to children’s cues and needs, responding 
promptly and sensitively to their emotions, requests, and concerns. 
We believe in guiding children’s behaviour with respect, patience, and clear expectations, helping them 
learn appropriate social interactions and self-regulation skills. 
  
We recognise that building and maintaining positive relationships with children is an ongoing process, 
and we are committed to continuously evaluating and improving our practices to ensure we provide the 
best possible support for children’s social, emotional, and cognitive development. 
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 We believe that by fostering a culture of respect, empathy, and responsiveness, we can help children 
develop a sense of security, belonging, and self-worth that will carry them throughout their lives. 
  
 QA6 Collaborative Partnerships with Families and Communities 
  
We recognise the significance and impact of family culture and community on children’s sense of 
belonging and identity. 
  
 We believe that strong and collaborative partnerships with families and communities are an integral 
component for providing high quality education and care. 
  
We recognise that families are children’s first and most influential teachers and we value their insights, 
perspectives, and contributions. 
  
We believe that connecting and engaging with the broader community enriches our learning 
environment and provides children with a wider range of experiences and opportunities. 
We believe that collaborative partnerships with families and communities are not just about providing 
information or seeking support, they are about building genuine relationships and working together to 
achieve shared goals. 
  
 We believe in a family centred approach with an open-door policy to enrich our network of support 
between our service, families, and the wider community. 
  
 
 
 
QA7 Governance and Leadership 
  
We believe that effective governance and leadership are the cornerstones of high-quality education and 
care experiences. 
  
We are committed to creating a well- structured and supportive organisational framework that guides 
our decisions, fosters a culture of continuous improvement, and ensures the well being of all children 
and families we serve. 
  
We believe that effective governance and leadership is about creating an environment that empowers 
individuals, encourages innovation, and promotes continuous improvement. 
  
We believe that through a well-defined governance structure, with clear roles and responsibilities, 
ensures effective decision making, accountability, and transparency. 
  
We believe through effective governance and leadership, we have a well-defined statement of 
Philosophy that articulates our core values, commitment to quality, and vision for children’s learning and 
development. 
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Bishop Druitt College 
Outside School Hours Care  

Mission Statement 
  

Our mission is to provide a positive, nurturing, safe and caring environment that will support families and be responsive to 
the needs of parents and children.  We will create a happy place for all children, with a fun program that engages, inspires and 
develops the whole  child—mind, body and spirit. 
 
Our service also aims to: 
*Make a significant contribution to the well-being of children and families within the school community and surrounding 
communities, through the delivery of quality care and meeting the diverse needs of families within this community. 
 
*Develop the whole child by encouraging open communication, inclusive practices and diversity through our programs and 
attitudes. 
 
*Strive to be appropriate role models, promoting self-esteem, rights and responsibilities, fairness and honesty with 
Christian values. 
 
*Provide opportunities for fun, freedom, choice, individuality, new experiences, challenges and happy memories. 
 
*Maintain a high standard of quality care through professional practice and attitudes, safe guarding children and adhering 
to our duty of care. 
 
*Educators strive to be appropriate role models, promoting self-esteem, rights and responsibilities, fairness and honesty 
with Christian values  
  
*Value friendships, individuals, the importance of play, the family unit, the child and our role in the community. 
 
*Strive to fulfill our vision and provide peace of mind for families and safe opportunities for children to just be children.  
 
We are guided by this set of core values under Bishop Druitt College: 
 
Connectedness  
Developing a sense of community through friendship, care, compassion, cooperation, acceptance belonging and sharing  
  
Resilience  
Which includes recognizing strengths and maximizing potential: developing self-management, self-confidence, respect 
and nurturing optimism, perseverance and well-being  
 
Achievement  
Attaining personal success, pursuing individual excellence and displaying pride and satisfaction in personal achievement.  
 
Creativity Valuing original ideas, demonstrating innovation and engaging with and responding to the aesthetic qualities of 
the natural and constructed world 
 
Integrity  
Acting honestly, ethically and consistently    
 
Responsibility  
Accepting individual responsibility and contributing to sustainable community development 
 
Equity  
Developing tolerance and commitment to social justice, acknowledging diversity, respecting difference and encouraging 
distinctiveness  
These values are directly aligned with the Bishop Druitt College Primary Department’s Core values of inclusiveness, social justice, excellence, 
self-responsibility and integrity based on Christian principles.  
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                          Educational Program 

We provide a range of both structured and non-structured play-based learning experiences that 
are designed to be stimulating, challenging, inclusive and meet the needs and interests of all 
children attending our service. The development of our program is informed through ongoing 
observations, evaluations and collaboration between educators, children, families and relevant 
stakeholders. 

Our service’s curriculum follows the My Time, Our Place Framework for School Age Care in 
Australia. 

The framework has been designed for use by school age care educators working in partnership 
with children, their families and the community, including schools.  It represents Australia’s first 
National framework for school age care to be used by school age care educators and aims to 
extend and enrich children’s wellbeing and development in school age care settings. 

Educators guided by the framework, will reinforce in their daily practice the principles laid out in 
the United Nations Convention on the Rights of the Child (the Convention). The Convention 
states that all children have the right to relax and play, and to join in a wide range of cultural, 
artistic and other recreational activities. The Convention also recognises children’s rights to be 
active participants in all matters affecting their lives and respects their family, cultural and other 
identities and languages. 

The framework acknowledges the importance of play and leisure in children’s learning and 
development and that their learning is not limited to any particular time or place. Developing life 
skills and a sense of enjoyment are emphasised. It recognises the importance of social and 
emotional development and communication in learning through play and leisure, and it forms 
the foundation for ensuring that children in all school age care settings engage in quality 
experiences for rich learning, personal development and citizenship opportunities. (My Time, 
Our Place. p.4)  

Bishop Druitt OSHC therefore, is committed to nurturing and extending each child’s social, 
physical, emotional and intellectual development in a child-friendly, supportive and fun 
environment. We aim to provide a planned, flexible and balanced program that responds to 
children’s interests, needs and stages of development. Games and activities are altered where 
appropriate to ensure all children can participate fully.  

Planning is undertaken for both individuals and the whole group. The program is developed in 
collaboration with children, parents and educators through regular feedback, evaluations and 
suggestions. The program is displayed for parents and guardians on the parent desk located at 
the front of the service.  
 
Visitors and excursions are regularly part of the program as with our involvement in the broader 
community. We provide opportunities for active games and outdoor activities each day and 
these activities are encouraged for all children as this helps in their physical development.  
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Creative and diverse activities are also included in the program, as is messy play, creative arts, 
cooking, science, quiet time, mindfulness, as well as so many more stimulating and fun 
activities and games.  
 
Planned activities, particularly in vacation care times, can be cancelled or postponed due to 
weather. Your understanding around these changes is appreciated. Please remember to provide 
your child/ren with plenty of snacks and drinks even when meals are provided on the program. 

 
National Quality Framework 

The National Quality Framework provides a national approach to regulation, assessment and quality 
improvement for early childhood education and care and outside school hours care services across 
Australia. The NQF creates a jointly governed, uniform national approach to the regulation and quality 
assessment of education and care services. 

The National Quality Framework includes: 

■​ Education and Care Services National Law Act 2010 (National Law) 
■​ Education and Care Services National Regulations 2011 (National Regulations) 
■​ National Quality Standard 
■​ Assessment and Quality Rating Process 

National Learning Frameworks. 

My Time, Our Place 

Fundamental to the framework is a view of children’s lives as characterised by belonging, being 
and becoming. From before birth children are connected to family, community, culture and 
place. Their earliest development and learning take place through these relationships, 
particularly within families, who are children’s first and most influential educators.  As children 
participate in everyday life, they develop interests and construct their own identities and 
understandings of the world. 

BELONGING 

Experiencing belonging – knowing where and with whom you belong – is integral to human 
existence. Children belong first to a family, a cultural group, a neighbourhood and a wider 
community. Belonging acknowledges children’s interdependence with others and the basis of 
relationships in defining identities. In early childhood, and throughout life, relationships are 
crucial to a sense of belonging. Belonging is central to being and becoming in that it shapes 
who children are and who they can become. 
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BEING 

Childhood is a time to be, to seek and make meaning of the world.  Being recognises the 
significance of the here and now in children’s lives. It is about the present and them knowing 
themselves, building and maintaining relationships with others, engaging with life’s joys and 
complexities, and meeting challenges in everyday life. 
 

BECOMING 

 
Children’s identities, knowledge, understandings, capacities, skills and relationships change 
during childhood. They are shaped by many different events and circumstances. Becoming 
reflects this process of rapid and significant change that occurs as children learn and grow. It 
emphasises learning to participate fully and actively in society. 
 
  
The 5 outcomes outlined in the Framework for School Age Care-My Time, Our Place  

Outcome 1: Children have a strong sense of identity 

Outcome 2: Children are connected with and contribute to their world 

Outcome 3: Children have a strong sense of wellbeing 

Outcome 4: Children are confident and involved learners 

Outcome 5: Children are effective communicators 
 
We strongly encourage communication between families and educators to ensure continuity in 
what we are delivering to your child and acknowledge that the role of the educator is to work in 
partnership with families; children’s first and most influential educators. 

Documentation of Children’s Learning   

Children’s learning may be documented in a variety of ways to assist with ongoing reflection, 
evaluation and assessment of their strengths, interests, behaviours and relationships. 
Documentation may include: 

•         photos 
•         observations 
•         work samples 
•         planning cycle 
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Communication 

We work in partnership with you and your family.  We support and encourage communication 
with your child’s educators about your child’s unique needs and their general enjoyment of their 
day at our service.  

We have many types of communication we use for families, including: 

o   Newsletters 

o   Phone calls  

o   Emails 

o   Letters 

o   Face to face 

o   Family weekend, About us, Cultural forms 

o   School Box 

Enrolment Form 

Please note, the names written on the enrolment form must match the names on your child’s birth 
certificate to meet legal requirements. Enrolment Records will be required to be updated annually or 
whenever your circumstances change. 

All families of children entering care are required to complete an official online enrolment form 
supplying personal, medical information, and emergency contact details. Parents are 
responsible for ensuring that emergency contact numbers, emails and addresses are updated.  
 
We are required to have certified copies of any court orders relating to the child. Without a Court 
Order we cannot stop a parent collecting a child. 
 
Families are required to complete the online Child Care Subsidy assessment via myGov 
website prior to starting at the Service. This will determine your eligibility and level of Child Care 
Subsidy entitlement.  
  
On enrolment we will need the CRN of the person linked with the child, accompanied by the 
child’s CRN so we can confirm register attendance and ensure that you are receiving the 
appropriate subsidy. 
 
Once this enrolment form is complete we will organise a suitable time for Induction and 
Orientation. 
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Family law and access 
Our service will uphold any responsibilities or obligations in relation to Family Law and access to the 
service. We require certified copies of any court order, parenting orders or parenting plans, relating to 
your child and request that if situations change, a copy of the Court Order is provided to our Service. We 
will only allow children to leave the service with the written permission of the custodial parent/guardian. 
Without a Court Order we cannot stop a parent collecting a child. All documentation relating to custody 
and access are held and maintained securely in accordance to our Record Keeping and Retention 
Policy. 

  
Authorised Nominees 
You will be requested to provide information about authorised nominees on your child’s enrolment form. 
These are persons that you provide permission to: 

•         collect your child from the service 
•         provide consent for medical treatment for your child from a medical practitioner, hospital 

or ambulance service 
•         provide consent for the transportation of your child by an ambulance service 
•         provide consent to go on an excursion. 

  

Please understand that it is essential we have up-to-date information on your child’s enrolment 
record in case of an emergency. It is important that you notify the Administrator (or Responsible 
Person) of any changes to enrolment information including: 

•         your residential address 
•         health of your child 
•         telephone/mobile numbers 
•         contact details for any parent or authorised nominee 
•         family changes (parenting orders) 
•         emergency contact information details etc 
 

Authorisations 
The enrolment form will include additional authorisations for our Service to seek medical treatment and 
emergency transportation for your child if required. Authorisations will also be requested for permission 
to administer emergency medication to your child in the case of an asthma or anaphylaxis emergency 
(Ventolin or Epi-pen), permission to access medical treatment and transport in case of an emergency. 

 

PLEASE REFER TO OUR ENROLMENT POLICY 
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Photographs, social media, promotion 

As part of the enrolment process, we will also ask for your permission to take photographs and video of 
your child during normal activities and excursions for sharing with our parent community through social 
media and/or to promote our Service to the community through marketing and promotional materials. 
Photographs and video may also be used as part of our observation and programming process.  

 
 

Bookings 
 
Permanent weekly bookings of the same days, will be entitled to a reduced fee as per the fees 
policy. A permanent booking shall be defined by a regular pattern of attendance throughout 
each term on one or more occasions per week. 
 
Casual bookings will attract a higher fee due to the nature of the booking and associated 
irregular attendance pattern. Casual bookings will only be available to families where the 
service has approved places available. 
 
Changes to bookings and/or cancellations will only be taken: 
 

●​ in writing via email 
●​ or on the ‘Xplor Home’ app by the parent or authorised person 

 
The service will comply with the reporting of bookings requirements as described by the 
Department of Education, Employment and Workplace Relations (DEEWR). 
 
 
After School Care Bookings 
 
After school care runs from 3pm to 6pm term times.  Bookings must be made via the ‘Xplor 
Home’ app.  Bookings without 24 hours notice will incur a higher fee as per policy. 

 
 
Vacation Care Bookings 
Vacation care runs during each holiday period (with the exception of 2 weeks over the 
Christmas and New Year period when the centre is closed) where we provide fun & exciting 
programs with a variety of excursions and centre based days. 
 
As vacation care is always a busy time, it is highly recommended that you book in advance to 
ensure a position. Vacation care programs are available 4 weeks prior to holidays and bookings 
are open at all times. Programs are also emailed to all Bishop Druitt Primary School parents. 
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Bookings must be made via the ‘Xplor Home’ app.  If you require reoccurring bookings (same 
days each week or fortnight), please contact oshc@bdc.nsw.edu.au to request bookings. 
 
For vacation care, children are encouraged to wear comfortable casual clothing that covers their 
shoulders and necks. Remember to provide spare clothes according to the weather, hats are 
necessary for all outdoor activities, sunscreen is applied and children should bring a water 
bottle, morning tea, lunch and afternoon tea. 
 
 
Staff Development/ Pupil Free Days 
The centre is open on staff development/pupil free days. Bookings must be made via the ‘Xplor 
Home’ app. 
 
 
Cancellations 
 
Cancellations must be made via the ‘Xplor Home’ app.  We are unable to take verbal 
cancellations over the phone.  There is no cancellation fee if notification is provided with 
at least 3 full days prior to the scheduled booking day 
 
After School Care 5 days notice: 

●​ cancellations on a week day must be received by 7am 3 full days prior to the scheduled 
booking day.  
 

 
 
Vacation Care 5 days notice: 

●​  cancellations must be given by 7am at least 5 full days prior to the scheduled 
booking day 
 

Mondays required notice: 
●​  cancellations must be given by close of service (6pm) on the previous Friday for ASC 

and the previous Monday for the following Mondays booking. 
 

Public Holidays 
●​ please be aware that if your child has been booked to attend on a Public Holiday you 

will be charged for that booking. However, if this occurs you can claim this as an 
‘Allowable Absence’. 

 
Note: The CCS will be applied to all accounts eligible for the Child Care Subsidy. Please 
ensure the client reference numbers are noted on the enrolment form.   
 
PLEASE REFER TO OUR CANCELLATION POLICY 
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Absences from Child Care  
 
What is an absence day?  
 
Under the Child Care Subsidy families are allowed 42 absence days per child, per financial 
year. These allowable absences can be taken for any reason, including public holidays and 
when children are sick, without the need for families to provide documentation. 
 
Absences should only be claimed when care would have been provided if the child was not 
absent, and the family has been charged a fee for the session of care. Child Care Subsidy is not 
payable for absences submitted before a child has started at a service, or after a child’s final 
day of actual attendance at a service.  
 
If a child is absent for more than one session of child care on the same day, such as both before 
and after school care, it is counted as one absence day. Child care providers must keep records 
of each absence for the child. Families can see their year to date absence count through their 
Centrelink online account via myGov. 
 
*from the following Australian Government Department of Education and Training website 
https://docs.education.gov.au/system/files/doc/other/6._absences_from_child_care.pdf 
 
Cancellations that attract the prescribed fee for that session will be counted towards the family’s 
allowable absences for the year, as per the current Child Care Service Handbook.  Following is 
a link to the handbook:  
https://docs.education.gov.au/system/files/doc/other/childcareservicehandbook201718_0.pdf  
 
Cancellations that attract the prescribed fee for that session and that are over and above the 
yearly allowable absences will require specific documentation as per the current Child Care 
Service Handbook. Failure to provide the required documentation will result in the full fee for 
that session being charged to the family’s account. 
 
Cancellations must be made in writing via email. Cancellations must be made 3 days  in 
advance for after school care and 5 days in advance for vacation care, or your booking will incur 
an absent fee. 
 
If a cancellation is made within a 24-hour timeframe, an absent fee will be added to the family 
account. 
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Late Collection 
 

Parents are requested to collect their child/ren by 6:00pm. Extra charges will be applied for late 
pick-ups. Please call to let educators know if you are late. This late fee is currently $20.00 for 
every 15 minutes (or part thereof) until the child is collected. The problem becomes a legal 
matter one hour after closing time.  
 
 
Arrivals and Departures from the Centre 
 

All children attending the OSHC Service, will be signed in by a parent or authorised person 
(vacation care) or a staff member (after school care) and must be electronically signed out by 
the parent/guardian/authorised person collecting the child every session.  
Parents/guardians/authorised persons must undertake their responsibility of signing the 
attendance register in accordance with Government regulations. Authorised persons can be 
asked to provide proof of identification when collecting the child from care.  
 
No child will be allowed to leave our service with a person who is not stated on the enrolment 
form or the child’s Xplor profile as an ‘Authorised Person’, unless prior arrangements are made 
with the Coordinator or Administrator.  Children may not be collected by persons other than 
those that appear on the enrolment form, or by anyone under the age of 18.  
  
Permission forms signed from the parent/guardian/authorised person must accompany a child if 
there is a request for them to leave the service alone. This is not a recommended option, 
however, if a child attends school extra curricular activities, and has signed permission from a 
parent/guardian, they will be signed out of the service by a staff member. The service cannot 
accept responsibility for the child once he/she has left the service.  
Please ensure that educators know you are collecting your child/ren. All children are to be 
collected by 6:00pm.  
 
PLEASE REFER TO OUR ARRIVAL AND DEPARTURE POLICY 
 

Transportation 
As part of our service we provide transportation between our Service location and primary schools and 
other locations during school holidays whilst participating on excursions. The safety of children enrolled 
in our service is paramount and we take every reasonable precaution to protect children from any hazard 
that could cause injury or harm. We undertake comprehensive risk assessments and ensure supervision 
is adequate at all times. Educator to child ratios are strictly adhered to at all times. 

For regular transportation, including transporting your child to and from school, written authorisation will 
be required once every 12 months unless circumstances change. Any other forms of transportation will 
require individual written authorisation. 

 

PLEASE REFER TO OUR EXCURSION POLICY 
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Service Policies and Procedures 
You will find a copy of our Service policies and procedures in the Service.  We expect our staff 
and families to adhere to our policies and procedures at all times to ensure we maintain 
compliance and abide by the National Law and Regulations and Family Assistance Law. 

Educators cannot make exceptions for individuals unless the Nominated Supervisor or 
Management do so on account of serious and/or extraordinary circumstances. 

We are constantly reviewing our policies and procedures and ask for staff and family 
participation to ensure our policies and procedures meet family’s needs and adhere to required 
regulations.  Your involvement helps us to improve our Service and may lead us to change our 
policies and procedures 
 
All of the Service’s policies and procedures reflect compliance to the following: 
 
Education and Care Services National Law Act 2010, 
https://www.legislation.nsw.gov.au/acts/2010-104.pdf 
 
Education and Care Services National Regulations 2011, 
https://www.legislation.nsw.gov.au/#/view/regulation/2011/653 
 
 
Child Protection (Working with Children) Act 2012  No51 
https://www.legislation.nsw.gov.au/#/view/act/2012/51/full 
 
Work Health and Safety Act & Regulations 2011. 
https://www.legislation.nsw.gov.au/#/view/regulation/2011/674 
 
Our Policies and Procedures reflect compliance to the Education and Care Services National Law Act 
2011, Education and Care Services National Regulations 2013, Work Health and Safety Act & 
Regulations 2011, Commission for Children Young People and Child Guardian Act 2000 (Queensland),  
 
Our policy and procedures folder is available under the parent sign in desk,  for parents to view.  
 
We expect our staff and families to adhere to our policies and procedures at all times to ensure we 
maintain compliance and abide by the National Law and Regulations. 
 
We are constantly reviewing our policies and procedures and ask for staff and family participation to 
ensure our policies and procedures adhere to family’s needs and meet required regulations through a 
collaborative approach.  Your involvement and feedback helps us to improve our Service and may lead 
us to change our policies and procedures.  
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National Priority of Access 
 

Placement of children at our centre will follow these guidelines: 
 
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.. section 14 of the A New Tax System (Family Assistance) Act 1999. 
Priority 3 – any other child. 
 
Within these main categories priority should also be given to the following children: 

•​ Children in Aboriginal and Torres Strait Islander families  
•​ Children in families which include a disabled person  
•​ Children in low income families  
•​ Children in families with a non-English speaking background  
•​ Children in socially isolated families  
•​ Children of single parents.  

 

Community and Communication  
 

We believe that by having an open communication strategy with families the staff are able to 
share ideas and experiences in an open and honest manner, which can further promote the 
children’s wellbeing. We believe with open communication, inclusive practices and diversity 
through programs and attitudes we will contribute to the development of the whole child. 
 
We have many types of communication we use for families, which include: 
➢​ Emails 
➢​ Phone calls 
➢​ Face to face 
➢​ Newsletters, handouts, feedback and input forms 
➢​ Facebook 

 
 

Fees and Accounts 
 
Child Care Subsidy (CCS) 

 

The Child Care subsidy (CCS) is assistance to help you with the cost of child care. Approved 
child care is care provided by a service which has been approved by the Australian Government 
to pass Child Care Subsidy on to families as a reduction in their Child Care fees.  Bishop Druitt 
College offers both after school and vacation approved care. 
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Child Care Subsidy offers assistance to families to help with the cost of child care aged 0-13 
years. There are 3 factors that will determine a family’s level of Child Care Subsidy, which 
include: 

•         Combined annual family income 
•         Activity test – the activity level of both parents 
•         Service type – type of child care service and whether the child attends school 

Families who wish to receive Child Care Subsidy as reduced fees must apply through the 
myGov website. This includes completing the Child Care Subsidy activity test.  Child Care 
Subsidy is paid directly to our Service to be passed on to families as a fee reduction. Families 
will contribute to their childcare fees and pay the difference between the fee charged by our 
Service and the subsidy amount received. This is called the ‘gap fee’. 

On enrolment we will need the Customer Reference Number (CRN) of the person linked with 
the child, along with the child’s CRN so we can confirm the attendance and ensure that you are 
receiving the appropriate subsidy.  

The following websites may be helpful in providing more information: 
https://www.humanservices.gov.au/individuals/services/centrelink/child-care-subsidy 
https://www.childcarefinder.gov.au/  
 
The following areas are addressed on the sites: 
➢​ Eligibility basics 
➢​ Who can get it 
➢​ How much you can get 
➢​ How to claim 
➢​ How to manage your payment 
➢​ What other services are available 
➢​ Other payments, services and subjects 

 
How do I complete the Child Care Subsidy assessment?  
The following website is a guide to completing the Child Care Subsidy assessment at:  
  
humanservices.gov.au/individuals/online-help/centrelink/complete-your-child-care-subsidyasses
sment.   
 
 
FEES 
*before the Child Care Subsidy has been applied 
 
After School Care Fee Schedule  
 
Permanent Booking:  $20.00  
Casual Booking:  $21.00 (must be made with 24 hours notice or more) 
Emergency Booking:  $22.00 (includes on the day booking) 
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Late Collection Fee: $20.00 (for every 15 minutes or part thereof after 6pm)  
 
 

 
 
Vacation Care Fee Schedule  
 
In-centre days:  $50.00 (activity cost as noted $10.00 - $20.00) 
Excursion:  $50.00 (plus excursion cost $15.00 - $50.00) 
Late collection fee: $20.00 (for every 15 minutes or part thereof after 6pm) 
 

 
 

Complying Written Agreement (CWA) 

A Complying Written Agreement (CWA) is an agreement between our Service and a parent or 
guardian to provide childcare in exchange for fees. The CWA includes information about your 
child’s enrolment including your child’s full name and date of birth, the date the arrangement is 
effective from, session details and details of the fees to be charged. Before Child Care Subsidy 
can be paid, you must approve the enrolment information within the CWA via the MyGov 
website. 

 
Account/Outstanding Fees 
 

All fees are payable via direct debit only. You will be able to set this up via your Xplor home 
app if you did not set this up during the online enrolment process. 
 

 
 
Please talk to the BDC Accounts Department as soon as possible if you are having financial 
difficulties and cannot pay your fees. 
​
If fees are outstanding, the child/ren will be suspended from OSHC until the balance is paid.  
 
PLEASE REFER TO OUR PAYMENT OF FEES POLICY 
 

 
Excursions/Incursions 

As part of our program, we, on occasion will plan excursions within the local community and incursions at 
the Service. While these activities enhance the program, children’s learning experiences and 
involvement in the community, they are optional. Safety is an essential part of all excursions and they are 
only undertaken after risk assessments have been conducted and risk management strategies 
implemented. 

Written authorisation will be requested from parents prior to any activity and must be received by the 
Service before any child can participate in the excursion. During any excursion, attendance records are 
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maintained accurately, a qualified first aid officer is always present, staff ratios based on the risk 
assessment are strictly adhered to as a minimum and children are supervised at all times. For further 
information, please refer to our Excursion Policy. 

Children at Vacation Care regularly enjoy various outings. Parents will be requested to complete 
permission forms for these activities and risk assessments are always available. 
 
Our centre is careful to provide appropriate educators for these activities - a ratio of 1:15 is 
regularly maintained and a ratio of around 1:8/1:10/1:12 if required for activities/excursions with 
some risk. 
 
Whilst excursions are valuable in extending knowledge and experience, we are aware that they 
can be of concern to parents. Rest assured your child’s safety is always a top priority and any 
excursion is in strict accordance with state government policy.  
 
Under no circumstances are children to be dropped off without being walked in and 
signed in. 
 
PLEASE REFER TO OUR EXCURSION/INCURSION/EXTRA CURRICULAR ACTIVITIES POLICY 
 

 
Children 

 
Child Protection and Reporting  
 

OSHC is committed to safe-guarding children and we value the safety and well-being of all 
children in the service.  We are mandatory reporters. 
 

  Bishop Druitt OSHC Service will act on behalf of children to protect their rights to safety and 
security. All educators working with children have a duty of care to ensure that all children are 
safe from harm. All OSHC educators complete a Mandatory Child Protection and Reporting 
Module through the school, as well as ongoing training.  

 
 It is the responsibility of the parents/guardians to notify the Coordinator of any changes in their 

family situation and care arrangements for your child/children, particularly changes to any 
court or custody orders.  Please refer to Child Protection Policy for further information. 

 
 Children’s Rights  
 

  As members of our community children have a recognised right:  
●​ to a warm, caring atmosphere where they are seen as unique individuals.  
●​ to have fun and feel comfortable in themselves and with others.  
●​ to be treated justly, fairly and sensitively and to have their grievances heard.  
●​ to be acknowledged for their achievements. 
●​ to be treated with courtesy and respect. 
●​ to be treated consistently and equitably by service educators. 
●​ to play and be challenged in a safe environment. 
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●​ to be involved in the development of the rules of behaviour, the aesthetics of the service 
and other aspects of the program. 

 
PLEASE REFER TO OUR CHILD SAFE CODE OF CONDUCT POLICY 

 
Children’s Responsibilities  
 

As members of our community children have clear responsibility: 
●​ to be courteous and respectful to other children, educators, parents and visitors to our 

service.  
●​ to participate in activities with an attitude aimed towards learning and having fun. 
●​ to show care for belongings whether their own, others or belonging to the service. 
●​ to cooperate with educators and peers to further improve the quality of time together. 
●​ to remember, follow and respect OSHC rules and boundaries whilst at the service.  

 
Rules of the Centre 
 

Children are expected to observe the simple rules of the centre at all times:  
 

●​ Children will be encouraged to be courteous to each other, educators and visitors.  
●​ Children will refrain from using physical violence.  
●​ Children will be encouraged to refrain from using bad language.  
●​ Children will not use the equipment in a way that places other children at risk.  
●​ Boundaries imposed by OSHC will be adhered to.  
●​ Children will only leave the centre at departure time with the appropriate adult (unless 

otherwise arranged).  
●​ Children will respect property belonging to other people and the Centre.  

 
Behaviour 
 

Bishop Druitt OSHC Service is committed to developing a safe, secure, caring and stimulating 
environment, which enhances children’s self-esteem and encourages them to interact positively 
and to cooperate with others. For the benefit of all children and the effective operation of the 
centre, a certain level of behaviour is expected from each child.  
 

 To ensure that this occurs all educators will: 
●​ endeavour to know all children’s names.   
●​ communicate with all children in a positive and respectful manner. 
●​ actively listen to what children have to say and acting upon this.  
●​ endeavour to be a good role model that reflects values and attitudes.  
●​ to ensure all children are cared for effectively by active supervision from educators.  

 
Educators follow a Behaviour Guidance Policy that extends across the whole Service giving consistency 
of expectations. This policy allows children to develop self-discipline, respect for others, for property and 
respect for self, whilst learning to regulate their behaviour in different environments. 

Our Service has a set of rules which we have developed along with the children and families. We use 
these rules as a point of reference to guide children’s behaviour in a positive manner. This ensures that 
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children have a clear understanding of the minimum expectations of their behaviour whilst in our care. 

If you require further information on this policy please ask educators and refer to the Policy manual. 

Children are encouraged to be considerate and supportive of each other and are encouraged to 
undertake their own problem solving and negotiation with the support of educators through a 
range of strategies. Children are supported by educators who will assist them to label their 
feelings and find appropriate ways of expressing them. Educators will also endeavour to be 
positive role models and  behave in ways that show children how to behave appropriately. 
 
All children and parents are made to feel welcome, appreciated and respected whatever their 
socioeconomic status, culture, colour of skin, race, ability, family type, belief system or lifestyle. 
A child’s parent/guardian is consulted when their behaviour consistently conflicts with the 
service’s behavioural guidelines and are invited to assist in the development of behavioural 
plans to assist the child.  
 
If inappropriate behaviour persists, it will be discussed with the child and the parents.  
If necessary the matter will be referred to the Principal or Nominated Supervisor. Information 
documented will be passed on to the appropriate people and a copy kept at the centre in a 
secure location.  
 
Educators have the right to exclude a child for unacceptable behaviour. This will only be 
considered after:  
 

1.​ Parents have been notified and given the opportunity to discuss their child’s behaviour.  
2.​ Adequate support or modifications have been implemented.  

 
 
In extenuating circumstances, alternative care may be required for a child whose behaviour 
affects/endangers other children and has not improved after a behaviour plan has been 
implemented. 
 
PLEASE REFER TO OUR BEHAVIOUR GUIDANCE POLICY 
 
 

Inclusion and Diversity 
 

Our service provides an inclusive and open program where all children are considered unique 
individuals and diversity is valued. We aspire to:  

●​ provide a variety of activities that encourages the participation of all children.  
●​ be aware of the children’s home environment and individual social needs. 
●​ cater for children from all cultural backgrounds who may have special dietary and/or 

communication requirements. 
●​ encourage interaction between gender and age groups in a positive way with organised 

activities and games. 
●​ encourage children to cooperate and to help each other with activities and routines. 
●​ cater where possible for children with special and/or additional needs.  

 
PLEASE REFER TO OUR ANTI BIAS AND INCLUSION POLICY 
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Anti-Bullying 
 

Bullying behaviour is not acceptable at Bishop Druitt College OSHC. This means that everyone 
should report incidents of bullying. All matters will be treated seriously. 
 
The educators will ensure that they are aware of all forms of unacceptable behaviour - physical 
bullying, verbal bullying, and relational bullying and to ensure they provide a safe environment 
for children to identify unsafe and uncomfortable situations.  
 
Children are encouraged to be considerate and supportive of each other and are encouraged 
and supported in developing friendship skills. Comments are made on kindness toward others 
so that young people know that kindness is valued.  
 
The Co-ordinator and the child’s parent/guardian are firstly consulted when behaviour 
consistently conflicts with the service’s expectations and behaviour guidelines, as all children 
should feel safe whilst in attendance. A child who compromises the safety of others and is 
unable to modify his/her behaviour to ensure the safety of all, will further need consultation with 
the Principal/Nominated Supervisor and in severe instances, may need alternative care. 
 
PLEASE REFER TO OUR BEHAVIOUR GUIDANCE BULLYING POLICY 
 

Educators Interactions and Relationships with Children 
The service aims to provide a responsive and inclusive environment for children where the 
educators relate to them in a professional, friendly and respectful manner. Educator interactions 
with children are further enhanced through program implementation and daily communication. 
 
PLEASE REFER TO OUR INTERACTIONS WITH CHILDREN POLICY 
 
 
 

Mobile Phones 
 

It is recognised that some children have mobile phones. However, children should not use 
mobile phones whilst at OSHC unless there is a genuine and urgent need to do so. All mobile 
phones are to be handed to the OSHC office upon arrival at the service for storage in a secure 
location and will be returned to the child when the child is signed out by the parent or authorised 
person. All mobile phones must be clearly labelled with the child’s name to ensure the correct 
phone is returned when the child is signed out. 
 
If a child needs to use a phone during the course of their attendance at the service they must 
ask the Coordinator/Administrator/Responsible Person for the use of the service’s landline to 
make the necessary call. 
 
 
If parents need to contact children that they can do so via the service’s land line. The purpose of 
these rules is to: 

42 



• ​ manage the risk of children contacting or being contacted by external, inappropriate or 
unauthorised persons. 

• ​ assist with child protection risk management. 
• ​ minimise the risk of theft of mobile phones. 
• ​ ensure that the privacy of other children and educators is not breached through the use of 

mobile phones, internet, cameras and videos. 
 

PLEASE REFER TO OUR TECHNOLOGY POLICY 
 
What To Bring Each Day 
 

HATS - A hat is required for all outdoor activities. NO HAT - NO OUTDOOR SUN PLAY! 
SHOES - Fully covered shoes are advised. Thongs are not permitted unless as a second 
pair for water activities. 
SHIRTS - Garments worn must have at least a short sleeve. Singlets or sleeveless 
tops/dresses are not permitted. 
SWIMMING RASHIE - A rashie must be worn for all swimming and water play activities.  
MORNING TEA/LUNCH/AFTERNOON TEA - Everyday in vacation care. 
WATER BOTTLES - Parents should provide their children with drinks or a water bottle 
everyday. 
 
 

Lost Property / Electronic Devices 
 

Over the year OSHC accumulates quite a lot of lost property. OSHC educators will do their best 
to return property to the rightful owners. After 5 weeks all items not named will be donated to 
Anglicare. We ask that parents clearly print names on all items brought to OSHC.  
 
OSHC will not be responsible for damage or stolen electronic items including iPads, mobiles, 
nintendo switches etc. OSHC discourages these items being brought to the centre and the 
child will be solely responsible.  
 
 
Photographs/ Videos 
 

Photographs are taken of children at the centre all the time. These photos make great displays 
that can show you what your children have been doing. No child will be permitted to be 
photographed by anyone except the educators or someone authorised by the Coordinator. 
Occasionally, photographs will be used in the media, Facebook or the BDC Newsletter for 
advertising or promoting the service. Upon enrolment please let educators know if you do not 
want your child’s photo used in this way. Occasionally, videos are made of special activities the 
children are having at the centre. The children enjoy watching these at the end of the day. 
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                           Physical Play 
  

Physical play includes activities that use physical movements to allow children to use their 
energy, enhance their concentration, co-ordination, motivation, learning and wellbeing. We feel 
that physical play is a vital part of everyday life and is especially important in an Out of School 
Hours Care (OSHC) setting given the amount of time children have been non-active in the 
classroom throughout the day. 

Our Service provides children with a wide range of both indoor and outdoor physically active 
play based learning experiences. 

  

Physical play provides children with the opportunity to: 

•         use their imagination 

•         roster self-esteem and confidence 

•         develop strong bones and muscles 

•         build resilience 

•         promote peer groups/friendships 

•         become more independent 

•         improve strength and balance 

•         test abilities and experience adventure 

•         challenge their fears 

•         develop flexibility and coordination 

•         improve spatial awareness 

•         develop and improve mathematical concepts 

•         be confident as they learn to control their bodies and understand their limits 

•         learn to cooperate and share with others 

•         promote healthy growth and development  
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Food and Nutrition 
 

The service provides afternoon tea during after school care only.. During vacation care sessions 
all food MUST be provided by the family, eg. morning tea, lunch afternoon tea, late snacks and 
drinks. 
 
The service provides nutritious food consistent with advice from recognised nutrition authorities 
e.g.  fruit, sandwiches, popcorn, crackers and hummus. We are a nut and egg allergy aware 
centre. 
 
Children‘s special dietary requirements are catered for where possible on consultation between 
educators, children and parents. Please let us know of any dietary requirements (allergies etc.) 
that affect your children.  
 
Drinking water and cups are readily available at all times for drinking, though we encourage all 
children to bring their own clearly marked water bottle.  
 
Although we have a refrigerator at the service we further encourage families to pack lunches 
that do not require refrigeration. Understandably, we have limited space in the fridge which is 
needed for the service’s use.  
 
Our educators are encouraged to share meal times with the children to build relationships and 
to encourage proper social habits and good hygiene practices e.g. correct use of manners, 
washing hands and using tongs to serve food.  
 
PLEASE REFER TO OUR NUTRITION POLICY 

 
 
Sun Safety 

Children and educators will wear hats and appropriate clothing when outside. Staff will encourage 
children, including by way of modelling behaviour, to avoid excessive exposure to the sun and to wear 
suitable sunscreen (at least SPF 30+), which is reapplied according to the manufacturer’s 
recommendations 

Parents should note that: sunscreen will be applied to all children as per policy unless parents 
specifically request in writing that the centre supplied sun cream should not be applied to their 
child. In this circumstance, children are to wear long sleeved shirts, broad brimmed hat and 
must play in the shade.  

If your child has an allergy to sunscreen or is unable to have sunscreen, please document this 
on the enrolment form and inform the Co-ordinator so sunscreen waiver can be signed.   
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SUN HAT 

 A sun protective hat must be worn every day when playing outside for protection against the 
sun (this can be their school hat). Please make sure to include it in your child’s bag every day 
regardless of the weather conditions. Please note that educators will enforce the ‘no hat, no 
outdoor play’ rule and children will be instructed to play under shelter or indoors.  

 
PLEASE REFER TO OUR SUN SAFE POLICY 
 
 

Environmental and Sustainability 
 

Our Service is passionate about sustainability. We believe in supporting children to appreciate 
and care for the environment by embedding sustainable practice into the daily operation of our 
Service, infrastructure and teaching. 

In order to empower our sustainability program, we emphasise children’s ability to make a 
difference, enabling them to learn and appreciate their environment in an engaging, fun and 
exciting manner. We do this by engaging children in discussion about sustainable practice, 
encouraging them to participate in a recycling program, using recyclable materials for art/craft 
resources, reducing energy and conserving water. We aim to provide children with the skills and 
knowledge required to become environmentally responsible. 

Recyclable materials are used at all available opportunities and items for the centre are locally 
sourced second hand. Parents are encouraged to donate recyclables and other items that can 
be used by OSHC.  Educators and children aim for correct bin recycling in the centre. 
 
PLEASE REFER TO OUR ENVIRONMENTALLY RESPONSIBLE POLICY 
 
 

Hygiene 
 
Our service has effective and systematic risk management systems in place to identify any 
possible risk of hazards to our learning environment and practices. All staff diligently practice 
and model personal hygiene measures such as hand washing, cough and sneeze etiquette and 
disposal of tissues. We request that all children and visitors to our service wash their hands or 
use the alcohol-based hand sanitiser upon arrival. 

Our educators teach and model correct hand washing techniques to children and regularly 
clean and disinfect high touch objects throughout the service to reduce the spread of infection. 

Children are taught to wash and dry their hands/sanitise before meal times, after using the 
toilet, blowing their nose, handling animals and before using inside equipment.  
 
Children are provided with paper towels for the drying of hands.  
 
PLEASE REFER TO OUR HYGEINE POLICY 
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                                        Parents and Families 
 
Parent/Guardian, Visitor and Guest Code of Conduct 
 
With impressionable young children about, it is imperative that all parents, guardians, visitors 
and guests to the service communicate in an appropriate manner at all times.  
 
We anticipate that you will agree with the following:  
• The rights, dignity and worth of every person, regardless of their abilities, gender, religion or   
   cultural background will be respected.  
• The decisions of employees as professionals will be supported and valued and you will guide  
   children to do likewise.  
• Children participate in activities for their own enjoyment not ours; therefore their efforts and  
   performance will be encouraged.  
• Our responsibility is to create a child safe and friendly environment, therefore all efforts to  
   remove any form of abuse or mistreatment will be supported.  
• The service grievance procedure provided will be followed.  
• Children and adults alike will not be treated in an unfair, unjust or discriminatory manner.  
• Adults will not arrive at or near the service under the influence of alcohol or illicit substance.  
• The use of obscene or inappropriate language on the premises will not be tolerated.  
 
 

 
Communicating with Parents 
 

Educators regularly have important information that they need to share with families. Generally 
most communication between educators and parents is verbal discussion and feedback about 
the centre, their child’s day and information about upcoming events, which occurs on a daily 
basis. We have a parent noticeboard at the front door. This is to serve as a reminder of what is 
happening and to give you information. Please keep an eye on it! 
 

We really value feedback, evaluations and suggestions from families. Please talk to educators 
about anything in relation to your child’s care or the centre. It may be necessary to make a time 
to meet with educators to discuss any issues or concerns you may have in greater depth. At 
times we send out surveys to assess the quality of the service we are providing and to ensure 
that we are doing our best to meet everyone’s needs. Our suggestion box is always available for 
your ideas or feedback and is located near the front door. Please feel free to use it. 
 

As with every relationship, open and clear communication is important. In the relationship you 
enter into with the centre that cares for your children, it is vital that we establish clear lines of 
communication to ensure that everyone’s needs are met. 
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Partnering with Families  
 

We welcome parents and relatives to participate in our program and we value a close 
relationship between the centre and parents. We encourage you to create a sense of belonging 
and unity by sharing your talents with us and participating in whatever way you feel most 
comfortable - preparing for activities, reading a story, sharing aspects of your culture or assisting 
with an excursion.  
 
Please recognise that the centre is dealing with children at the most tiring part of the day and 
they often bring problems associated with school to the centre. Your confidence in the 
professional approach of educators to individual children’s problems will contribute to the 
smooth running of the centre. 
 

 
Parent Responsibilities 
 

Please remember to inform educators (in writing or by phone 66517400) if:  
●​ someone different is picking up your child.  
●​ your child is sick and will not be attending. 
●​ you are going on holidays.  
●​ custody/access arrangements have changed.  
●​ you have changed your place of employment. 
●​ emergency contacts have changed.  
●​ you need to cancel bookings.  
●​ you are unable to pay fees.  
●​ your child is not attending for the day. We must be notified about a child’s absence.  

 
Parents also have a responsibility to:  

●​ provide for the children’s daily needs as requested by the centre. 
●​ pay fees promptly.  
●​ fill in and sign all forms accurately.  
●​ collect children promptly.  
●​ address any concerns with the Nominated Supervisor as soon as they arise.  

 
Parents are also required to: 

●​ provide the appropriate hat, clothing and food for their child/ren.  
●​ help by applying sunscreen daily to their child/ren at home before coming to child care (to 

ensure it is applied at least 20 minutes before outdoor play), or apply on arrival. 
●​ wear broad brimmed, bucket or legionnaire hats while involved in centre activities. 
●​ provide rash shirt for outdoor water activities.  

 
 

Grievance/Complaints 
 
Everyone using the service – families, children and educators – have the right to raise issues, 
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concerns or voice their complaints, or to appeal any decision of the service. All matters 
discussed are respected and treated fairly with a genuine desire to resolution.  
 
In the first instance please speak to the Co-ordinator and attempt to resolve the matter. The 
Coordinator shall respond as soon as reasonably practicable. If the grievance is not resolved, 
please consult with the Nominated Supervisor. All grievances and complaints must be made in 
writing at this stage.  
 
PLEASE REFER TO OUR DEALING WITH COMPLAINTS POLICY 
 
                           Medical Information 

 
Incidents, injury or trauma 
We aim to minimise the risk of accidents and injury as much as possible however, through play, 
exploration and adventure, children sometimes have accidents. We always have an educator with 
a First Aid, emergency asthma, anaphylaxis management and CPR qualification on shift at all 
times we provide education and care to children. 

  

In the event of a minor injury, first aid will be provided as required. An Incident, Injury, Trauma 
and Illness Record will be completed and when you collect your child, you will be notified about 
the injury and asked to acknowledge and sign the record. If your child injures their head, even if 
it is a small bump, you will be contacted to advise you of the injury. Our educators will continue 
to monitor your child closely and advise if you should come and collect them. 

  

If an injury or incident is serious and we believe urgent medical attention is required, the 
Nominated Supervisor will contact you immediately. If we cannot contact a parent or guardian, 
we will attempt to contact an authorised nominee for consent. Where you or your authorised 
nominee cannot be contacted, we may call an ambulance. If you are unable to meet the 
ambulance at the Service, we will send one of our educators/staff members to accompany your 
child in the ambulance. 

Please note that Ambulance cover is the responsibility of each family. 

  

An Incident, Injury, Trauma and Illness Record will be completed, and a parent will be required to 
acknowledge and sign this record. A copy of any documentation from the hospital or treating 
doctor will also be requested. Our Service will also be required to notify the Regulatory Authority 
in the event of any serious incident or injury. In these circumstances, you may be contacted by 
our Approved Provider and the Regulatory Authority to follow up the incident and actions taken 
by our Service. 
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Illness 
 

 
In the event of a child becoming ill, the service will contact the parent/guardian to collect the 
child as quickly as possible.  While the child waits, they will be made comfortable and an 
educator will be monitoring them until collected.  Educators will document monitoring. 
 

 
 
Sick Children 
 

For the health of all the children, we respectfully request that children who are sick or 
unwell are not brought to the centre. 
 
If a child has been absent with an infectious disease, the Nominated Supervisor/Coordinator 
may require a certificate of health when the child arrives back at the centre. 
  
If your child develops any of the following conditions please do NOT attend until symptoms 
disappear or your doctor states in writing that your child is no longer infectious and is able to 
return to the centre: diarrhoea / vomiting / thick coloured runny nose / fever / severe coughing / 
head lice / rashes / severe itching cold sores. 
 
PLEASE REFER TO OUR INCIDENT, ILLNESS, ACCIDENT AND TRAUMA POLICY 

 
 
First Aid  
 
In the event of an accident or a child falling ill, first aid supplies and expertise will be available. A 
first aid kit is accessible to the staff and maintained in good order. All educators hold a first aid 
certificate and anaphylaxis management training. All staff members to have undertaken training 
in administering Epi-pens, Asthma and CPR training at least every 12 months. 
 
 

When should I not send my child to the Service? 
Our Service cares for children before or after a busy and demanding day for the 
bodies and minds of our children at school and during vacation care. We are not 
equipped to care for sick children; however, we will do everything we can to 
comfort a child who has become sick whilst in our care.To minimise the spread of 
infections and diseases, and maintain a healthy environment for all children, educators 
and staff, we implement recommendations developed by the National Health and 
Medical Research Council (NHMRC)- 
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 Staying Healthy in Childcare. Our policies and procedures for Sick Children and the Control of 
Infectious Diseases are available for all families to view. 

Please monitor your child’s health and do not bring your child to the Service if they are suffering 
from an infectious disease/illness or are generally unwell. 

  

If your child becomes ill whilst at the Service, we will contact you or an authorised nominee to 
collect your child. If your child is unable to be collected, educators will contact the child’s 
emergency contact for collection.  When your child is collected, you will be provided with an 
Injury, Incident, Trauma and Illness Record completed by the educator which includes 
information about your child’s illness, their symptoms, general behaviour and any action taken. 
You will be requested to sign and acknowledge the details in this record. If your child becomes ill 
whilst at school and returns home, please ensure our Service is aware. 

Your child should not attend the Service if they have had paracetamol within 24 hours for a 
temperature.  Children who are on antibiotics are to be kept away from the Service for the first 24 
hours to allow the child to rest and the risk of spreading the infection to decrease. If your child 
has been vomiting or had diarrhoea, they will be excluded for 48 hours. For certain illnesses, a 
medical clearance certificate may be required before your child returns. 

  

If your child has been away due to illness, please check with the Service as to whether or not you 
will need a certificate before your child returns.  

Infectious Diseases 
The National Health and Medical Research Council have supplied the following information 
regarding minimum exclusion period for children from an early childhood education and care 
service. Please inform staff if your child has any of the following so that we can notify the Public 
Health Unit and other families of any infectious disease/illness. (Confidentiality is always 
maintained). 

Recommended exclusion periods- Poster   Staying Healthy: Preventing Infectious diseases in 
early childhood education and care services 

PLEASE REFER TO OUR INFECTIOUS DISEASE POLICY 
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CONDITION EXCLUSION 

Fever At least 24 hours after the fever has reduced 

Diarrhoea/Giardia Excluded until at least 48 hours after the diarrhoea 
has ceased. 

Hand, Foot and Mouth 
Disease 

Until all blisters have dried 

HIB Exclude until medical certificate of recovery is 
received. 

Hepatitis A Exclude until a medical certificate of recovery is 
received, but not before 7 days after the onset of 
jaundice or illness. 

Herpes/Cold Sores Young children unable to comply with good hygiene 
practices should be excluded while the lesion is 
weeping. Lesions to be covered by dressing, where 
possible. 

Influenza and flu-like 
illnesses 

Colds with fever, nasal discharge, coughing, 
wheezing are excluded for the period of acute 
illness  

Measles Exclude for at least 4 days after onset of rash 

Meningitis (Bacterial) Exclude until well. 

Meningococcal Infection Exclude until adequate carrier eradication therapy 
has been completed. 

Mumps Exclude for 9 days or until swelling goes down 
(whichever is sooner). 

Chicken Pox Until all blisters have dried 

  

Poliomyelitis Exclude for at least 14 days from onset. Readmit 
after receiving medical certificate of recovery. 
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Rubella (German Measles) Exclude until fully recovered or for at least 4 days 
after the onset of rash. 

Salmonella, Shigella Exclude until diarrhoea ceases. 

Streptococcal Infection 

(Including Scarlet Fever) 

Exclude until the child has received antibiotic 
treatment for at least 24 hours and the child feels 
well. 

Tuberculosis Exclude until a medical certificate from an 
appropriate health authority is received. 

Whooping Cough 

  

Exclude the child for 5 days after starting antibiotic 
treatment. 

Worms (intenstinal) Exclude if diarrhoea present. 

  

  

 
 
https://www.health.nsw.gov.au/Infectious/factsheets/Pages/childhood.aspx  
All educators have the right to refuse children entry to the centre if they show any of the 
above mentioned signs. 
 
 
Medication 
 
All medication will be administered in accordance with the Education and Care National 
Regulations. Medication will only be administered with explicit permission from 
parent/guardian/approved person or in the case of an emergency, with permission of a medical 
practitioner.  
 
Medication will be kept in the office/fridge and in keeping with the environmental conditions 
required of the medication. Authorisation on the medication form, in writing, from a parent 
/guardian/ approved person must include the child’s name, the name of the medication, the 
dosage and times and/or circumstances of administration and details of the last dosage taken 
and dosage to be administered. When medication is administered, staff will record the 
dosage/time/date administered and it will be witnessed by another educator. These files are 
kept confidential.  
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Medication will only be administered if the medication is clearly marked with  a chemists label 
and with the child’s name, in its original packaging and within its expiry date. Children will not be 
given a higher dosage than prescribed on the label.  
 

Any child’s prescribed medication such as asthma inhalers, adrenaline auto injectors (EpiPen) 
or Insulin (for diabetes), must accompany the child each day to our Service or parents ensure 
our Service has adequate supplies of the required medication at all times. 

The medication folder is located in the OSHC office and a medication form needs to be 
completed before any medication can be administered. A staff member can help you complete 
the form.  
 
Please do not leave medication of any description in your child's bag or in the rooms. 
 
PLEASE REFER TO OUR MANAGING A MEDICAL CONDITION PROCEDURE 
 
 
Medical Conditions 
 
Enrolment forms provide families with the opportunity to share their child’s medical information 
with the service staff. Medical details are kept in accordance with the Privacy Act 1988.  
 
Individual medical health plans are devised for children with serious health conditions, and 
includes a medical management plan, risk minimisation plan and a communication plan. 
Individual medical health plans are reviewed on a yearly basis (to ensure relevance and 
accuracy) unless there is a change of condition. Anaphylaxis plans are displayed within the 
room and medical folders that contain all medical conditions and diagnosis are utilised in each 
area, to ensure their health is considered at all times and that all educators working with your 
child are aware of their condition.  
 
If your child has a serious health condition such as asthma, epilepsy, serious allergies or any 
other serious or life threatening medical condition it is important that the educators are made 
aware of this prior to commencement. Please ensure that your child brings their medication to 
the service each day. 
 

To ensure the safety and wellbeing of your child, please update your child’s Medical 
Management Plan/ Action Plan every 12-18 months or whenever a change in their 
medication or treatment occurs. (Australasian Society of Clinical Immunology and 
Allergy) (ASCIA).  

PLEASE REFER TO OUR MEDICAL CONDITIONS POLICY  
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Infection Control 
 
In order to ensure all educators and children are safe whilst at the service sound hygiene and 
infection control guidelines are always followed.  
 
Educators will follow universal precautions regarding the management of blood/bodily fluids. An 
infectious waste spills kit is provided at the service.  
Posters outlining effective hand washing will be displayed for children and staff.  
 
PLEASE REFER TO OUR HYGIENE POLICY 
 

EDUCATORS 
 
OSHC Educators 
 

The educators at Bishop Druitt College OSHC are the most important aspect of providing quality 
care for school aged children. At OSHC educators are very carefully selected using the 
following criteria:  
✔​ Educational qualifications  
✔​ Experience in child care  
✔​ Caring attitude   
✔​ Confidence and enthusiasm. 

 
 

Educators Obligations 
 

Educators are obligated to: 
✔​ adhere to the centre’s policies and procedures. These are readily available for perusal at 

the centre.  
✔​ undergo a criminal records check.  
✔​ ensure that a minimum of one educator on duty has a current first aid certificate.  
✔​ have a commitment to the provision of quality care in a fun environment.  

 
 
Educators Code of Conduct 
 

     The Code of Conduct establishes the standards for all employees of our service. Employees are 
committed to adhere to the ethical responsibilities of early childhood professionals outlined in 
the Early Childhood Australia’s Code of Ethics. The values that underpin our work ethic include 
equality, respect, integrity and responsibility. 

 
OSHC expects that all educators conduct themselves in such a way that is professional and in 

accordance with the philosophy and mission of the service.  Educators are expected to actively 
demonstrate a positive attitude towards their work, the service, families and children.  
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       The service requires that all educators abide by the code of conduct at all times during their 
interaction with children, families, community members, management and other educators.  

 
         All educators working in the program also have the following attributes:  
 

•​ well developed interpersonal and communication skills when dealing with children, other 
educators, parents and the school community.  

•​ an ability to work as part of a team to provide a network of support for the children. 
•​ the ability to relate well to children and act as a positive role model.  
•​ to uphold a high standard of duty of care and child protection, to children in our service. 
•​ an ability to incorporate equal opportunity, cultural diversity and social justice principles in 

daily procedures and communication with the OSHC community. 
•​ an ability to implement behaviour management guidelines in a constructive manner to 

foster respect, cooperation, courtesy and self-esteem.  
•​ an ability to deal sensitively with personal and family issues in accordance with national 

privacy principles. 
 

REFER TO OUR CODE OF CONDUCT FOR STAFF POLICY 
 
 
 
 

                   Workplace Health and Safety 
 

We are committed in providing an environment that is safe and healthy for every employee, volunteer, 
child, family and visitor. We have made every reasonable effort to minimise the risk of serious injury and 
request all persons to our Service to adhere to our policies regarding Workplace Health and Safety.  

Each morning and afternoon, our educators conduct safety checks of the indoor and outdoor 
environment and will alert management of any potential risk or hazard to children to ensure this is 
rectified before children use the equipment or area. 

We welcome all feedback regarding the safety of our Service. If you see something that concerns you 
regarding safe work practices, the safety of building and equipment or general Work health and Safety, 
please contact the Nominated Supervisor immediately. 

  

 
Educators on a daily basis, identify hazards through the use of risk assessments and risk 
management plans.  We value input from educators, children and parents. If you identify an 
unsafe area, work practice or potential hazard please let educators know as soon as possible 
so steps can be taken to rectify the situation. 
 
PLEASE REFER TO OUR WORKPLACE HEALTH AND SAFETY POLICY 
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Emergency Management 

 

Bishop Druitt College OSHC acknowledges the need to ensure that educators, families and 
children are aware of, and understand, evacuation and other procedures in the case of an 
emergency. Please refer to ‘Emergency Policies and Procedures’ for full description and 
procedure.  Procedures are also found on all exits in the centre. 
 
Our emergency management plan has procedures in place in the event of medical, fire, flood 
(call SES), bomb, harassment, power Outage (Electrical), severe storm, bushfire, dangerous 
insects, animals or reptiles, a lost or abandoned child and a fatal incident. 
 
A mock emergency evacuation is conducted at random times at least once per term. 
 

Emergency and evacuation procedures 
Our Service conducts risk assessments regularly and develops emergency management plans 
for a range of possible hazards. Throughout the year we follow our policies and procedures to 
carry out emergency and evacuation drills. These may occur at any given time throughout the 
Before/After/Vacation School Care session. Emergency and evacuation drills are carried out in a 
well-organised and orderly manner and will simulate a range of possible emergency situations 
such as fire (bush fire), lock down or flood. Under regulations, we are required to practice 
emergency and evacuation drills every three months. 

Educators are trained to use the fire extinguishers that are in the Service. An emergency 
evacuation plan and lock down procedure are displayed in every room and exit locations are 
clearly indicated 

 
Emergency Evacuation Overview 
  

SCRAM Outline: 
Siren sounds  
Collect all children  
Remove all children to designated evacuation area (green grass area out front of office) or oval 
if at Branson centre 
Assemble all children, visitors, volunteers, parents/guardians and educators 
Mark the roll to ensure all children, visitors, volunteers and educators are present. Locate any 
one missing if necessary. 
 
PLEASE REFER TO OUR EMERGENCY EVACUATION POLICY 
 

Lockdown Procedure 
 

If any person exhibiting suspicious or threatening behaviour enters the school premises, all 
children must be assembled in the centre and all exterior doors and windows must be locked. 
Children/parents/guardians/visitors and volunteers, should then be gathered into an area where 
they cannot be seen (office). All efforts must then be made to keep children calm and quiet. At 
the first sign of any danger the police will be contacted by an educator.  
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Please refer to ‘Emergency Policies and Procedures’ for full description and procedure.  
Procedure also found on exits in the centre. 
 
PLEASE REFER TO OUR LOCKDOWN POLICY AND PROCEDURE 
 

 
                       Privacy and Confidentiality 
 

We are committed to protecting the privacy and confidentiality of children, individuals and families and 
have policies in place to ensure strict confidentiality is maintained. 

  

To plan programs for your child/ren, we need to collect information from you. This information helps us to 
assess and plan programs in partnership with you. We do not disclose personal information about you or 
your child to other people or organisations without your consent, unless we are required to do so by law.  
We do not ask for personal information about you or your child from other professionals or organisations 
without your consent. You can look at the information in your child’s file at any time or request a copy of 
information in the file. 

  

Our Privacy and Confidentiality Policy is available to view at any time. This policy sets out how we 
ensure our Service acts in accordance with the requirements of the Australian Privacy Principles and the 
Privacy Act 1988. We ensure all personal information is protected, records and documents are 
maintained and stored in accordance with Education and Care Services National Regulations and that all 
staff understand the requirements of the Notifiable Data Breaches (NDB) scheme. Any Privacy 
complaints will be managed promptly and in a consistent manner as outlined in our Grievance Policy.  

  

Our Service is required to keep and maintain detailed records about children, parents and staff in 
accordance with relative legislation contained in the National Law and Regulations and Family 
Assistance Law. We ensure all records are stored in a secure and locked location. We must keep 
records for the prescribed periods of times as legislated related to child enrolment, attendance, 
medication records, incident, injury, trauma and illness records, child assessments and any relevant legal 
information/documents. Full details about record keeping is available in our Record Keeping and 
Retention Policy. 

PLEASE REFER TO OUR PRIVACY AND CONFIDENTIALITY POLICY 

 

Social Media 
We use social media to communicate, share information and celebrate what is happening in our Service 
with enrolled families and our service community. 

We promote safety and wellbeing of all children and are committed to ensure safe online environments 
when engaging in digital technology including social media. Our social media accounts are managed by 
the Nominated Supervisor and we set the highest level of privacy and security settings on the accounts. 
Content is regularly scanned, and any offensive language or comments removed immediately, and these 
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users blocked. 

Photographs of your child will only be added if written authorisation has been provided on the enrolment 
form. 

We maintain appropriate privacy of families, children and educators by not publishing any personal inf 

ormation online. 

PLEASE REFER TO OUR TECHNOLOGY POLICY 

 

Further information 
 

Bishop Druitt College OSHC reserves the right to make changes to the program without notice, 
including cancellation of programs due to insufficient numbers or extreme weather conditions. 
Program leaders reserve the right to cancel a participant’s enrolment should their behaviour be 
deemed unacceptable. 
 

                                                                    ACECQA 

The Australian Children’s Education and Care Quality Authority is an independent national authority that 
assists governments in administering the National Quality Framework(NQF) for children's education and 
care. 

ACECQA works with the Australian and state and territory governments to: 

●​ implement changes that benefit children birth to 13 years of age and their families 
●​ monitor and promote the consistent application of the Education and Care Services National Law 

across all states and territories 
●​ support the children's education and care sector to improve quality outcomes for children. 

We are committed to implementing the ACECQA National Quality Framework, National Regulations and 
the National Quality Standard to ensure our centre strives for quality at all times. 

The National Law and Regulations include: 
 

●​ processes for obtaining provider approvals, service approvals and supervisor certificates. 
●​ minimum operating requirements for education and care services, relating to matters such as 

educators, physical environment and educational programs.  
●​ a new National Quality Standard, against which services will be quality assessed and rated. The 

Australian Government also establishes the Australian Children’s Education and Care Quality 
Authority (ACECQA), which is responsible for ensuring the NQF is implemented consistently 
across all states and territories. The Ministerial Standing Council on School Education and Early 
Childhood (SCSEEC) oversees the NQF, and will review the performance of ACECQA. 
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The National Quality Standard 
 
The National Quality Standard (NQS) introduced a new suite of learning frameworks – Early Years 
Learning Framework (EYLF) and My Time, Our Place Framework (school age), which helps services 
deliver quality outcomes for children.  
 
 
The NQS is focused on 7 Quality Areas: 
1. Educational program and practice 
2. Children’s health and safety 
3. Physical environment 
4. Staffing arrangements 
5. Relationships with children 
6. Collaborative partnerships with families and communities 
7. Leadership and service management. 
Services will be rated against these 7 Quality Areas and given an overall rating that they will be required 
to display. For more information please visit www.acecqa.gov.au 
 

Relevant Laws and other Provisions  
 
 
The laws and other provisions relating to this service include: 

�​ National Education and Care Services Act 2010 and National Education and Care Services 
Regulations 2011.  

�​ https://www.legislation.nsw.gov.au/#/view/act/2010/104a 
�​ ACECQA National Quality Framework.  
�​ My Time, Our Place - Framework for School Age Care in Australia.  
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