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BAYSWATER WEST PRIMARY 

SCHOOL 
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CONTACT DETAILS 

Coordinator 

Donna Thomas 

Mobile: 0448 986 041  

Telephone: 9729 3394 – Bayswater West Primary School 

Email: donna.thomas@education.vic.gov.au 

58 Phyllis Street  

Bayswater VIC 3153 
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Welcome to the Bayswater West 

Primary Out of School Hours Care 

 
 

The Bayswater West Primary Out of School Hours Care Service operates from the OSHC room 

and utilises both indoor and outdoor playing space. 

 

The Out of School Hours Care Service is sponsored by School Council.  

The School Council and it’s committee are responsible and accountable for the service. The 

OSHC Management Sub Committee’s role is to manage the service in its decision-making and 

give support to the OSHC Coordinator and staff.  

 

This involves giving reports on the services progress and passing actions to School Council for 

approval. The OSHC Management Sub Committee consists of: a representative from School 

Council, the Principal, the OSHC Coordinator/Educators and parents. If you would like to be a 

part of the OSHC Management Committee please contact the Coordinator at the service.  

 

The program has grown and developed into the excellent service that we offer today.  We are 

a 30 place service and we endeavour to provide the highest quality childcare in a safe, 

enjoyable, stimulating, and caring environment. The Out Of School Hours Care program 

includes a wide variety of activities that are thoroughly prepared and implemented to meet our 

children’s social, emotional, intellectual, and physical needs.  

 

The Parent Handbook has been created as a guide for families. Please read it thoroughly. 

A copy of the policy and procedures, which guide our staff in the management of our Out 

Of School Hours Care, is available for loan from the Educational Leader, We are happy 

to answer any queries you may have.  

 

We hope you and your child/ren enjoy the time spent at Bayswater West Primary Out Of 

School Hours Care.  
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Statement of commitment to child safety 
 
Bayswater West Primary School OSHC is a child safe organisation which welcomes 

all children, young people and their families.  

We are committed to providing environments where our students are safe and feel 

safe, where their participation is valued, their views respected, and their voices are 

heard about decisions that affect their lives. Our child safe policies, strategies and 

practices are inclusive of the needs of all children and students.  

 

We have no tolerance for child abuse and take proactive steps to identify and 

manage any risks of harm to students in our school environments. We promote 

positive relationships between students and adults and between students and their 

peers. These relationships are based on trust and respect. We take proactive steps 

to identify and manage any risk of harm to students in our school environment. 

When child safety concerns are raised or identified, we treat these seriously and 

respond promptly and thoroughly.  

 

Particular attention is given to the child safety needs of Aboriginal students, those 

from culturally and linguistically diverse backgrounds, international students, 

students with disabilities, those unable to live at home, children and young people 

who identify as lesbian, gay, bisexual, trans and gender diverse, intersex and queer 

(LGBTIQ+) and other students experiencing risk or vulnerability. Inappropriate or 

harmful behaviour targeting students based on these or other characteristics, such 

as racism or homophobia, are not tolerated at our school, and any instances 

identified will be addressed with appropriate consequences.  

 

Child safety is a shared responsibility. Every person involved in our school and OSHC 

service has an important role in promoting child safety and wellbeing and promptly 

raising any issues or concerns about a child’s safety. We are committed to regularly 

reviewing our child safe practices, and seeking input from our students, families, 

staff, and volunteers to inform our ongoing strategies. 

 

http://www.google.com.au/imgres?q=cartoon+kids+playing&hl=en&sa=X&qscrl=1&nord=1&rlz=1T4GGHP_enAU476AU476&sig=105252362333097194000&biw=1280&bih=799&tbm=isch&tbnid=TYxywr6MbTDt8M:&imgrefurl=http://www.picturesof.net/pages/100512-010838-919053.html&docid=A2prWPdUyzFVVM&imgurl=http://www.picturesof.net/_images_300/A_Colorful_Cartoon_Children_Playing_with_a_White_Background_Royalty_Free_Clipart_Picture_100512-010838-919053.jpg&w=300&h=300&ei=cbClT_XeLYeyiQeLuNjLAw&zoom=1&iact=hc&vpx=860&vpy=137&dur=29&hovh=225&hovw=225&tx=143&ty=117&page=1&tbnh=138&tbnw=136&start=0&ndsp=24&ved=1t:429,r:4,s:0,i:80
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Our services Promise to the children in our care:  
 

Our promises to you...  
 

Respect, Inform, Give you a voice, Help, Trust and Safety  

 

We will treat everyone equally no matter where they are 

from or who they are.  

 

We will make sure that you have the right to be identified 

as Indigenous without the fear of being judged.  

 

We will make sure everyone no matter their race, sex, 

religion or gender feels included and welcome.  

 

We will give you information about your physical, emotional 

and online safety, and what to do if you feel unsafe.  
 

We will listen and act on what you tell us. We will help you 

with your hopes and dreams as well as your worries and 

fears.  
 

You can trust that we will care about your needs and feelings 

and will support you.  

 

We will continue to get better at what we do.  

 

We will make our place happy and comfortable for you.  
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             WELCOME 

 
We at Bayswater Primary School OSHC would like to acknowledge the 

traditional custodians of the land on which we play and learn today, we would 

also like to pay our respects to the Elders past and present.  

 

We extend our respect to the Aboriginal or Torres Strait Islander 

[people/colleagues/staff/students] who are a part of our school community 

and the wider community in general.  

 

 

 

 

 

 

 

 

The information in this handbook will assist you and your child/ren 

in settling in and enjoying your experience with our service.  

 

If you require further information after reading this document, 

please do not hesitate to contact the Out of School Hours Care 

staff via Email: 

 donna.thomas@education.vic.gov.au or 0448 986 041.  

 

The Bayswater West Primary Out of School Hours service policy 

manual is available at the service for you to read at any time. 

 

 

mailto:donna.thomas@education.vic.gov.au
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Philosophy and Goals 
 Bayswater West Primary School OSHC strives to build on high quality care practices that complies with and meets the National Standards in Childcare. We aim to 

provide a holistic, supportive, interesting and inspiring community program aimed at primary school age care. We strive to build on high quality care practices for 

families and children which support the growth and development of each child and young person by providing a culture where children and young people feel safe 

and respected.  We aim to provide families, the school and the wider community with an affordable and high-quality children’s program.  In recognising of children’s 

and young people’s individual learning and developmental skills we aim to build confident and enthusiastic participants.  Our educators ensure that quality care is 

maintained through open communication, building of relationships between families, children, young people, educators, school and the wider community. We will 

endeavour to give every child and young person the opportunity to experience success in a safe and stimulating environment, this enables and empowers the children 

and young people to grow and thrive.  We aim to provide a place where families and caregivers are encouraged to share their interest, culture and skills. 
 

The philosophy is guided by the following goals: 

• To promotes good health, hygiene, nutrition and positive attitudes. 

• To treat each child and young person equally and respectfully. 

• To develop children’s and young people’s understanding of cultural awareness and diversity. 

• To provide flexible routines to support children and young people to develop resilience. 

• To give children and young people the opportunity to explore, accept, challenge and work collaboratively. 

• To encourages all educators to be friendly, approachable and responsive to the community, children, young people, families and the other staff. 

• To encourage all children and young people to fulfil their personal growth and a capability bearing in mind the general milestone ranges within their age 

group and understanding  

the importance of middle years and the value of play 

• To provide an atmosphere where staff, families and children and young people can work together in the planning and development of the service. 
 

Demonstrate:  

• Respect for the “Rights of the child and young person “.  

• Respect and Responsibility for oneself and others.  

• Respect for the school community as a whole.  

• Respect for the environment and school community spaces. 
 

Whilst meeting all government requirements our educators ensure that quality care is maintained through open communication, building of relationships between 

families, children and young person, educators, school and the wider community. 
 

Feedback is encouraged to support children and young people, families and educators within Bayswater West Primary School Out of School Hours Care services and 

through this partnership we strive to create a collaborative and responsive service.  

                

Written by Donna Thomas, Jacqui Kotsanas, staff and families - Revised March 2012, May 2013, July 2014, June 2014, August 2022, August 2023, April 2024 

Source: National Quality Framework Draft, The Victorian Early Years Learning and Development Framework, The Early Years Learning Framework 
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The Bayswater West OSHC Management Structure 

Bayswater West Primary School 

Council 

Bayswater West Primary School 

Children and Families 

Bayswater West Primary School 

OSHC Educators 

Bayswater West Primary School 

OSHC Nominated Supervisor 

OSHC Management Sub Committee 

Bayswater West Primary School 

Principal  

Approved Provider 
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Our Vision  
Our OSHC aims to help each student become a happy and confident person. A person who is 

well equipped for the challenges of lifelong learning, contributing to society and achieving their 

full academic, creative and social potential.  

We strive to integrate and further develop the sense of belonging, being and becoming for all 

students, families and staff. We value the diverse range of cultural experiences within our 

community of families and encourage all stockholders to have their say in shaping our program.  

 

Aims 
• Include and welcome students from diverse backgrounds and those with additional needs.  

• Provide appropriate programs based on the development and individual interests of our 

students. 

 • Provide a relaxed social learning environment.  

• Promote warm, friendly and respectful relationships between Educators, parents and 

students.  

• Encourage individual responsibility for others. 

• Comply with the Educational and Care Services National Law Act, National Quality Standards 

and the Framework for School Aged Care.  

• Ensure the program complements and enhances the school’s activities and is consistent with 

the school’s philosophy. 

• Ensure the safety of all students under our care.  

 

 

Expectations 

We follow the schools code of conduct book which all children will have received at the 

beginning of each year. We ask all parents and children who go to the BSC and ASC to sign a 

Code of Conduct form which sets out the steps and consequences we follow. 

The children also sit down and work out rules and consequences which they follow when in the 

program. We have ages ranging from 5-13 years of age so children must learn to share, get 

along and take turns with each other. The children need to learn how to respect each other and 

belongings that are not theirs. We will not tolerate rude or offensive behaviour to staff or 

each other. 
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Priority Of Access  

All enrolments received by Bayswater West Primary Out of School Hours Care Service will be 

accepted in accordance with the Commonwealth 'Priority of Access Guidelines'. Any 

applications for enrolments received after all places are taken will go onto a waiting list. As 

vacancies arise, the priority of access guidelines will be applied to place children into the 

service.  

 

If day/s requested are not available, then Bayswater West Primary Out of School Hours Care 

Service will contact parents/guardians and discuss the following options:  

 

- Change of days (subject to availability)  

- The Child’s place on waiting list  

- Cancellation of a booking enabling the child to enter care  

 

 

Priority for allocating places:  

 

1. Priority    A child at risk of serious abuse or neglect,  

 

2. Second Priority   A child of a single parent who satisfies, or of  

Parents who both satisfy, the work/training/  

Study test under Section 14 of the Family  

Assistance Act  

 

3. Third Priority   Any other child  

 

 

Confidentiality And Privacy  

Bayswater West Primary Out of School Hours Care Service protects the privacy and 

confidentiality of individuals by ensuring that all records and information about individual 

children, families, staff and school are kept in a secure place.  

 

CCSS assessment notices, enrolment forms, attendance sheets, attendance amendments, 

payment sheets and medical certificates will be kept at the Bayswater West Primary Out of 

School Hours Care Service office.  

 

This information is only accessed by, or disclosed to, those people who need the information to 

fulfil their responsibilities at the service or have a legal right to know.  

All photography, Facebook and or filming of the children will only be allowed with written 

permission from the parent/guardian/approved person and remain the property of the service.  



10 

Bayswater West Primary Out of School Hours Care Parent Handbook 
 

National Quality Framework  

Our OSHC Service complies with the Australian Government’s National Quality Framework 

(NQF) which consists of the legislative framework of the Education and Care Services National 

Law and National Regulations, the National Quality Standard and a rigorous assessment and 

rating system. Our educational program and curriculum are based on the School Aged Care 

Learning Framework-My Time, Our Place. 

We regularly self-assess our practices against the National Quality Standard and strive for 

continuous improvement through our Quality Improvement Plan (QIP). The QIP assists our 

Service to identify quality aspects of care we are already providing and assists in developing 

future goals for further improvement. Families are welcome to provide feedback and 

suggestions for improvement.  

Additional information about the NQF can be found at ACECQA/nqf/about.  

Families will also be asked to contribute to the evaluation and improvement of the service 

through surveys, discussions and the OSHC management committee. Bayswater West Primary 

Out of School Hours Care Service would like all families to contribute in some way to the 

ACECQA process.  

 

Educational Program  

We provide a range of both structured and non-structured play-based learning experiences that 

are designed to be are stimulating, challenging, inclusive and meet the needs and interests of all 

children and young people attending our Service. Children and young people’s learning in school age 

care settings complements their learning at home, school and in the community. Our educators 

collaborate with children and young people to provide play and leisure opportunities that are 

meaningful and support their wellbeing, learning and development. Children and young people are 

provided with choices and control over their play, leisure and learning.  

The development of our program guided by the My Time, Our Place Framework for School Age Care 

in Australia and is informed through ongoing observations, evaluations and collaboration between 

educators, children, families and relevant stakeholders. Our program format varies for before and 

after school care and during vacation periods.  

‘The Framework provides broad directions for school age care educators to ensure children and 

young people are supported, celebrated and connected to their community, taking account of their 

wellbeing, learning and development.’ (MTOP, 2022, p. 7) 

https://www.acecqa.gov.au/nqf/about
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My Time, Our Place (MTOP) 

Fundamental to the Framework is a view of children and young people’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 and 

young people participate in everyday life, they develop interests and construct their own identities 

and understandings of the world. A vision for children and young people’s play and leisure is 

provided in the MTOP Framework:  

“All children and young people engage in learning through play and leisure that promotes creative 

and confident individuals and successful lifelong learners. All children and young people are active 

and informed members of their communities, with knowledge of Aboriginal and Torres Strait 

Islander perspectives.” (MTOP, 2022, p. 6). 

Belonging 

Experiencing belonging – knowing where and with whom you belong – is integral to human existence. 

In school age care, and throughout life, relationships are crucial to a sense of belonging. Children 

and young people belong first to families, neighbourhoods and a global community. Belonging 

acknowledges children and young people’s interdependence with others and the basis of 

relationships in defining identities. Belonging is central to being and becoming in that it shapes who 

children and young people are now and who they can become.  

Being 

Childhood is a time to be, to seek and make meaning of the world. Being recognises the significance 

of the present, as well as the past in children and young people’s lives. It is about knowing 

themselves, building and maintaining relationships with others, engaging with life’s joys and 

complexities, and meeting challenges in everyday life. During the school age years children and 

young people develop their interests, curiosities and explore possibilities. School age care settings 

give children and young people time and place to collaborate with educators to organise activities 

and opportunities meaningful to them.  

Becoming 

Children’s identities, knowledge, understandings, dispositions, capacities, skills and relationships 

change during childhood. They are shaped by many different events and circumstances. Becoming 

acknowledges children and young people’s ongoing learning and development. It emphasises the 

collaboration of educators, children and young people and families to support and enhance children 
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and young people’s connections and capabilities, and for children and young people to activity 

participate as citizens. 

(MTOP, 2022. V.2.0. p. 7) 

Goals For Your Child At Our Service 

Children in school age care settings are challenged to be curious about what is of interest to them 

while at the same time developing self-identity and social competencies. 

(Adapted from Stig Lund, Danish National Federation of Early Childhood Teachers and Youth 

Educators and Nordic Teachers Council) 

We will create a range of short and long-term goals for your child that we will program to and 

observe on which will be based on the 5 outcomes outlined in the Framework for School Age Care-

My Time, Our Place. These include:  

Outcome 1: Children And Young People Have A Strong Sense Of Identity 

• Children and young people feel safe, secure and supported  

• Children and young people develop their autonomy, interdependence, resilience and agency 

• Children and young people develop knowledgeable, confident self-identities and a sense of 

positive self-worth  

• Children and young people learn to interact in relation to others with care, empathy and 

respect 

Outcome 2: Children And Young People Are Connected With And Contribute To Their World  

• Children and young people develop a sense of belonging to groups and communities and an 

understanding of the reciprocal rights and responsibilities necessary as active and informed 

citizens  

• Children and young people respond to diversity with respect  

• Children and young people become aware of fairness  

• Children and young people become socially responsible and show respect for the environment 

Outcome 3: Children And Young People Have A Strong Sense Of Wellbeing 

• Children and young people become strong in their social, emotional and mental wellbeing  

• Children and young people become strong in their physical learning and wellbeing  

• Children and young people are aware of and develop strategies to support their own mental 

and physical health, and personal safety 
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Outcome 4: Children And Young People Are Confident And Involved Learners  

• Children and young people develop a growth mindset and learning dispositions such as 

curiosity, cooperation, confidence, creativity, commitment, enthusiasm, persistence, 

imagination and reflexivity  

• Children and young people develop a range of learning and thinking skills and processes such 

as problem solving, inquiry, experimentation, hypothesising, researching and investigating  

• Children and young people transfer and adapt what they have learned from one context to 

another  

• Children and young people resource their own learning through connecting with people, place, 

technologies and natural and processed materials 

Outcome 5: Children And Young People Are Effective Communicators  

• Children and young people interact verbally and non-verbally with others for a range of 

purposes  

• Children and young people engage with and gain meaning from a range of visual images and 

texts  

• Children and young people collaborate with others, express ideas and make meaning using a 

range of digital technologies and media and communication technologies 

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. 

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 the time 

spent at our OSHC Service. Everybody has a preferred time and method of communication. 

Sometimes, mornings and afternoons can be a little rushed, and not the best time to discuss your 

child’s day and enjoyment at the service. You are encouraged to talk to our nominated supervisor 

to arrange to meet your child’s educator at a mutually convenient time. 

 

Our OSHC Service uses Xplor to provide real time updates about your child.  

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

o phone calls   

o emails 

o letters 

o face to face  

o formal meetings 
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Enrolment Information 

Prior to your child commencing at our Service, you’ll be required to complete an enrolment form, 

provide documentation. 

Enrolment Form 

If you require assistance completing the enrolment form, please contact our nominated supervisor 

or reception staff for assistance. 

We will require the following documentation: 

• a copy of your child’s birth certificate or identity documents 

• your child’s Medicare number (if available) 

• Any court orders in place 

• certified copies of any court order, parenting orders or parenting plans 

• an immunisation history statement from the Australian Immunisation Register 

Please note, the names written on the enrolment form must match the names on your child’s 

birth certificate. Enrolment Records will be required to be updated annually or whenever your 

circumstances change. 

 

Family Law and Access 

We request that management is kept up to date with any parenting court orders or parenting 

agreements under Family Law if applicable. Our OSHC 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 as part of the required 

enrolment documentation 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.  

The approved provider will ensure that any documents of the child that is required to be disclosed 

that contains personal information of people, must first obtain written consent prior to disclosing. 

These people may withdraw their consent in writing prior to personal information being disclosed. 

[Reg. 177 (4, 4A, 4B, 4C)] 

All documentation relating to custody and access are held and maintained securely in accordance 

with our Record Keeping and Retention Policy. 
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Protective Care Of Children  

Bayswater West Primary School Out of School Hours Care Service has a responsibility to all 

children attending the service to defend their right to care and protection against abuse and 

neglect. Procedures are in place to record and report any cases of suspected abuse. The 

Principal will be notified and will investigate the claim further. All matters will be kept 

confidential. We are guided by Family Safety - Orange Door and Commission for Children and 

Young People.  

 

Inclusion Of All Children 

Bayswater West Primary School OSHC service is committed to the care of all children and 

believes in the rights of all children. It recognises, appreciates and respects the uniqueness of 

each child. The service recognises the impact that culture has on families and will provide 

culturally responsive care by affirming human differences and the right of all people to make 

choices about of their lifestyles.  

In keeping with its commitment to the rights of the child, Bayswater West Primary School 

OSHC service is committed to providing a service that is truly inclusive of all children. Where 

children require additional support, the Inclusion and Professional Support Program (IPSP) in 

conjunction with the Education Department, will be contacted to determine needs and support 

required assisting with inclusion (Inclusion Support Subsidy or other funding options).  

For more information on Inclusion of All Children please refer to the Service Policy Document.  

 

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 nominated supervisor (or 

responsible person) of any changes to enrolment information including: 
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• 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. Parents must also provide the name, address and contact details 

of any person authorised to authorise our Service to transport your child or arrange 

transportation for your child. This may be for authorisation for your child to go on an excursion 

and/or for your child to be transported by our service.  

 

Children’s input 

At the start of each term, we meet with the children and ask them for their input into the 

program plan and menu. During the term we have regular meetings at afternoon teatime to find 

out if the children are happy with the way things are going or if they would like to change 

anything. 

We have a suggestions box and book which the children put ideas and wishes in. We open them 

at our meetings and discuss if the ideas/wishes can be done. Parent you can also participate in 

this by putting forward ideas that you would like to see us do with the children.  

 

Children’s Belongings and Toys  

Bayswater West Primary School Out of School Hours Care Service endeavours to meet the 

needs of all children who attend the service. Children are advised not to bring their own toys 

to the service. The service will not take responsibility for toys that are lost or damaged whilst 

at the service.  
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Parent involvement  

Bayswater West Primary School Out of School Hours Care Service welcomes input by all 

families and children regarding any aspects of the service. Parents/guardians are encouraged 

to participate in the OSHC Management Sub Committee. Evaluation forms will be available to 

all families and children who use the service. Families can communicate feedback directly to 

the coordinator.  

 

If a parent / guardian would like to have some involvement or would like to volunteer their time 

on a particular day or theme we would always encourage this form of participation. Parent/ 

guardians need to have a WWC check Employee or Volunteer to be able to do this. It must be 

shown at the beginning of their visit and be always retained on their persons. You must also 

sign in and Out of the service when you attend.  

 

Your Occupation or Hobby 

You are the most important person in their world. We welcome all parents to the Service to talk 

about their occupation or hobby (e.g., music, craft, cooking). Everything parents do interest 

children, and these talks are the best educational resources you can provide for the Service.  

We use information that has come from discussions about occupations and hobbies in our program 

and the ideas explored which can turn into interest projects providing valuable learning.  

Your Home Culture 
We aim to foster relationships among families and community and invite you to share aspects of 

your culture, history, language and celebrations with our Service. Your involvement greatly assists 

us to enrich the lives of all our families and children. 

 

Staff To Child Ratios  

1 staff member for every 15 children  

Excursions – the Ratio will be 1 staff member to 8 children  

Extra Educator/s will be at the service and on excursions where a child with additional support 

is in attendance.  

 

Staff  

Bayswater West Primary School Out of School Hours Care service acknowledges that 

professional staff equate with quality services, and that parents need to feel comfortable with 

the staff that will be supervising their children.  
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The service will ensure that Out of School Hours Care service staff are offered opportunities 

for appropriate training to provide a quality service. Staff will be suitably qualified and/or 

experienced and meet the requirements as set Out of in their position description.  

Staff are also required to have WWC check/ VIT (Victorian Teachers Qualification) Child 

protection training and Level 2 and or Level 3 First aid Training, Asthma, Anaphylaxis, Police Check 

and CPR.  

 

Fees, Rebates and Attendance 

Fees 

Below is our full fee schedule, before Child Care Subsidy (CCS) has been applied.  

Permanent Before School Care: $20.00 per session 

Permanent After School Care: $25.00 per session 

 

Statement of Fees 

Each week you we will be sent a statement via email. Please check these statements to ensure all 

details are correct and accurate. If there is any discrepancy, please contact the nominated 

supervisor as soon as possible.  

Families are provided with access to Xplor to access account information.  Each family will be 

provided with individual log in details, families are reminded not to share passwords or log in 

details.  Families are encouraged to check statements and invoices for any changes to CCS 

entitlements. 

 

Payment Methods 

Direct Debit – Details are in the Xplor app under the finance tab at the bottom of the screen. 

 

 

Non Payment Of Fees 

Bayswater West Primary Out of School Hours Care Service encourages 

parent/guardian/approved persons to contact the service if there is a problem with paying 

their account.  

Difficulties encountered in paying the account should be discussed with the nominated 

supervisor or Principal. Continuous non-payment of fees will jeopardise your child’s place in the 

OSHC service and your child’s care will be suspended until payment has been made.  
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Cancellations  

If a parent/guardian needs to cancel their booking for a particular day, families are requested 

to contact the Service or cancel the booking via the app, 24 hours prior to the commencement 

of the booked session to avoid being charged the session fee 

Failure to notify the coordinator of the cancelled session that a child will not be attending will 

incur a non-notification fee $20.00 Before Care and $25.00 After Care fee. 

 

Signing In/Out  

Accurate attendance records need to be kept, as this is a legal requirement of the Family 

Assistance Office. (MyGov)  

All children must be signed in (Before Care) and Out of (After Care) of the service by the 

parent/guardian or approved person.  

All children must be signed in and Out of the Vacation Care and Curriculum Day service by the 

parent/Guardian or approved person.  

The service will only release children to authorised person/s listed on the enrolment form 

unless the family has provided prior verbal/written documentation out lining the name of the 

person, their relationship with the child and the time the child will be picked up.  

Authorised person/s must be 18 years or over.  

No child/ren will be permitted to leave the venue/school grounds alone.  

The Coordinator has the right to refuse the release of a child to anyone parent/ guardian if 

they feel it necessary. And a report will be made to the Department (DEECD) and the Principal.  

 

Late Pick Up  

If you are unavoidably detained and unable to collect your child by closing time, you need to 

organise another authorised person to collect your child/ren. It is important that you phone 

the service and advise the OSHC staff. This allows staff to be able to inform the child of the 

situation.  

If a child has not been collected 10 minutes after close and the parent/guardian has not 

contacted the service, the OSHC staff will endeavour to contact parents. If this is 

unsuccessful, emergency contacts will be called. If this is also unsuccessful, the local Police will 

be contacted and informed that the child is still in care.  

A fee will be charged for late pick-ups: $15.00 after 6.00pm the $5.00 per minute or part 

thereof. This fee is not claimable as Child Care Subsidy.  
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Child Care Subsidy (Ccs) 

We remind families that there are some compliance areas that the Service has no influence over 

such as Child Care Subsidy, and timing of payments to the Service and your account. When families 

enrol their child into our OSHC Service, it is the family’s responsibility to provide us with the 

required information to receive Child Care Subsidy. This includes the correct Customer Reference 

Number (CRN) and date of birth of the child and parent/guardian the child is linked with.  

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.  

Families are required to advise Centrelink of any changes to circumstances within 14 days to avoid a 

debt. Changes to circumstances may impact CCS payments. 

Should you wish to raise concerns regarding the management of Child Care Subsidy, please speak to 

the nominated supervisor as soon as possible. Concerns can also be directed to the Department of 

Education on 1800 664 231 or email: tipoffline@education.gov.au 

 

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. 

 

https://my.gov.au/LoginServices/main/login?execution=e2s1
https://www.servicesaustralia.gov.au/individuals/services/centrelink/child-care-subsidy/how-claim/confirm-enrolment
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Allowable Absences 

Parent/guardians must notify the Service by as soon as they are aware if a child will be absent 

from a session. This is so that staff aren’t searching the premises for a child that has been 

collected or was not at school. Please note that a session fee will apply ($20.00 BSC - $25.00 ASC) 

for failure to notify us of your child/ren’s absence.   
Families are requested to contact the Service or cancel the booking via the app, 24 hours prior to 

the commencement of the booked session to avoid being charged the session fee 

Child Care Subsidy will be paid for any absence from an approved childcare Service your child 

attends for up to 42 days per child per financial year. Full fees are payable for absences after the 

initial 42 days. Additional absences beyond 42 days may be approved for specific reasons with 

supporting documentation. Please talk to the nominated supervisor about additional absences.  

 

Child Care Subsidy (CCS) is generally not payable for absences on the first or last days of 

enrolment.  If a child is due to start enrolment on a set date and does not attend, CCS will not be 

paid until the child physically attends.  Also, if the child does not attend care on their last booked 

day, CCS may not be paid for any period after the child’s last physical attendance at the Service.  

There are some circumstances where CCS may be paid in these situations, please speak with the 

nominated supervisor for further information. 

 

Permanent and Casual Bookings 

Permanent bookings are an ongoing booking that: 

• remains the same from one week to the next 

• are chargeable regardless of attendance  

 

Service Policies and Procedures 
You will find a copy of our Service policies and procedures in the Service and office. 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.  
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Family Conduct Guidelines 

The Family Conduct Guidelines work in conjunction with our Service’s Enrolment Policy, Dealing with 

Complaints Policy, Privacy and Confidentiality Policy, and the Early Childhood Australia Code of Ethics. 

The Family Conduct Guidelines are in place to emphasize the commitment and ethical responsibilities each 

family adopts when enrolling their child/ren. If parents or family members are consistently in breach of 

these guidelines and following an evaluation by the nominated supervisor and/or the approved provider, 

any related enrolment/s may be at risk of being terminated.  

Families and educators are expected to communicate openly, respectfully and collaboratively, sharing 

relevant information to support each child’s development and learning while adopting qualities such as 

honesty, inclusivity and confidentiality. We encourage families to arrange a time away from the learning 

environment for in-depth discussions, where the educator can give families their full attention and make 

decisions that have been given careful consideration. All stakeholders are expected to show respect 

toward educators, children, and families, model appropriate behaviour in all interactions, and understand 

that any threatening conduct may result in police involvement. 

To maintain confidentiality, families and staff are responsible for protecting personal information and 

refraining from sharing sensitive details or photos on social media.  

Complaints/Grievance 

Bayswater West Primary School Out of School Hours Care Service will seek to foster positive 

relations between all families and staff. Every parent has the right to a positive and 

sympathetic response to his or her concerns. Solutions will be sought to resolve all disputes, 

issues, concerns that affect the day-to-day well being of the service in a fair, prompt and 

positive manner. If you have any concerns or complaints, please do not hesitate to discuss 

these issues with the Educational Leader or School Principal by placing your concern in writing. 

You can ring the school on 97293394 and make an appointment to speak to the Principal. All 

concerns will be addressed promptly, respectfully and in a confidential manner.  

 

General Complaints: 

1. Discuss the problem with the Programs Educational Leader Donna Thomas, 

 0448986041(Direct Line) 

2. If unsatisfied, the complaint can be directed to Matthew Tyndall, School Principal 9729 

3394 (school). 

3. If still unsatisfied, the complaint can then be directed to the School Council via the 

School Principal, Matthew Tyndall 

 

Care Of The Child 

If the complaint is related to the care itself, then there are procedures to follow: 
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1. Speak to the Programs Educational Leader, Donna Thomas. 

2. Speck to the School Principal, Matthew Tyndall. 

3. Contact the School Council via Principal Matthew Tyndall. 

4. If unsatisfied then contact: 

 The Department of Educational and Early Childhood Development 

 Children Service Adviser (North Eastern Victoria Region) 

 Level 4, 295 Springvale Road,  

Glen Waverley, 

Victoria 3150 

Telephone general enquiries: 1300 333 231 

Licensed Children’s Service help line on 1300 307 415 

Email: nevr@edumail.vic.gov.au 

 

All parents have the right to have their concerns heard by the Management Committee.  

Families with concerns or complaints are encouraged to discuss these with the Educational 

Leader in the first instance. Complaints, which are not resolved to the family’s satisfaction, 

should then be referred to the Principal.  

 

All written complaints and concerns will be addressed promptly, either verbally or in writing 

within 5 working days. The nature of the complaint or concern will be reported to School 

Council at its next meeting, together with any action taken in response.  

 

Arrival And Departure 

For safety and security reasons ALL children must be signed in on arrival and signed out on 

departure using our online App by an authorised person.  

 

No child will be allowed to leave our Service with a person who is not stated on the enrolment form, 

unless prior arrangements are made with the nominated supervisor and advice has been given in 

writing or Text message left on the OSHC mobile (0448 8986041). Photo identification will be 

required for any person collecting children not known to educators. No child is permitted to travel 

home or to another activity on their own. 

 

 

 

 

mailto:nevr@edumail.vic.gov.au
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Technology, Television And Devices  

(including mobile phones and smart watches) 

Our OSHC Service encourages the use of technology to assist with the implementation of our 

program, activities and research. Children and young people are able to access a range of 

technologies at the Service to facilitate their homework and other areas of interest (such as, song 

requests during group musical games). This will always be carried out under staff supervision. 

Permission for children to use computers and other technology is requested in our enrolment form. 

 

On occasion we may program a movie during quiet/rest time or wet weather. Consideration is made  

of the content and the suitability to the age of the children involved. All permitted media (films, 

music and games) are classified G or PG. 

 

Mobile phones and Smart watches are not permitted to be used in our Service as we provide a 

balance of activities for students where a mobile device is not required. Some children and young 

people with a disability or health condition, may rely on the use of a mobile device for support 

needs will be exempt from this restriction. Exemptions must be made to management or the 

approved provider and clearly documented in the child’s enrolment record. 

 

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. Photographs and video may also be used 

as part of our observation and programming process and shared with our Service app  

Photographs and video may also be shared parent community through social media and/or to 

promote our Service to the community through marketing and promotional materials.  

Our Service has adopted the National Model Code and Guidelines for taking images or videos of 

children and ensures that only Service issued approved devices are used to take images or video of 

children. We have strict protocols for appropriate storage of images and video.    

We request families comply with the guidelines of the National Model Code and not take images or 

recording videos of children whilst at the education and care Service.  

Families are asked to respect that staff are not allowed to share information on any other children, 

families or staff members and staff are encouraged to not join any families social media. 

https://www.acecqa.gov.au/latest-news/National-Model-Code-Taking-images-in-early-childhood-education-and-care
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Homework 

We understand that many children may need to complete homework whilst in care. Whilst we do not 

offer a one-to-one homework/tutoring program, we support children and young people by providing 

them with the space, staff support and resources to complete their homework.  

 

If you would like your child to be encouraged to complete their homework, please notify the 

responsible person. Please note that educators will not force your child to do homework while in 

care. 

 

Food/Menu  

Bayswater West Primary School Out of School Hours Care Service aims to promote healthy 

eating habits during Out of School Hours Care services, and in doing so, will respect and 

support any special dietary requirements of individual children.  

Food prepared during snack times and cooking activities shall reflect the cultural diversity of 

the community.  

Cooking with the children is one of the experiences provided by OSHC. We ensures that 

children are supervised and educated in necessary health and safety precautions whilst 

cooking.  

Staff are aware of the individual dietary needs of the group. Parents are encouraged to 

discuss their child’s specific needs with staff. It is important that staff  are aware of the 

foods which can cause any child’s allergic reaction 

The Coordinator along with the assistance of children and families will plan a menu that 

reflects policy guidelines and takes into consideration seasonal availability of foods, religious 

and cultural differences as well as budget constraints.  

We will also be guided by the “Healthy eating in the National Quality Standard” in conjunction 

with Nutrition Australia.  
 

Behaviour Guidance  

Educators follow a Behaviour Guidance Policy that extends across the whole OSHC Service giving 

consistency of expectations. This policy allows children and young people to develop self-discipline, 

respect for others, for property and respect for self, whilst learning to regulate their behaviour in 

different environments.  

Our OSHC 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 
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ensures that children have a clear understanding of the minimum expectations of their behaviour 

whilst in our care.  

All rules regarding appropriate behaviour are reinforced during the program. Inappropriate 

behaviour such as fighting, swearing or discriminating comments will not be tolerated.  

Students who behave in such a way that endangers the physical and emotional health of any other 

student or adult in the service or behave in a manner that is consistently and deliberately offensive 

will be addressed in the following manner: 

 

1. An Educator will discuss the behaviour with the student and question why he/she is behaving in 

this manner. Explain to the student why the behaviour is inappropriate. 

2. A maximum of three warnings will be given to the student at this stage.  

3. If inappropriate behaviour continues the Principal will be notified and the student may be 

temporarily suspended from the Service. 

4. Once the student has been returned to the Service, if behaviour has not improved, the     

student will not be permitted to attend in the future.  

5. Occasionally parents may be called to collect their child immediately. 

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

manual. 

Physical Play 

Physical play includes activities that use physical movements to allow children and young people 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 OSHC 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 
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• 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  

 

Sustainability 

Our OSHC Service is passionate about sustainability. We believe in supporting children and young 

people to appreciate and care for the environment by embedding sustainable practice into the daily 

operation of our Service, infrastructure and teaching. Further, we support children to appreciate 

that sustainability embraces social and economic sustainability as we engage in concepts of social 

justice, fairness, sharing, democracy and citizenship. 

 

In order to empower our sustainability program, we emphasise children and young people’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, 

developing an appreciation of the natural world, encouraging them to participate in a recycling 

program and reducing energy and conserving water. We aim to provide children and young people 

with the skills and knowledge required to take an active role in caring for the environment and to 

think about ways they can contribute to a sustainable future.  

 

Sun Smart  

Bayswater West Primary School Out of School Hours Care Service has a responsibility to keep 

the children safe and protected at all times. This is especially important when children are Out 

of and need protection from harmful ultraviolet radiation (UVR) of the sun.  

The service will ensure that all children and staff attending the service are aware of the Sun 

Smart policy and procedures and that we have SUN SCREEEN available at all times.  

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.  
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Parent Participation and Feedback 

Our OHSC Service has an Open-Door Policy and actively seeks and encourages families to be 

involved in the Service. This can range from evaluating and adding input to your child’s program and 

observations, volunteering within the Service and sharing skills and experiences that the children 

and the program will benefit from and providing feedback. 

You can be involved in our Family Committee. Your involvement can be as formal or active as you like 

as time permits. We respect that time is limited for most families and we ask that you inform us as 

to your preferred way of communication. We can arrange meetings with your child’s educator at a 

time that suits you throughout the year and offer email, SMS, Facebook, Newsletters, Day Book 

Journals and pride ourselves on strong verbal communication on a daily basis. We seek input from 

families on all aspects of the Service but in particular, your child’s goals, observations and program.  

If, for any reason you question or do not understand any aspect of the Service or your child’s 

experience we have a Dealing with Complaints Policy that supports all stakeholders in our community 

and like all policies, is available for families to consult and implement at any time. Copies of our 

policies are available in each room, the office and parent library. You are welcome to take a copy 

home and review at your leisure. 

 

Reading 

Children love to be read to. If you or your parents have the time, please contact your room 

educators to organise a day for reading. We love grandparents visiting our Service. 

 

Recyclable Items 

We are always on the lookout for recyclable items for the rooms. Empty food containers, ribbons, 

wrapping paper, towel tubes (not toilet or egg or milk because of hygiene and allergy issues) paper 

or anything interesting from your work is much appreciated.  

Suggestions 

Parents are welcome to visit or call the Service at any time. If you have any suggestions or ideas on 

how we best can work together in the Service, please let us know. 

If you have any concerns, please see your child’s educator or the nominated supervisor. We have a 

grievance/complaints procedure if you would like to formally raise any concerns. 
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Community Information 

We have a community notice board at the entry to our OSHC Service. This board is used to display 

relevant programs, menus, notices, updates and reminders for children and families. Please ensure 

you check this on a regular basis.  

 

Our staff can also provide information for families about a range of topics including early 

intervention; supported playgroups; Child Care Subsidy; Aboriginal Child and Family centres; health 

clinics.  

Health And Hygiene 

Our OSHC 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. 

When Should I Not Send My Child To The Service? 

Please monitor your child’s health and do not bring your child to the OSHC Service if they are 

suffering from an infectious disease/illness or are generally unwell. Our Service cares for children 

and young people 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)- Staying healthy: Preventing infectious diseases in early 

childhood education and care services, 6th Edition. Our policies and procedures for Dealing with 

Infectious Diseases is available for all families to view. 

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 
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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. 

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 

had diarrhoea and/or vomiting, they will be excluded until there has not been any diarrhoea or 

vomiting for at least 48 hours. For certain illnesses, a medical clearance certificate may be 

required 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 infectious diseases so that we 

can notify the Public Health Unit and other families of any infectious disease/illness. 

(Confidentiality is always maintained). 

Exclusion for common or concerning conditions (Australian Government, National Health and 

Medical Research Council, Staying Healthy 6th Edition 2024) 

CONDITION EXCLUSION 

Chicken pox 

Exclude until all blisters have dried – this is usually at least 5 days 

after the rash first appeared in non-immunised children, and less in 

vaccinated children. 

See the guidelines for contact exclusions  

Conjunctivitis or eye 

discharge 

Exclude until discharge from the eyes has stopped (unless a doctor 

has diagnosed non-infectious conjunctivitis) 

Ear infection 
Not excluded unless they also have concerning symptoms (fever, 

rash, tiredness, pain, poor feeding) 

Fever 

Exclude until the temperature remains normal, unless the fever has 

a known non-infectious cause.  

If the child has gone home from the Service with a fever but their 

temperature is normal the next morning, they can return to the 

Service.  

If the child wakes in the morning with a fever, they should stay 

home until their temperature remains normal If a doctor later 

diagnoses the cause of the child’s fever, follow the exclusion 

guidance for that disease. 

Gastroenteritis (‘gastro’) 

• Campylobacter 

infection  

Exclude until there has not been any diarrhoea or vomiting for at 

least 24 hours  

https://www.nhmrc.gov.au/sites/default/files/documents/attachments/Exclusion-for-common-concerning-conditions-poster.pdf
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• Cryptosporidiosis  

• Giardia infection 

(giardiasis)  

• Rotavirus infection  

• Salmonella infection 

(salmonellosis)  

• Shigella infection 

(shigellosis) 

Check if your state or territory has different requirements for 

gastroenteritis 

Norovirus infection 
Exclude until there has not been any diarrhoea or vomiting for at 

least 48 hours 

Hand, foot and mouth 

disease 
Exclude until all blisters have dried 

Head lice 

Not excluded, as long as effective treatment begins before the 

next attendance at the Service.  

The child does not need to be sent home immediately if head lice are 

detected 

Hib (Haemophilus 

influenza type b) 
Exclude until the person has received treatment for at least 4 days 

Measles 
Exclude for at least 4 days after the rash appeared.  

See the guidelines for contact exclusions 

Meningitis (viral) Exclude until person is well  

Meningococcal infection Exclude until the person has completed antibiotic treatment 

Mumps 
Exclude for at least 9 days or until swelling goes down (whichever is 

sooner) 

Pneumococcal disease 
Exclude until person has received antibiotic treatment for at least 

24 hours and feels well 

Rash 
Not excluded unless combined with other concerning symptoms 

(fever, tiredness, pain, poor feeding) 

Respiratory conditions and 

infections  

• Bronchitis and 

bronchiolitis  

• Common cold  

• COVID-19 (also refer 

to state or territory 

advice)  

• Croup  

• Flu (influenza)  

If a person has respiratory symptoms (cough, sneezing, runny or 

blocked nose, sore throat), exclude them only if:  

• the respiratory symptoms are severe, or  

• the respiratory symptoms are getting worse (more frequent or 

severe), or  

• they also have concerning symptoms (fever, rash, tiredness, pain, 

poor feeding)  

Otherwise, do not exclude.  

A person can often have an ongoing cough after they have recovered 

from a respiratory infection.  
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• Human 

metapneumovirus  

• Pneumonia  

• RSV (respiratory 

syncytial virus) 

If their other symptoms have gone and they are feeling well, they 

can return to the Service 

Shingles (zoster 

infection) 

Exclude children until blisters have dried and crusted.  

Adults who can cover the blisters are not excluded (they are 

excluded if blisters cannot be covered)  

See the guidelines for contact exclusions 

Skin-related infections 

• Cold sores (herpes 

simplex) 

Not excluded if the person can maintain hygiene practices to 

minimise the risk of transmission. 

 If the person cannot maintain these practices (for example, 

because they are too young), exclude until the sores are dry.  

Cover sores with a dressing, if possible. 

• Fungal infections of 

the skin or scalp 

(ringworm, tinea, 

athlete’s foot)  

• Impetigo (school 

sores)  

• Scabies and other 

mites causing skin 

disease 

Exclude until the day after starting treatment  

For impetigo, cover any sores on exposed skin with a watertight 

dressing 

• Warts Not excluded 

Strep throat 
Exclude until the person has received antibiotic treatment for at 

least 24 hours and feels well 

Whooping cough 

(pertussis) 

Exclude until at least 5 days after starting antibiotic treatment, or 

for at least 21 days from the onset of coughing if the person does 

not receive antibiotics.  

See the guidelines for contact exclusions 

Worms Not excluded 

 

Immunisation 

When enrolling your child at our OSHC Service you will be asked to provide an Immunisation 

History Statement as recorded on the Australian Immunisation Register (AIR) to prove that your 

child is up to date with their scheduled immunisations. This statement is available through your 

online Medicare account through myGov. 

https://www.health.gov.au/health-topics/immunisation/immunisation-throughout-life/national-immunisation-program-schedule#national-immunisation-program-schedule-from-1-april-2019
https://my.gov.au/LoginServices/main/login?execution=e1s1
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For eligibility for Child Care Subsidy and other family payments, immunisation must be in 

accordance with the National Immunisation Program (NIP) Schedule. 

If your child is not fully immunised and an outbreak of a vaccine preventable disease occurs at the 

Service, your child will be considered as not being immunised and will not be able to attend the 

Service. 

Medication 

If your child requires medication whilst at our OSHC Service, you must complete an Administration 

of Medication Record to give your consent for an educator to administer prescribed medication to 

your child. Medication must be given to directly to an educator for appropriate safe storage. Under 

no circumstances should medication be left in children’s bags.  

Educators can only administer medication that is: 

• prescribed by a registered medical practitioner (with instructions attached to the 

medication or in written form from the medical practitioner) 

• in its original packaging and have the original label clearly showing your child’s name 

• before the expiry/use by date. 

If the child is also required to take the medication during school hours, an educator will 

take/collect the medication to/from the school office.  

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 always has adequate supplies of the required medication. 

Upon collection of your child at the end of the day, you or an authorised person will be requested to 

sign the Administration of Medication Form.  

Children may self-administer medication provided written authorisation is provided on the child’s 

enrolment form.  Medication must be provided to educators at the start of the session.  An 

Administration of Medication Record must be completed at the start of the session and at the end 

of the session to acknowledge the dose and time medication was administered. 

 

Medical Conditions- Allergies, Asthma, Diabetes Or Epilepsy 

It is vital that we are aware of any medical condition including diabetes, epilepsy, allergies, eczema,  

asthma, risks of anaphylaxis of your child including any potential triggers. Families are required to 

indicate any allergy or asthma on the enrolment form.  

 

Our OSHC Service requires a medical management plan or ASCIA Asthma/Anaphylaxis Action Plan 

to be completed by your general practitioner to assist in managing your child’s needs. This needs to 
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be provided prior to your child’s commencement at the Service. In consultation with the nominated 

supervisor, you will be asked to develop a risk minimisation plan and communication plan to assist our 

educators and staff. Any prescribed medication that your child may require must be provided each 

day they attend our OSHC Service.  

 

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).   

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. First Aid kits are located throughout the OSHC Service. 

 

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 an ambulance immediately. We will then attempt to contact a 

parent or guardian or an authorised nominee to advise of the situation. 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.  

 

First Aid  

All permanent and casual staff will have a current Level 2 or 3 First Aid, CPR qualification 

which meet the Children’s Services regulations 2009. One staff member qualified in First Aid 
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will be on duty when children are present at all times. All Staff will have Asthma Anaphylaxis 

and Epilepsy as well.  

 

The Service will ensure that a First Aid kit is maintained in effective order on the premises in 

a position that is inaccessible to children but readily accessible to staff in an emergency.  

All minor/ major incidents will be recorded in an incident book and also recorded on a school 

report form supplied by the school.  

 

Safety In Our Service 

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 

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.  

Smoke alarms and fire extinguishers will be properly installed and maintained. Emergency 

evacuation procedures will be clearly displayed on the entrance of the service and emergency 

evacuation will be practised with the children at the beginning of each term and Vacation care.  

Emergency telephone numbers will be clearly displayed at the service and will be installed on 

the coordinators and OSHC phones.  

All visitors are required to report to the Coordinator or a staff member on arrival.  

The service will adopt and adapt the Bayswater West Primary School Displan, this includes 

telephone threats, general threats, bomb threats and evacuations. For more information, refer 

to the OSHC Service Policy Document.  

 

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.   
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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. 

 

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. Photographs and video may also be used 

as part of our observation and programming process and shared with our Service app [insert app 

name if used]. 

Photographs and video may also be shared parent community through social media and/or to 

promote our Service to the community through marketing and promotional materials.  

Our Service has adopted the National Model Code and Guidelines for taking images or videos of 

children and ensures that only Service issued approved devices are used to take images or video of 

children. We have strict protocols for appropriate storage of images and video.  

We promote safety and wellbeing of all children and are committed to ensure safe online 

environments when engaging in digital technology including social media.  

We request families comply with the guidelines of the National Model Code and not take images or 

recording videos of children whilst at the education and care Service.  

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

information online. 

 Privacy And Confidentiality  

We are committed to protecting the privacy and confidentiality of children, young people, 

individuals and families and have policies in place to ensure strict confidentiality is maintained.  

Information, including personal information (addresses, telephone numbers, email addresses) will 

not be disclosed to any individual without obtaining prior written permission of the respective 

person, including educators, staff, family members and parents. Families must ensure they do not 

share data or personal information of other family members, children or staff members from the 

Service with anyone, including other families of the same Service. (See Privacy and Confidentiality 

Policy).   

https://www.acecqa.gov.au/latest-news/National-Model-Code-Taking-images-in-early-childhood-education-and-care
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All families are not to use or share images obtained from the Service, via the Service’s app, 

Facebook pages or other format. Families are not to share photographs taken during special events 

for publishing on any social media or for sharing in any format.  

Families are asked to respect that staff are prohibited to share information about other children, 

families or staff members without expressed written consent to whom the information relates to. 

Additionally, families are not to connect with staff on social media platforms. 

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. (This may include Child Information Sharing Scheme or Family 

Violence Information Sharing Schemes in our state/territory). 

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 Dealing 

with Complaints Policy.   

Our OSHC Service is required to keep and maintain detailed records about children, young people, 

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. 

Parent Acknowledgement  

I/we have read this handbook carefully and agree to comply with the requirements set out in this 

handbook and in the Bayswater West OSHC policies. 

I/We understand the commitment that you are undertaking providing education and care for our 

child, and our responsibilities to the Service.  

I/we have completed the enrolment form and provided the required documentation for our child.   
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I/we agree to notify Bayswater West OSHC of any changes that may affect the education and 

care of our child (changes to court order, parenting orders, authorised nominees, Medical 

Management Plans, medication etc). 

 

ACKNOWLEDGEMENT OF FAMILY HANDBOOK 

I have read and understood the information in this handbook and agree to the terms and 

conditions provided in relation to my child/ren’s enrolment. 

Child’s name  

Parent/Guardian 1 name  Date  
Parent/Guardian 1 

signature  

Parent/Guardian 2 name  Date  
Parent/Guardian 2 

signature  
 

Nominated supervisor 

name  Date  

Nominated supervisor 

signature 
 

 

Please list what skills talents, interest and culture that you and your family (not forgetting 

grandparents) are able to share with the Service. 

 

 

 

 

 

 

Have you completed the orientation evaluation?   Yes    ☐    No    ☐ 
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ALL OF OUR SCHOOL POLICIES AND REGULATION BOOKS ARE AVAILABLE 

UPON REQUEST AND ARE LOCATED IN THE COORDINATORS OFFICE 

 

 

 

 

 

 

 

 

 

 
 
 

 

 


