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Outside School Hours Care

WELCOME

We are delighted that you have chosen our Service to
support your child’s learning journey.

We will provide a safe, secure and supportive learning
environment. Our play and leisure based program
stimulates young minds to think independently and
promote their own learning. It fosters creativity, challenges
thought processes and supports co-operative learning. We
support the needs, interests and abilities of each child and
recognise them as the unique individuals that they are.

St Peters Lutheran College Springfield OSHC is a 90
place, not-for-profit Service that consists of the following
educational rooms:

Before School Care (BSC) 6:30am — 8:05am
After School Care (ASC) 2:15pm — 6:30pm
Vacation Care (VAC) 6:30am — 6:30pm

St Peters Lutheran College Springfield OSHC operates on a
one Educator to 15 Children. The OSHC Service Leader and
Educators might reduce this ratio after completing the risk
assessments on planned experiences.

HISTORY OF OUR SERVICE

The Service is co-located on the grounds of St Peters
Lutheran College and commenced operation in 2009.

CONNECTION WITH THE CONGREGATION

The Service is connected with the congregation and Pastor/
Chaplain. They offer a number of support services for
families, Pastor Matthew Wilksch M.Wilksch@stpeters.gld.
edu.au and Chappie Ben Lyons B.Lyons@stpeters.gld.edu.au.

PHILOSOPHY

St Peters Lutheran College Outside School Hours Care —
2025 Philosophy

As a community

e We encourage all stakeholders to be involved with our
service including decision-making processes.

e We follow the Christian Values and Lutheran Ethos to
provide all children and their families with faith-based
learning experiences.

e We adhere to the College’s motto to act with Care,
Dignity and Respect.

e  We include our greater community in our learning by
acknowledging the traditional custodians of the land.
We pay our deepest respects to the Jagera, Yuggera
and Ugarapul peoples of the Ipswich region and Torres
Strait Islander people.

In our relationships

e  We encourage acceptable behaviour in children
through positive reinforcement and restorative
practice strategies. This includes encouraging positive
communication with each other.

¢ We build and maintain respectful relationships with all
children, their families and our growing community.

e  We take a holistic approach to each child’s individual
development, wellbeing and personal interests.

As a Service

e Aseducators we are committed to best practice and
professional development to help guide our young
children.

e We believe that education is based on self-directed
play activities, hands-on learning and collaborative
play. This influences our program with both intentional
and spontaneous learning environments by offering
a welcoming environment that is safe, nurturing,
enjoyable, collaborative, supportive which encourages
risk taking to develop life skills.

e Lastreviewed on 5 March 2024. Next review date
March 2025.

The Service is open from 6:30am — 8:05 for BSC, 2:25pm —
6:30pm for ASC and 6:30am — 6:30pm for VAC, Monday to
Friday, 49 weeks per year, closing on Public Holidays and
three weeks over Christmas and the New Year.
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Operational Information

SERVICE DATES OF OPERATION

Our Service opens for children on the 6 January 2025 and
closes on the 19 December 2025.

No fees are charged to families during the end of year
closure period.

We are also closed on the following occasions:
All Public Holidays

Australia Day — Monday 27 January 2025
Good Friday — Friday 18 April 2025

Easter Monday — Monday 21 April 2025

Anzac Day — Friday 25 April

Labour Day — Monday 5 May 2025

Ipswich Show Day — Friday 16 May 2025

King’s Birthday — Monday 6 October 2025

Public holidays, sick days or holidays will not be swapped for
other days. If you require an extra day, relevant charges will

apply.
LUTHERAN EDUCATION QUEENSLAND

LEQ (QLECS) is the Approved Provider’s representative for
Lutheran Early Years and OSHC Services in Queensland
and New South Wales. LEQ (QLECS) support and oversee
the running of the Service, including financial, staffing and
compliance matters. Each Service has its own Children’s
Services Manager whose details are displayed in the
Service. The Children’s Services Manager (CSM) is part of
the LEQ (QLECS) Operations Team and works closely with
the staff of the Service in areas such as programming,
regulatory requirements, grant applications, staffing,
financial administration and any other areas as required.

POLICIES

The Service has a range of policies and procedures readily
available as per regulatory requirements.

A condition of enrolling your child at our Service, is that
you agree and abide by the Service’s policies. These
policies cover all aspects of operation and management in
accordance with Regulations. The policies also incorporate
the Code of Ethics produced by Early Childhood Australia
(ECA).

Our policies can be accessed online via the QR code posters.
Feedback regarding Service policies may be submitted via
the QR code posters.

QR Code Posters for feedback and access to policies are in
the OSHC Office (MBO7) and outside MBO1.

Please retain this Handbook as a reference.

Where you see the term ‘Reg’ in the handbook, the
reference is to the Education and Care Services National
Laws and Regulations that govern Early Childhood and
School-Aged Care Services.

FEEDBACK AND CONCERNS

We have a GSM Complaints Management and Service
Feedback Policy to guide the Service to capture all
compliments, comments, investigation, complaints and
suggestions about the Service.

This policy supports the Service’s continuing improvement
and clearly outlines processes to ensure that any concerns
are addressed fairly, and documented in a timely manner.

The GSM Grievance and Complaints Statement for families
and the flowchart located in the OSHC Office (MBQO7) and
outside MBO1 provides detailed information about the
grievance process.

Families may also contact the Regulatory Authority with
enquiries or complaints at any time via, the contact details
are below.

Department of Education - Early Childhood Education and Care
Metro South Region — Mt Gravatt Office

Phone: (07) 3028 8064

Email: mtgravatt2.ecra@qed.qgld.gov.au
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Educational Program and Practice

CHILDREN’S LEARNING

Our Program is based on My Time Our Place: The Framework for
School Age Care in Australia (MTOP) V2.0. We focus on children
learning through play, enjoyment, freedom and friendship. We
believe it is important for children to have opportunities to foster
the development of self-esteem, creativity and growth at their
own individual pace.

DAILY REQUIREMENTS

Please provide your child with their own bag and ensure it is
labelled accordingly. Below is a list of items to include in your
child’s bag according to their individual needs.

A Sun Smart, legionnaire/broad brimmed hat that protects the
face, neck, ears and crown of the head, College hats are perfect.
No caps are allowed.

Shoes: enclosed shoes are compulsory on excursions, during
Term time and Vacation care. No thongs or flip-flops or shoes
with high heels are allowed.

Named drink bottle

During Vacation Care: Morning tea, lunch and afternoon tea
unless provided at the Service.

Please do not send toys from home as our program provides a
wide variety of resources. These can also become easily lost or
broken, which we cannot take responsibility for.

DAILY PROCEDURES
Arrivals and Departures

It is the responsibility of the parent/guardian or Authorised
Nominee who delivers or collects the child to sign them in/out
of care according to our policy GSM Delivery and Collection of
Children as well as Regulation 158. Whilst the regulations do
allow for the Nominated Supervisor or an Educator to sign a
child in/out of care, this practice will only be acceptable when
circumstances prevent the parent/guardian from doing so.
Failure to follow this correctly may result in CCS payments being
affected.

If your child is to be collected by someone besides the Authorised
Nominees for Collection, noted on the Enrolment Form, you are
required to notify the Service in writing beforehand unless in
extreme emergency situations. Photo identification will need to
be produced upon their arrival e.g. drivers’ license.

If the Authorised Nominee for collection is not known by the
Educators, they will be asked to show photo identification before
your child is released into their care. An Educator may contact
you to confirm the arrangement.

Please ensure an Educator is made aware your child has arrived
and is left in their care. You must also ensure that upon collection
of your child, you inform an Educator that your child is leaving.

Arrival is an important time to communicate any information
that might be of relevance to your child’s wellbeing during the
day. If you need to have a longer conversation with Educators, a
convenient time can be arranged for this.

If a parent/guardian has not made contact five minutes after the
closing time, staff will:

e tryto contact the parent/guardian.

e if no contact can be made, they will try the Authorised
Persons indicated on the enrolment form.

¢ If no contact is made with anyone authorised on the
enrolment form 30 minutes after closing time, the police will
be called and we will follow their recommendations.

e  alate Fee may be payable, please refer to the Fee Section
of the Handbook.

Notifying OSHC of your child’s absence

Please email the Service as soon as possible if your child will

be absent from OSHC but no later than 1:00pm. Please note

that OSHC must be notified in addition to the school regarding
absences. This prevents staff looking for your child/ren and
calling parents/guardians unnecessarily. It also ensures that OSHC
can quickly and easily account for all children, as per policy. The
Service is required to contact the police after 30 minutes of not
being able to account for your child when booked in for care.
Please refer to our GSM Delivery and Collection of Children

policy.

Extra-Curricular Activities: Parents/Guardians are required to
notify OSHC if they have enrolled their child/ren in an extra-
curricular activity e.g. Sport activities, Music lessons; that may
impact on their enrolled attendance at the OSHC, specifically
delivery and collection arrangements.

Notification about extra-curricular activities must be made via
the GSM Extra-Curricular Activity Authorisation form.

Parenting Orders and legal documentations: Parents/guardians
are required to notify the Nominated Supervisor about any
details relating to Parenting Orders, Domestic Violence Orders
or other legal documents relating to the child. An updated
copy must be kept at the Service. Please note that legal
documentation will be adhered to.

INCLUSION POLICY

Children have a wide variety of backgrounds and experiences.
We recognise the unique individuality of each child and their
family and observe a policy of acceptance and respect for
everyone regardless of race, creed, gender, class, culture or
ability. Where a child has additional needs, parents/guardians are
asked to discuss their child’s requirements/expectations with the
Service Leader. Medical/diagnostic information will be required.

d. The Service may be eligible for Inclusion Support funding.
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Relationships with Children

INTERACTIONS WITH CHILDREN
“The program offered will

e Encourage children to express themselves and their
opinions

e Allow children to undertake experiences that develop
self-reliance and self-esteem

e Maintains at all times the dignity and rights of each
child

e  Gives each child positive guidance and encouragement
toward acceptable behaviour

e Hasregard to the family and cultural values, age, and
physical and intellectual development and abilities of
each child being educated and cared for” (Reg 155)

Collaborative Partnerships

COMMUNICATION — PARTNERSHIPS

Parents/guardians may enter the Service at any time their
child is in attendance. Permission to enter will be withdrawn
if a parent/guardian poses a risk to the safety of the children
and staff or the parent/guardian has prohibited contact with
the child by a court order (Reg 157).

Families will be provided with a copy of the GSM Parent,
Visitor and Adult Occupant Code of Conduct upon
enrolment. Failure to comply with this Code of Conduct may
result in the cancellation of your child’s enrolment.

CONTACT DETAILS

Please keep your contact details up to date at all times.
This allows for quick communication in the event of an
illness or emergency. Please ensure that contact details for
Authorised Nominees are always current.

REGULAR COMMUNICATION

Communication regarding the day’s events will be available
through photographs and/or Xplor for you to enjoy at the
Service. Regular OSHC articles will be add to the College
Cornerstone newsletter to ensure communication of

the program, interests and events. Please ensure that

your email address is current as most information will be
emailed. The OSHC will send all communications via email
or Xplor Comms, this ensures that records are kept for
reference as may be needed.

COMMUNITY LINKS

Our Service have links to our local congregation and the
school Pastor/Chaplain.

Pastor Matthew Wilksch: M.Wilksch@stpeters.gld.edu.au
Chappie Ben Lyons: B.Lyons@stpeters.qld.edu.au

Pastor Matt and Chappie Ben come to visit OSHC during
Vacation Care for planned experiences, to help us
incorporate the Lutheran Faith into our Service. This is done
through songs, activities and storytelling.

FAMILY INVOLVEMENT

We welcome your participation and contributions to our
program. We value the individuality and uniqueness of
each family and encourage the development of positive
relationships.

BABYSITTING

Staff are not permitted to babysit under private
arrangements as outlined in the GSM Parent, Visitor and
Adult Occupant Code of Conduct.

PHOTOGRAPHY AT THE SERVICE

We have digital devices that are used to photograph
children. These photos become the basis of our visual
documentation, which are on display or in Xplor.
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ELECTRONIC DEVICES

Electronics such as iPads, iPods, phones, and other
handheld electronic gaming devices are not permitted

at OSHC, the only exception is for Years 4 and older that
require iPads for homework purposes. Please ensure that all
personal belongings are clearly marked, as OSHC takes no
responsibility for the lost or damaged electronic devices or
personal property. The following will NOT be allowed when
using electronic devices:

e Games which include fighting or violence

e Minecraft or similar

e Games with chat functions

e  Photo taking of any kind

e Video recording of any kind

e Messenger and similar

These rules are in accordance with the College’s electronics
policy, which we strongly support. Specific areas are
allocated for electronic devices usage and children are

required to sit in these allocated areas if they wish to use
their devices.

CCTV

Our Service is committed to the safety of employees and
children. In order to provide this, the College has Close
Circuit Television Systems (CCTV) in some outside locations
around the grounds. The CCTV surveillance and any
monitoring are used for the purposes of:

e Ensuring the safety of the College, including its
employees, children, visitors, volunteers, students,
contractors and members of the public.

e  Prevention of crime, theft and vandalism.

e Ability to investigate and report on incidents where
surveillance provides supporting evidence;

and will only involve optical surveillance. Our CCTV
system is used in line with the GSM - CCTV Policy.

MEDIA INVOLVEMENT

Our Service has set out the following procedures regarding
media involvement:

Permission to photograph or video is included in the
Enrolment Agreement Form. This includes newspapers and
advertising displays, etc. If parents/guardians do not give
permission, the Service will ensure that the child is not
included in these activities.

Should photos go into local newspapers, first names only
will be printed unless otherwise negotiated.

Should the Service wish to print multiple copies of photos
for advertising, written permission will be sought from
parents/guardians prior to use.

SOCIAL MEDIA

Our Service has a Facebook page. This Facebook page is a

public group, and parents/guardians are reminded of their
privacy and confidentiality responsibilities when they join

this page.

Staff are not permitted to accept ‘friend’ requests from or
follow profiles of parent/guardians and children. Should
you have any concerns over Social Media issues/posts/
comments, please follow the Service’s grievance procedure.
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Children’s Health and Safety

CHILDREN’S CLOTHING

Please ensure that clothes are marked with the child’s
name to ensure that all items of clothing are returned to
the rightful owner. Please dress your child in clothing that is
suitable and appropriate for active play. It is a requirement
that children wear T-shirts or tops with sleeves that cover
their shoulders (in preference to tank-tops or singlet tops),
to further ensure protection from the sun. Enclosed shoes
are to be worn each day and are required especially during
Vacation Care on excursion days.

NUTRITION

We promote good nutrition and healthy eating habits.
Resources and information are provided throughout the
year. Please refer to our CHS Food Safety, Healthy Eating
and Drinking policy.

During Vacation Care you will need to provide your child
with food and drink for morning tea, lunch and afternoon
tea, unless otherwise advised. Preferred foods include fruit,
vegetables, yogurts, cheese, crackers, sandwiches, wraps,
rolls, healthy baked treats, etc.

Our Service follows guidelines as per Nutrition Australia. If
meals are provided, they are carefully designed to supply
a major part of each child’s daily nutritional requirements
and to offer as wide a variety of flavours and textures as
possible. We plan our menus around seasonal availability.

Please inform the Service if your child has specific dietary
requirements and/or restrictions to be considered.

A weekly menu is displayed at MBO1 and in the OSHC

Office (MBQ7) so that you can see what your child has been
offered during each ASC session. If there have been changes
to the planned menu, updated information will be displayed
on the noticeboard, or a Comms will be sent through the
Xplor App to families.

We also celebrate other special events or holidays during
the year with food, often multi-cultural and endeavour to
make cooking experiences a regular part of our program.

OSHC has weekly Cooking and Cultural Clubs where children
can participate in preparing and then sampling the food on
offer. This is displayed within our weekly menu as above.

REST AND RELAXATION

Resting is an important part of the day. An atmosphere
conducive to relaxation is provided to allow children to
‘recharge’ and aims to meet the individual needs of each
child. We encourage you to discuss your child’s needs with
their individual educators.

The Service will ensure that the individual needs of the child
regarding sleep and rest are met (Reg 81).

BEHAVIOUR GUIDANCE

Educators will gently guide children towards acceptable,
respectful and considerate behaviour to others. Within the
play-based program, children learn about social skills and
rules appropriate to their developmental level. Children are
supported and empowered to choose the right behaviour
which helps them to begin to self-regulate their own and
others’ behaviours.

If Educators observe inappropriate behaviours, they

will analyse the reasons and/or contributing factors and
implement strategies to change the behaviour. This may
include having conversations with parents/guardians about
the child’s behaviour, any strategies being used by parents/
guardians and seeking external support if required. An
individual support plan may be written outlining the agreed
strategies, so that all educators and families are consistent
in guiding a child’s behaviour.

Please refer to the RIC Behaviour Guidance Policy.
INCURSIONS AND EXCURSIONS

To complement the program, from time to time we may
invite visitors into our Service (incursion) or take the
children on excursions. All incursions and excursions are
carefully planned and risk assessed. Incursions or excursions
may incur an additional cost, which will be added to your
account. If this is eligible, it will also attract some CCS.

Parents/guardians will be notified of upcoming events and
be required to complete any necessary authorisations.
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HYGIENE AND SAFETY

We take great care to provide a safe and hygienic environment
for the children in our care. We aim to reduce the chance

of accidents and minimise cross-infection. The following
procedures are implemented:

e  The Service is cleaned at the end of each session and
during the day if the need arises.

e Children should follow handwashing procedures,
particularly after toileting and before meals.

e Allequipment and the grounds are checked regularly and
maintained in a safe condition.

e Soft fall areas have been established under climbing and
swing areas to absorb the impact if a child were to fall.

¢ Inthe case of an outbreak of an infectious disease or
pandemic specific guidelines will be given to families.

e  Staff and families will be required to follow all Public
Health directives.

ILLNESS AND INJURY IN CARE

Educators are required to maintain their First Aid qualifications.
This includes CPR, Anaphylaxis and Asthma training.

The environment is set up to minimise the risk of injury to both
children and staff. Exclusion guidelines (as per the CHS lliness
in Care policy) will be adhered to. If excluded a letter from your
doctor may be required for your child to return to care.

Children with contagious illnesses will not be permitted to
attend and non-immunised children will be excluded (as per
the CHS lliness in Care policy and CHS Immunisation Children
policy). As per your enrolment agreement, the Service must be
advised of any contagious illnesses.

In the case of injury to a child whilst in care, staff will administer
appropriate first aid immediately. Please refer to CHS Incident,
Injury, Trauma and lliness policy for more detailed information
on the Service’s procedures.

If first aid has been provided to your child during the day, staff
will complete an Incident, Injury, Trauma and Iliness form,
which you will be required to read and sign via the 1Place
Platform.

INJURY ON INTAKE

Upon arrival at the Service, if your child has an existing injury,
you are required to inform an Educator and a CHS Injury on
Intake form will be completed via 1Place. If an Educator notices
an injury, that did not occur at the Service, a CHS Injury on
Intake form will be completed via 1Place, and you will be asked
to acknowledge this by signing the form. Educators may also
phone you to discuss the injury.

MEDICATION AND MANAGEMENT OF MEDICAL CONDITIONS

Our Service has the following policies in relation to medication
and the management of medical conditions:

- CHS Medication and Natural Remedies policy.
- CHS Managing Medical Conditions policy.

These outline our processes and practices if a child enrolled
has a specific health care need, allergy or relevant medical
condition.

Parents/guardians will be required to provide the Service with
a medical management plan for their child for any specific
health care need, allergy or relevant medical condition. The
Service will develop a risk minimisation and communication
plan in conjunction with parents/guardians, to ensure that the
risks relating to their child’s specific health care need, allergy or
relevant medical condition are assessed and minimised (as per
Reg 90).

A copy of the CHS Management of Medical Conditions policy
will be supplied to families who indicate that their child has a
medical condition or allergy (Reg 91).

If medication of any type is required during your child’s
attendance, then the following is required:

- CHS Medication Authorisation form completed by the parent/
guardian or person nominated on the enrolment form.

- Medication from its original container that has the original
pharmacy label with the name of the child to whom it is
prescribed.

Staff will only be able to administer medication after the form
is completed correctly and signed; staff will complete and sign
their section when the medication is administered.

In the case of complex medication administration, such

as insulin, discussions will be held with families prior to or
during enrolment, to ascertain whether the Service is able to
accommodate the specific health needs of the child.

In an anaphylaxis or asthma emergency, staff may administer
medication without authorisation. Parent/guardians and
emergency services will be contacted as soon as practicable
(Reg 94).

The medication administered will be from its original container
before the expiry or use-by date, in accordance with any
instructions attached to the medication or provided by a
registered medical practitioner. Prescribed medication will be
administered by a Responsible Person (PIDTDC) with a second
person checking the dosage of the medication and witnessing
its administration. Details of the administration must be
recorded on the CHS Medication Authorisation Form.

(Regs 92-95)
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IMMUNISATION

The immunisation status of your child must be completed
on your child’s enrolment form and a copy of your child’s
immunisation history statement must be provided. Families
who choose not to immunise their children, other than for
medical exemptions, will not receive government subsidies
(http://www.ncirs.org.au/public/no-jab-no-play-no-jab-no-
pay).

Parents/guardians are responsible for providing staff with
updated immunisation information. Children who have not
been immunised will be excluded from care during specific
outbreaks or epidemics of some infectious diseases such as
measles and whooping cough. For information relating to
fee payment during exclusion periods, please refer to the
CHS Immunisation Children policy.

SUN PROTECTION

Educators will apply sunscreen to or assist children to

apply sunscreen several times during the day. The Service
provides sunscreen, however, if your child requires a
specific brand, you will need to provide this to the Service,
clearly labelled with your child’s name. Please apply
sunscreen to your child prior to or on arrival at the Service.
Please ensure that clothing and hats are compliant with our
CHS Sun Protection policy.

EMERGENCY AND EVACUATION PROCEDURES

Emergency and evacuation diagrams are prominently
displayed in the rooms. Parents/guardians, staff,
contractors, trades people, volunteers and visitors are
referred to the Emergency Procedures for appropriate

action in the case of fire or another emergency requiring
lock-down, shelter-in-place or evacuation. If you arrive
at the Service during an evacuation or lock-down, please
follow the direction of the Service’s staff. The Service will
regularly rehearse emergency procedures.

CHILD PROTECTION

All staff are committed to protecting children and young
people from harm and promoting children’s safety, dignity
and well-being (See the Statement of Commitment,
Appendix 1).

All Outside School Hours Care Educators are mandatory
reporters and as such will report any child safety concerns
to the relevant authority.

All staff at the Service who work with children are aware of
the current child protection law in the provider’s jurisdiction
and understand their obligations under that law (Reg 84).

All staff and volunteers are required to maintain Child
Protection training and hold a valid Working with Children
Check (Blue Card).

SMOKING, DRUG AND ALCOHOL-FREE ENVIRONMENT

The Service maintains an environment free from the use of
tobacco, e-cigarettes/vaping, illicit drugs and alcohol (Reg
82).

Please note that there are specific exclusion boundaries in
regard to smoking and the use of e-cigarettes - 5 metres
beyond the property boundary.

All parents/guardians/visitors are required to adhere to
these legislated conditions.

10



2025 Outside School Hours Care / Springfield

Staffing Arrangements

STAFFING AND ROLES

Children at our Service are in the care of qualified and suitably
trained Outside School Hours Care Educators. This team provides
a collective wealth of knowledge, skills and expertise that directly
relates to the provision of a high-quality Outside School Hours
Care program for your child. Information about staff is displayed
at the Service.

SERVICE LEADER

The Service Leader works closely with the Approved Provider,
Educators and families to ensure the effective and efficient day
to day running of the Service. The Service Leader is responsible
for ensuring high standards in both the administrative and
educational programs, and for planning and overall supervision
of the children.

EDUCATIONAL LEADER
(this role is sometimes facilitated by the Service Leader)

The Educational Leader leads, develops and implements the
educational program, in consultation with the Service Leader,
Educators, children and families. This includes program
reflection/evaluation, children’s developmental outcomes,
documentation and portfolios, and any Service operations which
are related to the curriculum. The Educational Leader is available
for families to discuss individual children’s development and
goals (Reg 118).

EDUCATOR

The role of the Educator is to provide quality education and care
in partnership with families to plan and deliver a quality Outside
School Hours Care program for children.

STUDENTS AND VOLUNTEERS

Our Service welcomes students and volunteers. We receive
requests from Universities, TAFE Colleges and schools to host
students who are taking part in work experience programs

that relate to Early Childhood Education. Before any student

or volunteer is permitted to spend time at our Service,

they must be approved by the Service Leader, hold a valid
Working with Children Check (Blue Card), sign confidentiality
and policy agreements, undergo an induction process and
complete Child Protection Training.

Families will be notified if a student will be visiting the
Service.

Volunteers may also be accepted, only after careful
screening and consideration of the children’s needs. All
volunteers, apart from a parent/guardian of a child who is in
attendance, must hold a valid Working with Children Check
(Blue Card). Please refer to the GSM Student and Volunteer
policy.

PROFESSIONAL DEVELOPMENT

The Service actively supports on-going Professional
Development for all staff. Staff members attend courses,
seminars, conferences and workshops throughout the year.
Suitably trained relief staff will be employed in the absence
of regular staff members.
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Leadership and Service Management

FEES

Our Service is a not-for-profit organisation that relies on
the prompt payment of fees to remain financially viable.
Fees are based on a carefully considered budget. Any
surplus is expended into improving equipment, resources,
facilities and building improvements at the Service. It is
important that your fees are kept up to date at all times.
Your statement will show all charges and fees payable and
any applicable subsidies.

Please note that if your child is absent on their booked
session/day of care, this will be noted as an absence and
fees still apply. Each child is eligible for CCS for 42 days for
allowable absences from care across all approved childcare
services during each financial year.

In the case of a government authority declared Pandemic,
fees will continue to be charged unless the Service has
been directed by a government authority. This is due to
requirements under the Family Assistance Law (families in
receipt of government funds).

Failure to pay fees will result in your details being referred
to the College Debt Recovery where the debt recovery
process will be implemented as per the GSM Collection

of Client Debt policy. This may also result in your child’s
enrolment being suspended and/or terminated.

If your family is experiencing financial difficulties or
exceptional circumstances, please discuss this with the
Service Leader. A payment plan may be established for you.

Full fees are payable until enrolments meet CCS
requirements.

If an extra session/day of care is required outside of regular
bookings, parents/guardians will be charged a casual fee.
Where families do not have a permanent booking for
example where the Service is not used on a regular basis,
the casual fee will also be charged. This does not include
shift workers.

The casual fee will be more than the permanent fee for
before and after school care and vacation care, where the
term time booking is made within three-business days of
attendance; and the Vacation Care booking is made the
‘pre-booked’ allocated time frame listed on the booking
forms.

Late fees are charged to families where children have not

been collected by the Service’s closing time/end of sessions.

If you know you are going to be late, please contact the
Service as soon as possible. The late fees are $20.00 for the

first five minutes and then $5.00 per minute thereafter for
each child.

If there are outstanding fees a late fee penalty may be
applied.

Please refer to our Fee Schedule for a full list of all fees and
charges.

We appreciate it if parents/guardians can notify us if their
child will not be attending the service on a booked day of
care via email before 1:00pm daily. This avoids educators
calling and looking at the pickup zone. If OSHC must contact,
you for non-attendance then a $10.00 non-communication
fee will be added to your account.

FEE REFUNDS

Fee refunds will only be issued when the Authorised Service
representative has ensured:

- that a family is due the payment

- all transactions have been processed, taking into
consideration items such as but not limited to CCS.

- outstanding CCS is processed before refunds are eligible to
be repaid back to parents/guardians.

- Cessation of CCS has been checked and the CCS enrolment
has been ended before applying for a refund. With
cessation of enrolment, the refund will not be issued until
CCS is finalised and CCS paid for final absences has been
withdrawn. This is to ensure CCS balancing is completed and
no debt is applied to the account.

For further information regarding parent/guardian refunds,
please refer to the GSM Fee Refunds Authorisation Policy.

METHOD OF PAYMENT

The Service have a legal obligation to collect Gap Fees via
an Electronic Funds Transfer (EFT) system. The following fee
payment methods may be available:

- Direct Debit

- Direct Deposit via the College payment portal — please
forward OSHC your receipt to ensure this payment can be
added to your account.

- EFTPOS (portable payment terminals)

Cash will only be accepted from individuals at risk of family
and domestic violence. The Provider will apply on behalf
of the individual, therefore supporting evidence must be
supplied.
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CHILD CARE SUBSIDY (CCS):

Our Service is an Approved Care Provider and eligible
parents/guardians can access Child Care Subsidy to assist
with the payment of their fees. Child Care Subsidy (CCS)
reduces the amount eligible families pay for childcare (your
‘out of pocket’ or ‘Gap’ fee). To claim CCS, families must
apply for Customer Reference Numbers (CRNs) through
Centrelink. Once you have been issued with yours and

your child’s CRNs you need to submit a claim for Child Care
Subsidy to Centrelink using your Centrelink online account
(through MyGov). If you are assessed as eligible to receive
CCS, you will need to supply the CRN and date of birth for
both you and your child to the Service Leader so that the
information can be entered into the Service’s software
system before the child attends the Service. The Service
uploads child enrolment and attendance information weekly
via the Service’s software system to the government’s Child
Care Subsidy System (CCSS).

The CCSS calculates the CCS and fees are charged to the family
minus your CCS entitlement.

If there are any changes made to the primary carer or CRN
details (as registered with Centrelink and linked to the Child’s CCS
application, (e.g. incorrect information has been given and needs
to change), this will not be backdated past 14 days when the
correct information is provided.

In order to receive CCS, you must enter into a Complying
Written Agreement (CWA) with the Service, which you are
required to confirm online and after 14 continuous weeks of
non-attendance. Please note that the CCS process should ideally
be finalised before your child’s first day of attendance to ensure
you receive your entitlements. This includes the Primary Parent/
Guardian agreeing to the electronic CWA as well as completing
their Government Enrolment through myGov. Failure to do so
will result in full fees being paid until your CCS is successfully
activated.

Parents/guardians who receive CCS have an obligation to keep
fees up to date. Failure to do so may result in CCS being required
to be paid back to the government and your child’s enrolment
cancelled.

SHARED CARE

If a family shares the care of their child, that is, the child spends
time living with one parent/guardian for one week, and the other
parent/guardian the next week, both parents/guardians should
have their own account at the Service (with separate enrolment
forms) and separately apply for CCS. CCS calculations will be
based upon each parent’s/guardian’s individual circumstances
and their gap fees may differ. Each parent/guardian is required to

have their own CWA with the Service.

We realise this is a lot to comprehend and urge families to
contact Centrelink on 13 61 50 for further information.

SHIFT WORKERS

Shift workers will not be charged a casual fee. Bookings will be
adjusted according to the parent’s/guardian’s roster. We require
a letter or roster from your organisation/company stating that
you are a shift or casual worker. If that is not possible, please
provide information in writing around your circumstances, to the
Service Leader, so that we may assist in meeting your needs. We
do request shift/casual workers to notify OSHC of their booking
requirements by no later than 12:00pm every Thursday.

VACATION CARE AND STUDENT FREE DAYS

Separate booking forms are required for Vacation Care and
Student Free Days. OSHC requires written notice of five-business
days for cancellations during Vacation Care to avoid being
charged.

If an in/excursion has been booked and your child does not
attend, you may still be charged as OSHC must confirm numbers
in advance as well as provide payments in advance with the
companies supplying the in/excursions.

ABSENCES

Each child is eligible for CCS for 42 days for allowable absences
from care across all approved childcare services during each
financial year without the need to provide documentation,

such as medical certificates. Absences beyond the first 42

days will only be paid for as ‘additional absences’ if parents/
guardians provide evidence that the absence has occurred
under a permitted circumstance. Please note that these are total
absences across all Services your child may attend per financial
year. Additional absences do not include public holidays.

In addition, it is important to also note that;

- Families will cease to be eligible for CCS after six weeks
overseas.

- CCS enrolments will be ceased by Centrelink after 14 weeks of
non-attendance.

- If your child has not used childcare at least once in the previous
26 weeks they will stop being eligible for CCS.

- Any booking canceled within three-business days of BSC or ASC
dates will be marked as an absence.

- Any bookings canceled prior to the above three-business day
period will be removed free of charge.
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CESSATION OF CARE

If the absences occur at or before the child’s first day of physical
attendance at the Service, or directly after their final day of
physical attendance, no CCS will be paid for that absence

as it is considered to be a Cessation of Care. Full fees for all
absences before first physical attendance and after last physical
attendance will be charged. If CCS is applied, it will be withdrawn
by CCSS when the CCS enrolment ceases. In this instance, the
account holder will be responsible for any outstanding amounts.
For absences within the first seven days or final seven days of

physical attendance, Cessation of Care may be waived, for the
same reasons (with evidence provided) as permitted under
additional absences, e.g. iliness, COVID, etc.

DISCONTINUING ENROLMENT

You are required to give two weeks written notice to the Service
Leader if you are discontinuing your child’s enrolment. Fees

are payable up to and including the end of the notification

date. Please note that Cessation of Care rules apply (as above)
regardless of the notice period.
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Appendix 1

CHILD PROTECTION STATEMENT OF COMMITMENT

1.

We are committed to promoting and supporting
environments which:

Protect children and young people from actual or potential
harm.

Enable and encourage concerns to be raised and responded
to openly and consistently; through

the provision of training and education for staff, families and
children.

We recognise that we have a duty of care and shared
responsibility to:

Protect all children and young people from all forms of harm
and abuse.

Ensure our organisation’s culture provides a sense of safety
for children and young people.

We will endeavour to safeguard children, young people and
their families in all our Services by:

Valuing, listening to, engaging with and respecting children,
young people and their families.

Establishing and implementing best practice for working
with children, young people and families, meeting all
statutory obligations.

Developing skills that encourage children, young people and
their families to speak up if they feel uncomfortable with
the way they are being treated by staff, other children and/
or adults, at all times.

4. Inour recruitment of staff and volunteers, we will:

e  Follow procedures that provide for the careful selection and
recruitment of suitable employees and voluntary workers.

e Provide education, training, support, supervision
and resources in all statutory requirements and the
organisation’s policies and codes of ethics, to keep children,
young people and families safe.

5. Inour publicity we will:

e Share information about the organisation’s practices and
mandatory responsibilities in safeguarding staff, children,
young people and their families from all forms of harm and
abuse.

6.  When concerns are raised, we will:

e Respond without delay to every concern that a child, young
person or their family, may have been harmed, or be at risk
from harm or abuse.

e Work with our stakeholders and appropriate statutory
bodies during an investigation into harm or abuse.

7.  Inresponding, our organisation will:

e  Make available pastoral care to any child, young person,
their families or staff involved in any allegation of harm or
abuse.

e  Facilitate connections and access to professional
organisations, support agencies or paraprofessionals.

We are committed to the continuing and ongoing review and
implementation of our organisation’s child safe standards.
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