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Welcome to OOSH!
1.1 About All Hallows Out of School Hours Service (OOSH)
Welcome to All Hallows Out of School Hours (“OOSH”). OOSH is a not for profit, self-funding service provided
by the school community, primarily for children attending All Hallows Parish School, Five Dock. OOSH is managed
by a group of parents, the Parent Committee, who employ a Coordinator and other dedicated staff to provide
quality care. OOSH assists families by providing care during out of school hours in a secure, friendly, and inspiring
environment.

1.2 Our Philosophy

All Hallows OOSH is a place where kids can be kids,
play freely and have fun!
OOSH is harmonious and liberating. A place where children have self-worth and fulfilment of
being, the possibility of becoming what they want to be and where
creativity and spontaneity are above all.
As well as providing quality care, All Hallows OOSH’s inclusive atmosphere offers rich learning
experiences where children can form friendships, build social skills and become responsible
members of the school aged community.
A place where they become FAMILY.
Our program is not formal but rather takes place in a world influenced by the children
themselves, which makes each day different.
All invented games are exclusive and celebrate the important nature of playing.
We embrace adventurous play and provide opportunities for children to explore and test their
own capabilities. Deeply woven in our program are experiences that build on essential life skills
and opportunities to care for and appreciate our natural environment.
OOSH would not be OOSH without the nurturing and respectful relationships that are formed
between the staff, children, families, school and local community. We promote these
partnerships and embrace diversity as we recognise the impact these have in creating our
unique culture. Specifically, we recognise the importance of acknowledging, respecting and
valuing Indigenous and Torres Strait Islander perspectives.
At OOSH we play and laugh together, help each other up when we fall, and most of all, love each
other for who we are.
All Hallows OOSH
Their time, their place
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1.3 Hours of operation & location
Before School Care (BSC)

7:00am - 8:45am

After School Care (ASC)

3:00pm – 6:00pm

Vacation Care (VAC)

7:15am – 6:00pm

Pupil Free Days (Staff Development Days)

WHERE CAN YOU FIND US?
The OOSH office and main operational rooms (Weerona, Karingal & Billabong) are located on the second floor
above the lower under croft (above the lower playing field). Access is via the internal stairs just off the ‘stage’
area of the under croft. There is also lift access to this area.
OOSH also has use of the Multi-Purpose Room (Bana) which is located above the ground floor toilets (access via
the stairs in front of female toilets) as well as the school Library.

1.4 National Quality Standards and Framework
The National Quality Standard (National Quality Framework) provides a national approach to regulation,
assessment and quality improvement for early childhood education and care and outside school hours care
services across Australia.
There are seven Quality Areas for which each service is assessed:
1.
2.
3.
4.
5.
6.
7.

Educational program and practice
Children’s health and safety
Physical environment
Staffing arrangements
Relationships with children
Collaborative partnerships with families and communities
Governance and Leadership

All Hallows OOSH was assessed in January of 2017 and received an EXCEEDING rating whereby the service goes
beyond the National Quality Standard in at least four of the seven quality areas.

My Time, Our Place - Framework for School Age Care has been built on the Early Years Learning Framework and
extends the principles, practice and outcomes to accommodate the contexts and age range of the children and
young people who attend school age care settings.
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All Hallows OOSH uses this framework to achieve the following outcomes:
•
•
•
•
•

Children have a strong sense of identity
Children are connected with, and contribute to their world
Children have a strong sense of wellbeing
Children are confident and involved learners
Children are effective communicators

The Framework will ensure that children in school age care will have opportunities to engage in leisure and playbased experiences which are responsive to the needs, interests, and choices of the children attending the service
and contribute fully to their ongoing development.
Quality Improvement & Self-Assessment
All Hallows OOSH is always evolving and looking for ways to improve our practices and the care we provide. The
OOSH team engages in a self-assessment process but seeks consultation with the children and families. Our
Quality Improvement Plan highlights our many strengths and areas for improvement. This plan is available for
families.

1.5 Approved Childcare Provider
OOSH is licensed with the NSW Government Department of Education and Communities to care for up to 150
children per session (Before & After school as well as Vacation Care/Pupil Free Days).
In vacation care, the number of permitted children may vary in consideration of the experience planned.

1.6 Child Care Subsidy
On 2 July 2018 the Child Care Subsidy and Additional Child Care Subsidy replaced the previous child care fee
assistance payments (Child Care Benefit and Child Care Rebate). Child Care Subsidy (CCS) will be paid directly to
OOSH to reduce the fees paid by families.
To be eligible for the Child Care Subsidy the following requirements must be met:
• the child must
- be a ‘Family Tax Benefit child’ or ‘regular care child’ and
- be 13 or under and not attending secondary school and
- meet immunisation requirements
• the person claiming the Child Care Subsidy, or their partner, must
- meet residency requirements and
- have a combined family income less than $353,680
- meet the Child Care Subsidy activity test (or be eligible for an exemption) and
- be liable to pay for care provided under a Complying Written Arrangement (written agreement with their
childcare provider)
-provide OOSH with their Family and Child’s Customer Reference Number (CRN)
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https://www.servicesaustralia.gov.au/individuals/services/centrelink/child-care-subsidy Phone 13 61 50
or visit website www.familyassist.gov.au.
1.7 Allowable absences
Each child receiving CCS is allowed 42 absences per financial year. Once the child has been absent for 42 sessions
of care the parent must pay the full fee for every subsequent session the child is absent. All absences for
booked care (allowable or otherwise) must be paid for.

1.8 Parent Committee
Executive office bearers and ordinary members of the Parent Committee are elected at the Annual General
Meeting held in Term 4. The Parent Committee meet once a term and any issues raised are discussed at these
meetings. Any urgent issues will be addressed timely by a committee member.
All Parents are welcomed and encouraged to participate on the Committee during their child’s time at OOSH.
Your involvement ensures the parental management and control of the centre and provides a voice for decision
making that benefits the children who use the service.
If you would like to contact the Parent Committee, you can do so via the Coordinator or contact them directly via
email. Their contact details can be found near the entry into OOSH.
The 2021 Committee
Holly Gimenez – Chairperson
Nikki Dinov– Treasurer
Liana Clift – Secretary
Jenny Nichols- Public Officer
Ordinary Members:
Monica Vittoria
Gwen Richetti
Phil Blackford
Basilio Scaravilli
Lisete Caldeira

1.9 Staffing
All Hallows OOSH believes that educators are the most valued asset in providing quality care and that employing
and keeping skilled educators is imperative. ALL educators employed must have recent references and a clear
Working with Children Check. All staff undergo a rigorous induction and must abide by the service’s Code of
Conduct and professional standards.
All Hallows OOSH is a child safe organisation. Using a principle-based approach from standards provided by The
Children’s Guardian, the service is able to achieve and maintain a child safe culture that makes children the
PRIORITY.
All educators are Mandatory Reporters and are responsible, under legislation, to report any children suspected
of abuse or neglect.
In accordance with the National Regulations, there will be a responsible person (with suitable qualifications)
appointed each shift, whose name appears on the entry into OOSH). There will be a minimum of two Educators
present when children are at the Centre.
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Our minimum ratios are as follows In Centre: 1 Educator: 15 Children
Excursions: 1 Educator: 8 Children (as a minimum)
Appropriate staffing will be considered based on the activities planned and the number of children booked on
the day. OOSH ensures that staffing ratios are sufficient to ensure that children have effective supervision during
sessions, this may require staffing ratios above the minimum.

2 Enrolment
All Hallows OOSH provides care for school aged children only. January vacation care is available for pre-school
children who are enrolled to commence kindergarten in that same year.
An online enrolment package including Family Handbook, enrolment application, and any other relevant
information or documentation is available to families on our website: www.allhallowsoosh.org.au
Families who wish to use vacation care MUST enrol prior to the start of the holiday period. No applications will
be accepted during vacation care.
Families who use vacation care but whose children do not attend All Hallows Parish School must pay for their
care in advance prior to the child attending the service. For families receiving CCS any overpayments of fees will
be reimbursed.
To enrol, families must create an account through our software provider, SMARTCENTRAL, providing access to
our Parent Portal. Access allows families to complete their application for enrolment, upload required
documentation, and make changes to their bookings etc.
HOW TO ENROL
✓ Via the website, SELECT Enrolment Tab and follow the prompt
✓ Complete the online application
✓ Acknowledge the digital complying written arrangement (CWA) - see below
✓ Upload child’s immunisation history statement from Medicare (or conscientious objection form)
✓ Upload any required medical action plans
✓ Acknowledge the Deed of Indemity (if required)
Enrolment applications will be approved by the service once complete and all relevant supporting
documentation is provided. Acceptance of the application will be sent to the registered email address along with
information on how to set up your ChildCare EasyPay Direct Debit account (see Section 3.6) for the deduction of
fees (see Section 3.2).
Care will only be provided once the application has been approved – please note that this may take up to a week
and therefore families need to give ample notice to the service for care to be provided.
A parent and child Customer Reference Number (CRN), as well as dates of birth, are required to receive any
entitled Child Care Subsidy.
CWA (Complying Written Agreement): To receive Child Care Subsidy , an arrangement for care must be agreed
between All Hallows OOSH and the designated parent (parent 1 as per the enrolment), who assumes
responsibility for payment of fees. In SMARTCENTRAL this agreement will be sent to you digitally and you will be
required to acknowledge it..
Families MUST enrol each year. Families are responsible for informing OOSH, in writing, of any important
changes and can update their own details through the Parent Portal.
Enrolment information will be kept on the premises in accordance with service policies and the Education and
Care Services National Regulations 2011.
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2.1 Orientation
For children and families, commencing OOSH for the first time can be both an exciting and emotional time. Our
staff strive to establish foundations for ongoing partnerships with families that allow us to work toward a
common goal of promoting consistent quality outcomes for each child.
All Hallows OOSH will hold an Orientation Tea in the January School Holidays prior to the commencement of the
school year where we invite families to meet the staff and tour the Centre. We recognise that this is not always
possible so the Coordinator, along with the staff will always be available and willing to answer any questions and
will ensure your child engages in OOSH’s program and is shown the facilities.

2.2 Priority of Access
Although there are no mandatory requirements set by the government in regards to filling vacancies at the
service, All Hallows OOSH will endeavour to help the families who are most in need, and support the safety and
wellbeing of children at risk in accordance with the Framework for Protecting Australia's Children 2009 -2020.
All Hallows OOSH uses the below guidelines when prioritising care for children, priority will be given to a child:
•

at risk of serious abuse or neglect

•

of a sole parent who satisfies, or parents who both satisfy, the activity test through paid employment

Within these main categories, priority should also be given to the following children:
•
•
•
•

children in Aboriginal and Torres Strait Islander families
children in families which include a disabled person
children in families from a non-English speaking background
children in socially isolated families

Please note that OOSH may require a child to vacate a place to make room for a child with a higher priority. In
this circumstance the vacating child will be given at least 14 days’ notice.
When filling vacancies, our service will give priority to school children over children who have not yet started
school and may ask a child not yet in school to leave care if a child who is in school applies for a place.
OOSH offers vacancies to siblings of current users over new families, unless the applying family falls within the
above categories for prioritisation of care.
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3 Fees
3.1 Fee Structure
The Parent Committee reserves the right to raise fees to cover costs. Fees will be reviewed by the Committee
when required and will provide families two weeks’ notice in writing of any increase.

3.2 Enrolment Fee – WAIVED for 2021
Every year an annual enrolment fee of $100 is charged per family. It covers enrolment administration, public
liability insurance, rent, resources, etc. The enrolment fee is charged for ALL enrolments whether they are for
permanent, casual or for vacation care/pupil free days and applied regardless of when the enrolment takes
place during the year. The Parent Committee of 2020 have waived this fee for 2021 in consideration of the 2020
pandemic year.
1st Child

2nd Child

3rd Child

4th Child

PERMANENT Before School Care (BSC)

$12

$11

$10

$9

CASUAL Before School Care

$15

$14

$13

$12

PERMANENT After School Care (ASC)

$20

$18

$16

$14

CASUAL After School Care

$24

$22

$20

$18

SESSION

Vacation Care (VAC)

$50

& Pupil Free Days (PFD)

The Early Bird rate applies to bookings made 2 weeks prior to the start
of Vacation Care & Pupil Free Days, as specified on the booking form.

EARLY BIRD RATE
Casual Rate applies for bookings made after the specified date.
An extra charge above the daily rate may apply depending on the
excursion/incursion planned for the day
(e.g. cinema, pizza making, tennis, etc.)

Vacation Care & Pupil Free Days

$55 *

CASUAL

For bookings made after the early bird cut-off date
* Extra charges may apply – see booking form

3.3 Non-Notification Fee
OOSH must be notified if your child/ren will NOT attend a booked session. Failure to notify OOSH of any absence
will result in a $5.00 administration charge per session.
Notification of absences can be made by EMAIL (preferred) or by PHONE – especially after 2:45pm.
Vacation Care/Pupil Free Day: By EMAIL preferably before 7.15am
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3.4 Late Collection Fees
The Centre closes promptly at 6pm. Failure to do so will incur late fees as follows:
➢ 1st late collection per term: $1 per minute + $10 administration fee
➢ 2nd late collection per term: $1 per minute + $20 administration fee
➢ 3rd late collection per term: $1 per minute + $40 administration fee
If parents are late more than 3 times in one term, your child/ren’s place may be reviewed and alternate
arrangements for collection from care may need to be discussed.
The penalties are intended as a deterrent for repeated late collection but also to cover the extra cost of staff
wages.
It is essential that you inform OOSH of any lateness as it assures both the staff and child.

3.5 Payment of Fees
Statements are issued weekly and are emailed to the nominated parent. Fees are directly deducted from your
nominated account each week through our Childcare EASYPAY debiting system. See 3.6 for more detail.

3.5.1 Permanent bookings
A permanent booking is defined as follows:
- A booking that is made for the entire year
- A booking for a full term
- A booking made during terms 1, 2 and 3 which continues until the end of the year
Bookings made for a period less than a full term will be considered as casual bookings.
Fees for permanent bookings are to be paid regardless of attendance unless booking changes have been
provided in writing (by email) at least 14 days in advance. Changes to permanent bookings cannot be
made over the phone.
Where it is possible for a permanent booking to be swapped for another day in the same week, you will
not be charged for the permanent booking, however the new booking will be charged at the CASUAL
RATE.

3.5.2 Casual bookings
Bookings for casual care can be made by email ONLY and are accepted when there is availability.
Cancellations for BSC and ASC CASUAL BOOKINGS must be made within 24 hours before the booked
session or the full casual rate fees will apply.

3.5.3 Vacation Care & Pupil Free Day bookings
Fees are payable on all booked days and are not refundable unless two weeks’ written notice is provided
prior to the booked session. Any extra charges will be refunded if the Centre is able to get a refund.
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3.6 Method of Payment
The service uses Childcare EasyPay to deduct fees. Families will be sent an invitation to create this account via
email upon enrolment. This EasyPay account must be complete PRIOR to your child attending the service.
The Centre covers the transaction fee for registered bank accounts. However, the transaction cost associated
with Visa and MasterCard & AMEX accounts will be payable by families.
•
•
•
•
•

1.45% Mastercard standard
1.66% Mastercard premium
1.65% VISA standard
1.86% VISA premium
1.86% AMEX

Families whose payments are unsuccessful or failed, will be charged $9.90 inclusive of GST.
No cash, cheques or EFT payments will be accepted.

3.7 Fees in Arrears
Families experiencing financial difficulties should contact the Administrator to discuss their situation and develop
an appropriate payment plan.
Dishonoured accounts will be followed up promptly by the Administrator. If there has been no resolution after
two attempts by the Administrator, the child’s place at OOSH may be cancelled and any outstanding debt will be
referred to the Service’s external debt collectors.

4 Policies and Procedures
4.1 Expectation of Parents
Parents are expected to read and be familiar with the procedures outlined in this handbook and acknowledge
this on their on-line enrolment application.
Should families require an interpreter, OOSH will arrange this service.
Parents are expected to communicate all relevant information regarding their child, including up to date contact
details and medical information in writing. A copy of OOSH’s Policies and Procedures is available under the Sign
in/out desk.
As a parent/guardian of a child attending the service, you must meet the following requirements regarding your
conduct while present at the centre.
✓ Respect the rights, dignity and worth of every staff member, parent committee member, children and
families regardless of their gender, ability, cultural background or religion
✓ Be a positive role model, remember that children learn best by example
✓ Be courteous and respectful
✓ Use appropriate language
✓ When engaging with children other than your own, there is to be no physical contact
✓ Do not approach other children over an issue, seek help from OOSH staff
✓ Only photograph your own child/ren and no other children or staff
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✓ Do not attend the Centre if you are affected by alcohol or drugs
✓ Do not smoke at the Centre or the surrounding area
By authorising the application for your child/ren you acknowledge and agree to comply with the above and if
found in breach of the above, you may be given a written or verbal warning, be excluded from the service either
permanently or for a set period to be determined by the Parent Committee.

4.2 Sign In/Out Procedures
Parents/guardians or authorised persons are required to sign their child in and out of care (BSC, ASC & VAC/PFD).
During drop-off/pick-up, families are to press the OOSH buzzer on the gate (lower playground access). OOSH
staff will acknowledge and grant access. Children arriving to OOSH will be greeted by OOSH staff and taken to
OOSH. When picking up your children, staff will have your child retrieve their belongings and brought to the
gate for you.
CONTACTLESS SIGN IN/OUT PROCEDURE
1.

Parent logs into their parent portal account through SMART CENTRAL on their phone
https://www.smartcentral.net/v2/home

If you do not see the
Sign In/Out Children
at the top of your screen,
please contact OOSH
(your child is not booked in/on the roll)

2. Select the child you wish to sign in/out. A drop-down box of your authorised persons will be available.
Select your name.
3. Next to Service Code, enter the CODE provided by OOSH
THIS CODE WILL BE DIFFERENT EACH DAY AND WILL BE SMS TO YOU AND AVAILABLE ON THE GATE

The SERVICE CODE will be different each day,
SMS to you and also
available on the gate.
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4. CLICK SIGN IN/OUT
Done!
Signing out follows the same process.

Families who do not meet this requirement are jeopardising their child’s placement, their safety and place OOSH
in breach of Regulations.
Families who consistently fail to adhere to this policy will be charged an administration fee of $10.00 which is
applied at the discretion of the Centre.
Sign in/out records are used to verify attendance for CCS purposes, by not signing in/out you may not receive any
entitlements. These records are also used for emergency drills therefore un-signed in/out children may not be
accounted for putting their safety at risk.
On rare occasions should your child not be signed in or out of OOSH, the staff will confirm that your child is at
the Centre or has left with an authorised person and then sign them in/out on your behalf.

4.3 Collection by another person
Only authorised persons, who you nominate, will be able to collect your child. Only contacts that have a
registered email address in SMARTCENTRAL will have the ability to sign/out your child.
Please note: Authorised persons and Parent 2 with registered emails can sign in/out. ONLY these authorised
persons can access this feature however they will not have access to any personal information on your account.
You must contact OOSH to advise if you or your nominated persons cannot collect your child and that you have
arranged for an un-nominated person to do so. Please provide their name and contact details and ensure they
have some form of photo identification to be checked before the child/ren can be released into their care.
Parents of children who engage in extracurricular activities (band, drama, netball, dancing, etc.) and move from
OOSH duty of care to an external provider (teacher, coach, etc.) will be required to sign a permission form. This
gives the authorisation to OOSH to collect/deliver children from these various activities should this be required.
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4.4 Non-Collection of children
Children are to be picked up PROMPTLY BY 6:00 pm. Failure to do so will incur late collection fees outlined in
Section 3.4.
After 6:10pm, staff will phone nominated contacts. If no contact is made with the child’s parent/guardian or
emergency contacts by 6:45pm, staff will contact the relevant government agency for further advice and action.
However, if no contact can be made, the child will be taken to the nearest police station for further advice.
PLEASE NOTE: It is essential that all contact numbers are kept up to date in case of an emergency.

4.5 Delivery/Collection of children
Before School Care
Once signed into OOSH, children will have the option to play inside in the Weerona & Karingal rooms or outside.
When the teacher commences duty at 8:15am, children either sign out of OOSH and play on the playground
under the school’s duty of care or remain in the OOSH rooms until they wish to sign out (8:45am).
For the first two terms, kindergarten children will remain in the OOSH room until school commences. At this
time, the children will be taken by OOSH staff to their classrooms. Once children are familiar with making their
own way, they will be signed out of OOSH and allowed to play in the playground once the teacher is on duty
(8:15am) and will make their own way to class when the bell rings.

After School Care
Children in years 1-6 will make their way to OOSH sign in area after school dismissal and get marked off the roll by
OOSH staff.
Kindergarten children will be collected by OOSH staff from their classrooms and brought down to OOSH or
collected from assembly lines.

Kindergarten children will commence making their own way to OOSH in the latter part of term 4. This ensures a
smooth transition to Year 1 routines.
New children (other than Kindergarten children):
If you would prefer OOSH staff to collect your child from their classroom teacher for the first few weeks (until
they are confident enough to make their own way to OOSH) please contact OOSH so the arrangements can be
made.

4.6 Missing children
Children arrive at OOSH and are signed in by OOSH staff. If a child is missing, the responsible person will search
the grounds, check the “kiss & Drive” area and liaise with teachers/school office. If the child is not at school, the
responsible person will call the parent’s/guardian’s mobile, work, home or emergency contact numbers, and
continue until the location of the child has been established.
If your child is NOT attending OOSH on a booked session, parents MUST notify the Centre in advance. NonNotification fees will apply, see Section 3.2.
If you make changes to your permanent days or make a casual booking, please notify the school so that they
can inform the teacher so all are across the change in arrangements. OOSH staff conduct a roll check at 4:15pm
and 5:30pm. Should a parent/authorised person forget to sign the child out AND no staff member has seen the
14

child go home, the Centre will call to locate the child. It is therefore ESSENTIAL that all children are signed out of
OOSH and that authorised persons are aware of this procedure.

4.7 Absences
If your child/ren will not attend OOSH for their booked session it is required that you notify OOSH. If notice is
given within the two-week notification period, you will not be charged. Failure to notify OOSH of any absence
will result in a $5.00 Non-Notification fee as outlined in Section 3.2.
Allowable absences (Section 1.8) apply to those receiving CCS. The session will be charged, and the CCS applied
(42 approved under regulations). Parents are required to pay the gap – there are 42 allowable absences per
financial year.

4.8 Changes to Booked Sessions
Changes to booked days must be in writing (email) and received 2 weeks prior to the care day or fees will be
incurred for booked days.
Where possible, a permanent booking can be swapped for a session on another day ONLY if it is in the same
week. However, whilst you will not be charged for the permanent session, the new booking will be charged at
the casual rate.
When OOSH has a WAITLIST for care and you decide to take leave for longer than 1 week, all booked sessions
AFTER that week must be paid for to secure your child’s spot. However, two-week notice is still required to
make any booking changes.

4.9 Withdrawing from OOSH
Parents may withdraw their child from the program at any time. However, parents are required to give 2 weeks’
written notice. Parents failing to provide 2 weeks’ notice will be charged for the permanent booked days for the
two weeks following the child’s last day in the service.

4.10 Public Holidays
The Centre will be closed on all public holidays. Children normally enrolled on that day will NOT be charged.

4.11 Vacation Care & Pupil Free Days (Staff Development Days)
OOSH provides vacation care during school holidays and closes only for a short period (usually two weeks) over
Christmas and New Year.
A Vacation Care Program will be available to families 4 weeks prior to the commencement of each vacation care
period. Children who will be starting Kindergarten may use the service in January.
The experiences offered will vary each holiday period and will include a mix of in-centre days, incursions and
excursions (where the children leave the school grounds). Some of these activities may include multicultural
theme days, the cinema, mobile rock climbing, museums and walks to the park. Risk Benefit Assessments are
conducted for all excursions (see Section 4.12) and are available upon request.
OOSH provides care on staff development days; however, the Parent Committee reserves the right to decide if
the Centre will be open on any given pupil free day. Parents will be provided with notice if care is not provided.
Refer to Section 3 on Fees.
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4.12 Excursions
All Hallows OOSH provides children with the opportunity to participate in excursions. Participation in these
experiences contribute greatly to children’s belonging, being and becoming.
To ensure the health and safety of children on excursions all experiences are well planned and appropriate for
their age and development. The children are accompanied by experienced staff, one of which will hold a first aid
certificate and asthma and anaphylaxis management.
No child will leave the service unless written authorisation is given.
Risk Benefit assessments will be carried out prior to an excursion with authorisation sought in accordance with
the regulations.
Children in Kindergarten to Year 3 will be required to wear an OOSH excursion T-shirt. These are provided and
laundered by the service. Children in Years 4-6 will be provided with a wristband with OOSH contact details.
TRANSPORTATION: OOSH endeavors to transport children to and from excursions safely and on time. The mode
of transportation will be provided on the program.

OOSH mobile number for excursions ONLY: 0405 095 258
4.13 Confidentiality
All information about children, parents, families and staff is confidential and will not be disclosed to
unauthorised persons under any circumstance.
The Nominated Supervisor will ensure that information is kept confidential and share only to the following
parties:
•
•
•
•

Medical and developmental information that is required to adequately provide education and care for
the child, or
Centrelink for CCS purposes; or
the Department of Education and Communities, or an authorised officer, or
as permitted or required by any Act or Law

All family and child records will be kept securely on site.

4.14 Child Safe Organisation
Child safe organisations, like All Hallows OOSH, creates a culture, adopts strategies and acts to prevent harm to
children, including sexual abuse. At our service we:
• create conditions to reduce the likelihood of children being harmed
• create conditions that increase the likelihood of identifying and reporting harm
• respond appropriately to disclosures, allegations and suspicions of harm.
. It is the legal and moral obligation of all staff, management, and volunteers who work within our service to
ensure the safety and wellbeing of all children in our care.
The staff and management are legal responsibility, as Mandatory Reporters, to protect and support children they
suspect may be at significant risk of abuse or neglect. This involves following procedures outlined by the Family
and Community Services and the NSW Office of the Children’s Guardian.
All responsible persons in day to day charge of the service, have been qualified in Identify and Respond to Children
and Young People at Risk as it is required by National Regulations and Law.
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4.15 Emergencies
OOSH is committed to procedures which ensure, as far as possible, the safety of all children, staff,
students/volunteers and families in the event of an emergency.
Emergency procedures are discussed and practiced with the children each term and in each vacation care period.
A risk assessment will be conducted by the Coordinator and staff annually to review and refine emergency
procedures, or as necessary.
Should you be delivering/collecting your child/ren from OOSH during a drill, you will be required to follow our
procedures. We ask you to be patient and allow your child to participate.
EVACUATION
•
•
•
•
•

Indicate evacuation by a continuous siren
Exit the school via lower or middle double green gates
Head down Halley Street or Pine Ave. as per announced exit route
Children and parents to sit/stand on footpath and await further instructions
Staff to conduct roll call

LOCKDOWN
In the event of a natural disaster, severe thunderstorms, stray dogs, dangerous person of any other threat
requiring to seek refuge inside, the following procedures will be followed.
•
•
•
•

Indicate lockdown by announcing “Dr. Dan White to the office”
Children/parents in OOSH rooms to remain inside, children in Weerona to move to Karingal Rooms
(middle rooms).
Children/parents outside are to move into OOSH rooms (Karingal/Bana)
Sit quietly, away from windows & door and await further instructions

4.16 Medical Conditions & Administration of Medication
POLICY STATEMENT
All Hallows OOSH will work closely with children, families, All Hallows Parish School and other relevant health
professionals to manage the medical conditions of children attending our service. We will support children with
medical conditions to participate fully in the centre’s program in order to promote their sense of well being,
belonging and connectedness (My Time, Our Place 1.2, 3.1). Our educators will be fully aware of the nature and
management of any child’s medical condition and will respect the child and the family’s confidentiality (My Time,
Our Place 1.4).
To support children to take increasing responsibility for their own health and wellbeing, specific consideration
will be given to children who are carrying medication in their school bags and whose parents have given
permission to self-medicate (My Time, Our Place 3.2). Our service has an expectation that parents will inform
staff if children are receiving medication at home or school, the nature and purpose of the medication and where
possible the side effects it may have for the child. Educators will use this information to support the child’s
participation in the service (My Time, Our Place 4.3).
Medications will only be administered to children in accordance with the National Law and Regulations.
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This policy will be given to families who have identified that their child as having a medical condition on their
enrolment application.
PROCEDURE
Dealing with Medical Conditions
Enrolment
•

Families are required to inform the service of any medical condtions their child may have at the time of
enrolment and record such information on their enrolment application. The Coordinator will assess whether
Educators are appopriately trained to manage the child’s specific health needs at this time.

•

Upon notification of a child’s medical condition, the service will provide the parent with a copy of this policy
in accordance with regulation 91 – as this forms part of the Family Handbook, it is assumed that parents of
children have read and understood the policy as this is a requirement of enrolment.

•

Specific or long-term medical conditions will require the completion of a medical management plan
developed in conjunction with the child’s doctor and/or family.

Medical Management Plans (Action Plans)
•

Medical Management Plans (Action Plans) are required if a child enrolled in the service has a specific health
care need, allergy or relevant medical condition. All educators including volunteers and administrative
support will be informed of children’s health care requirements and orientated to their management. Plans
must:
✓ Be provided by the parent/guardian of the child
✓ Includes the child’s name and date of birth
✓ Have a current photo of the child
✓ Clearly outline procedures to be followed by staff in the event of an incident relating to the child’s specific
health care needs
✓ Specific medications required and dosages
✓ Parent emergency contact details
✓ Signed by a doctor
✓ Be provided PRIOR to the child commencing care
✓ Be displayed in the kitchen area, out of sight of general visitors and children

•

Medications that are prescribed in these plans MUST be provided to OOSH prior to the child attending.
Parents are to ensure that the medications supplied are the ones prescribed and that they are in date.
Expiration dates of medications stored at OOSH will be checked monthly in accordance with the First Aid
Roster. Families will be informed of any soon to be expired medications. Families will be required to provide
OOSH with replacement medication PRIOR to stored medicine expiring.

Risk Minimisation Plans
•

It is a requirement that a risk minimisation plan be developed in consultation with the child’s family. If
necessary, the Coordinator will meet with the parents and/or relevant health professionals as soon as
possible prior to the child’s attendance to determine the content of that plan so as to assist in a smooth and
safe transition of the child into OOSH care.

•

Content of the management will include:
✓ Identification of any risks to the child or others by their attendance at the service
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✓ Identifiation of any practices or procedures that need adjustment at the service to minimise risk e.g. menu
changes and food preparation procedures
✓ Process and time line for orientation procedures for staff
✓ Methods for communicating between parents and educators any changes to the child’s medical
management plan
✓ Signature of parent and Nominated Supervisor
Communication
All Hallows OOSH will maintain, review and develop communications strategies to ensure that:
✓ Relevant staff members and volunteers are informed about the medical conditions policy, the medical
management plan, the risk minimisation plan, any stored medications for the child and where these are
all kept
✓ All relief staff will be informed on initial employment and provided orientation on what action to take in
the event of a medical emergency involving that child
✓ Parents communicate changes to the plans in writing so that the plans can be updated and any changes
communicate to staff
✓ That plans are reviewed yearly upon enrolment
ASTHMA MANAGEMENT
•

All asthma medical management plans will be accessible to staff with condensed versions displayed for
quick reference in the kitchen area with risk minimisation plans kept in the office.

•

There will be a minimum of one First aid, Asthma and Anaphylaxis trained staff member on the premises
at all times children are in care at OOSH or on excursion. Only those trained will administer medication,
should it be required.

•

Asthma kits with up to date relievers and dispable spacers are kept on site in an easily assessible location
yet out of reach of children. These kits are also be taken on excursions.

•

Parents who supply their child’s personal medication/spacers (masks) must:
a. Provide it directly to an educator (not kept in child’s bag)
b. Ensure correct medication as detailed on management plan is supplied
c. Ensure the medication is in date

ASTHMA EMERGENCIES
•

In the case of an asthma emergency, medication may be administered to a child without parent/guardian
authorisation in accordance with regulation 94.

•

The National Asthma Council (NAC) recommends that, should a child not known to have asthma, who
appears to be in severe repiratorty distress that the Asthma First Aid plan be administered immediately.
The following steps are recommended:
➢ Give 4 puffs of a reliever medication and repeat if there are no improvements;
➢ Keep giving 4 puffs every 4 minutes until the ambulance arrives;
➢ No harm is likely to result from giving reliever medication to someone who does not have
asthma;

•

For a child with known asthma, staff will follow the child’s action plan and the family contacted as soon
as practical. The responsible person will complete an Incident, Injury, Illness and Trauma report which will
be supplied for signing.
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•

Should the child require urgent medical attention, emergency services attend the Centre or the child is
taken to the hospital, the Nominated Supervisor will report the incident to the Regulatory Authority
within 24 hours of the incident occuring.

ANAPHYLAXIS MANAGEMENT
•

Parents/guardians are to notify OOSH of their child’s anaphylaxis or severe allergy upon enrolment and
supply OOSH with a current action plan signed by a medical practitioner. These plans must be in the
Australian Society for Clinical Immunology and Allergy (ASCIA) format and be in colour where possible.

•

Anaphylaxis management plans must be updated yearly or as indicated on the plan. This is the responsibility
of the parents/guardian to ensure this is complete and that OOSH is informed of any changes.

•

All plans are displayed in the kitchen which are accessible to staff and volunteers only. There will be a first
aid, asthma and anaphylaxis trained staff member on site at all times that the children are in care at the
service.

•

All children that are identified as ANAPHYLACTIC MUST supply OOSH with medication. They will have their
own Allergy Pouch to hold their EpiPen and other related medications, along with their plan. This pouch is
taken on excursions and a minimum of one staff member attending who holds the relevant qualifications will
be present.

•

A ‘general’ use EpiPen and an EpiPen Jr are kept on site. They will be in date and checked monthly, in
accordance with All Hallows OOSH First Aid roster.

Parents MUST:
✓ Ensure that medication is provided PRIOR to the child commencing care
✓ Ensure that the medication supplied is in date and is handed directly to staff – no medication
should be kept in the child’s bag
✓ Ensure that medication supplied is kept in original packaging
✓ Ensure that the medication supplied is that which is written on the child’s action plan
•

Where a child has a life threatening food allergy and the service provides food, the service will endeavour not
to serve the particular food allergen and families may be advised not to supply that allergen. Families of
children with an allergy may be asked to supply particular foods that satisfy a specific diet.

•

Where it is necessary for other children to consume a particular food allergen (e.g. milk, eggs, gluten) the
children will be required to sit in designated areas and encouraged to wash their hands before and after
eating.

•

In accordance with the Education and Care Services National Regulations, the Centre will advise families that
children who are anaphylactic attend the service. Notice of this is posted near the entry to OOSH along with
other signs indicating that the Centre is ALLERGY AWARE.
ANAPHYLAXIS EMERGENCIES

•

In the case of an anaphylaxis emergency, staff will follow the child’s Medical Management Plan. Staff will
use the child’s adrenaline autoinjector that is kept in the child’s pouch or, in the case the child does not have
an autoinjector AND who appears to be having a reaction, staff will use the additional ‘general use’
autoinjector. The instructions on the device will be followed for administration. An ambulance will be called
and the autoinjector given to the ambulance service on arrival. Families will be contacted as soon as
practical.

•

The responsible person will complete an Incident, Injury, Illness and Trauma report which will be supplied to
families for signing. Should the family seek further medical attention, the Nominated Supervisor will report
the incident to the Regulatory Authority with 24 hours of the incident occurring.
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DIABETES
•

Whenever a child with diabetes is enrolled, or is newly diagnosed, communication plans will be developed to
inform the staff, students and volunteers at the service. The Nominated Supervisor will work closely with the
family to form the Risk Minimisation Plan which will be used to provide information to staff highlighting the
signs and symptoms children may present when blood sugar is too high or too low.

•

These include:
Low blood sugar – child looking pale, hungry, seating, weak, confused and/or aggressive
High blood sugar – thirst, need to urinate, hot dry skin, smell of acetone on breath

•

The child’s management plan will be followed by staff and include the following:
✓ Administration of insulin, if needed – information on how to give insulin to the child, how much to
give and how to store it. Insulin may be delivered in numerous ways such as a shot, an insulin pen or
via a pump
✓ Oral medicine – children with diabetes may be prescribed oral medication
✓ Meals and snacks – this would include permission for a child to eat outside of designated eating times
✓ Blood sugar testing – information on how often and when a child’s blood sugar may need to be
tested by staff
✓ Symptoms of low or high blood sugar as they relate to that child and how they should be treated.
For high blood sugar, low blood sugar, and/or hypoglycaemia

ADMINISTRATION OF MEDICATION •

Prescription medication will only be administered to the child for whom it is prescribed, from the original
container bearing the child’s name and with a current use by date. Non-prescription medication will not
be administered at the service unless authorised by a doctor.

•

Educators will only administer medication during OOSH’s operating hours.

•

Permission for a child to self-medicate will be administered with the families’ written permission only, or
with the verbal approval of a medical practitioner or parent in the case of an emergency. In this case, the
service will provide written notice to the family as soon as practical after administration of the
medication.

•

An authorisation is not required in the event of an asthma or anaphylaxis emergency however the
authorisation must be sought as soon as possible after the time the parent and emergency services are
notified.

•

Families who wish for medication to be administered to their child or have their child self-administer the
medication at the service must complete a medication form providing the following information:
✓ Name of child
✓ Name of medication
✓ Details of the date, time, dosage and method to be administered (general time, e.g. lunchtime will not be
accepted)
✓ Where required, indicate if the child is to administer the medication themselves or have an educator do it
✓ Signature of family member

•

Medication must be given directly to an educator and not left in the child’s bag. Educators will store the
medication in a designated secure place, clearly labelled and ensure that medication is kept out of reach
of children.
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•

If anyone other than the parent is bringing the child to the service, a written permission note from the
parent, including the above information, must accompany the medication.

•

An exception to the procedure is applied for asthma medication for severe asthmatics in which case the
child may carry their own medication on their person with parental permission. Where a child carries
their own asthma medication, they should be encouraged to report to an educator the use of the inhaler
as soon as possible after administering and the service maintain a record of this medication
administration including time, educator advised and if the symptoms were relieved.

•

Before medication is given to a child, the educator (with current First Aid Certificate) who is
administering the medication will verify the correct dosage for the correct child with another educator
who will also witnesses the administration of the medication.

•

After the medication is given, the educator will record the following details on the medication form:
Name of medication, date, time, dosage, method of administration, name and signature of person who
administered and name and signature of person who verified and witnessed.

•

Where a medical practitioner’s approval is given, educators will complete the medication form and write
the name of the medical practitioner for the authorisation.

DEED OF INDEMNITY Families of children with medical conditions who require medication (whether it be ongoing or in the event of an
emergency), are to acknowledge the Deed of Indemnity that is provided by the Approved Provider of the Centre
on the enrolment application. This must be acknowledged and approved prior to the child’s first attendance at
OOSH.
CONSIDERATIONS

Education and
Care Services
National
Regulations
r90-91, 92-96, 178,
181-184

National Quality
Standard

Standards 2.1, 6.2
and 6.3

Law s167, 173

Other Service
policies/documentation

-

-

-

Family Handbook
Staff Handbook
Enrolment and
Orientation Policy
Management of Incident,
Injury, Illness and Trauma
policy
Administration of First
Aid policy
Administering
Medication in an
Emergency
Deed of Indemnity

Other

- Disability Discrimination
Act 1975
- NSW Anti-Discrimination
Act 1977
- Work Health and Safety
Act 2011
- Individual Medical
Management Plans
(Action Plans) and
corresponding resources
- My Time, Our Place
- NSW Asthma Foundation
- Anaphylaxis Australia
www.allergyfacts.org.au

Reviewed and endorsed: October 2020
Next Review Date: October 2021
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Action Plans to be signed by doctor and Risk Minimisations Plans can be found here:
http://allhallowsoosh.org.au/handbook-and-forms/

4.17 Illness and Infectious Diseases
All Hallows OOSH will aim to provide a safe and hygienic environment that will promote the health and wellbeing
of our children. We will take all reasonable steps to prevent the spread of infectious diseases through the
implementation of procedures that are consistent with guidelines from State Health Authorities.
Children with infectious diseases will be excluded from the service for the period recommended by the
Department of Health. Where there is an outbreak of an infectious disease each enrolled child’s
parent/emergency contact will be notified within 24 hours under ordinary circumstances. Children who are not
fully immunised will be excluded from OOSH until deemed safe to return.
Families are advised not to bring sick children to the service. It is recommended that children who are ill remain
at home until all symptoms are clear.It is STRONGLY suggested that should your children experience any FLU
symptoms such as fever, sore throat, coughing (that may be related to COVID-19), that your child be tested and
return a NEGATIVE result and be clear of symptoms, before returning to the service.
Should your child become ill at the Centre, the staff will make them comfortable until they can be collected. We
ask that you do so promptly.

4.18 First Aid and Accidents
From time to time accidents may occur, however staff will be diligent in their prevention by conducting risk
benefit assessments, having effective supervision, thoughtful play spaces and maintenance of its equipment.
If a child is injured at the Centre, staff will follow first aid procedures that will ensure that the child is cared for
immediately.
There will always be a minimum of one qualified first aid, asthma and anaphylaxis management trained staff
member on site as outlined in the National Regulations and at least one staff with first aid, asthma and
anaphylaxis qualifications on excursions. Only qualified staff will administer first aid within the scope of their
training.
Depending on the severity of the injury, OOSH may call you to inform you of the injury and how your child is
managing. Staff may ask you to collect your child to seek further medical advice. The staff will complete an
Illness/Injury/Incident/Trauma form that must be signed to acknowledge First Aid treatment.
The responsible person in charge will decide when it is appropriate to call an ambulance and contact with the
parent/guardian will be made as soon as practical. All serious injuries are reported to the Department of
Education.
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4.19 Food
OOSH follows recommended state guidelines and refers to The Heart Foundation’s Eat Smart, Play Smart guide
for OSHC and its own Policy on Nutrition when providing the children with healthy food and snacks. Some
examples of the food OOSH serves is listed below:
Before School Care

Fruit, cereals, toast, pikelets, crumpets, French toast, smoothies and milk

After School Care

Tacos, pizzas, pasta, rice dishes, cheese & crackers, vegetable sticks, rice cakes, dips,
yoghurt and antipasto.
A late snack will be provided around 5:15pm and includes yummy food made that afternoon
as part of our programmed cooking or other nutritious snacks.

Pupil Free Days / Vacation Care

Breakfast is provided; cereal, toast and fruit, check program for specials
(pikelets, beans on toasts, etc.).
OOSH provides afternoon tea and late afternoon tea.
Children MUST bring morning tea and extra healthy snacks. Lunch will need to be provided
unless the program states that it is included.
* Fruit and vegetable sticks and water are always available.

The Term/Vacation Care menu is posted next to the kitchen to view at any time.
On days when children are required to bring their own lunch to OOSH, it is highly recommended that healthy
foods are packed. Unhealthy foods such as lollies, chips and chocolate leave the children hungry and tired.
NUDE FOOD – OOSH loves our planet!! We encourage families to put food in reusable containers and avoid prepackaged foods. Click to get inspiration: https://www.youtube.com/watch?v=mN4pdClNsdM
If lunch is provided and your child does not like what is offered, please pack your own food as we are unable to
cater to each child’s individual tastes.
Our Centre is ALLERGY AWARE and have many children who attend that have life-threatening food allergies.
Please ensure that your child/ren’s lunch/snacks do not contain nuts or nut products including Nutella. We also
ask that families remind children not to share their snacks/lunch with others.

4.20 Educational Program
The Educational Leader along with the OOSH team, develop a flexible program which provides age-related
activities that are designed to enhance the physical, social, emotional and intellectual development of children.
With the help of the children, activities provided will enhance self- expression and confidence and can include
art, craft, sport and life skills.
OOSH may also engage an external provider to run workshops like Animation, Ju-Jitsu or Art.
The program can include such things as:
•
•
•
•
•

Creative Play – art and craft, mix and mess, painting, dough, loose parts
Construction – Lego, Mobilo, puzzles, blocks and cardboard boxes
Dramatic Play – finger puppets, dress ups, shops, drama games
Maths and Science – experiments, games, exploration, observations
Video / Music – G & PG rated DVDs, documentaries, dancing and videos
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•
•
•
•
•
•
•
•
•

Reading – children can bring their own books or read from the OOSH Library
Cooking / Baking
Sport – Hockey, soccer, Kuub, tee-ball, cricket, footy, gymnastics, skipping, archery
Outdoor game play – “Rob the Nest “and “Coloured Corners” and many other group games
Outdoor equipment – balls, 4-wheel scooters, rhythmic ribbons, hula hoops
Loose Parts – Tyres, milk crates, blankets, spools and other items for creative play
Kids Clubs – children create and form their own club
Homework Club – staff assisted
Garden Club – tending to our veggie patch

4.21 Centre Routines
Before School Care
7:00am

OOSH Opens – Families to sign in children

7:00am – 8:15am

Breakfast is available

7:00am – 8:15am

Children can choose to participate in activities either in the OOSH rooms or outside

8:15am

School Teacher comes on duty – OOSH staff no longer have duty of care outside on the
playground, children who remain outside MUST sign out of OOSH

8:15am -8:45am

Children can stay in the OOSH room to play until the school bell rings at
8:30am/8:45am

8:30/40am

Staff help Kindies get their bags and head to assembly or class
(Term 1 & 2)

After School Care
*Please note: The below table refers to pre-COVID-19 dismissal times, 2021 dismissal has yet to be
confirmed with the School
2:55pm

Kindergarten children collected (Term 1-3)

3:00pm to 3:15pm

Children arrive at OOSH. Attendance is marked. Children prepare for afternoon tea
(wash hands, etc.)

3:00 to 3:30pm

Afternoon tea is served

3:30pm

PLAY commences

3:45pm to 5:10pm

Activities continue inside or outside the OOSH rooms

4:15pm

Children’s attendance checked by designated staff member

5:10pm to 5:15pm

Pack up time

5:15pm

Handwashing for late snack

5:30pm

Children’s attendance checked by designated staff member
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5:45pm

Children play group game outside
or quiet activities together inside

6:00pm

Close

4.22 Homework
OOSH supports parental requests for homework to be done at OOSH by providing the children the opportunity
to use a quiet space. An OOSH educator will be available to assist but is not a teacher or tutor and cannot spend
individual time with children who require regular help with their homework. OOSH staff will encourage children
to do homework at parent’s request but the responsibility to do so relies on the child alone.
Children in year 5/6 are allowed at this time to use their iPads for HOMEWORK ONLY. Please refer to section 4.28
for more information.

4.23 Behaviour Guidance
All Hallows OOSH believes that children have the right to feel physically and psychologically safe. We aim to
provide an environment where all children, educators and anyone entering its premises feel safe, cared for and
relaxed where there is cooperation and positive interactions between all persons (My Time, Our Place Outcome
1).
Our behaviour policy is based on guidance, redirection and positive reinforcement. Educators will take a positive
approach in managing children’s behaviour and aim to guide, rather than control the behaviour of the children in
care.
Educator’s will ensure that every reasonable precaution is taken to protect children being cared for. Whilst at the
service; we expect that the children will comply with the following basic rule:
Every person is a safe, respectful and responsible member of the All Hallows Community
Every child has the right to feel safe and happy. Every child has the responsibility to respect themselves and
others. Every child has the right to play and are expected to do their best.
Which includes:
•
•
•
•
•

Respecting each other, their families, the educators and their property
Cleaning up after activities
Staying in designated/supervised areas only
Not bullying or engaging in any form of aggressive behaviour
Using appropriate language

When a child’s behaviour is deemed inappropriate to either themselves or others, or if a child’s behaviour
interferes with other’s enjoyment, then educators will intervene.
Inappropriate behaviour can include bullying, being uncooperative, not listening to reasonable requests from
educators, or consistently disregarding the basic rules. In these instances, the following steps will be taken:
✓

The educator will explain to the child that the behaviour is inappropriate

✓

The educator will re-direct the child to a different activity

✓

If inappropriate behaviour continues, the child may be asked to sit away from the group to calm down
and reflect on their actions. Th educator will have a discussion before the child can return to play
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✓

The child may be asked to fill in a ‘Think Sheet’, use the feeling chart or sensory toys

✓

Educators will use (the below) behavior chart to determine the course of action and record the
behaviour (if necessary)

✓

A discussion may be held with the child’s family and/or the child will be issued an ORANGE NOTE for
which a parent is required to sign and return (depending on the behaviour)

Persistent inappropriate behaviour:
If inappropriate behaviour continues and a child receives multiple yellow level entries, an Orange note may be
issued to the parents. Behaviours at the orange level, will require notification to parent either in person or via
the orange note which will need to be signed and returned to OOSH. Should it be necessary, a meeting between
the Coordinator and family or any other external persons that may be of assistance may be required. This could
be a teacher, principal or health professional.
The meeting agenda will cover:
✓ Alternative approaches to guide behaviour
✓ The child's life outside the service, including behaviour at school
✓ Any problems that may be causing the behaviour
A mutual strategy for improving behaviour will be discussed and a Behaviour Management Plan may be put in
place which could include a loss of self-directed play. Should it be necessary, and with the consent of the family,
advice and assistance will be sought from relevant external specialists to help the staff fully include the child and
give them the best outcome possible.
In extreme cases, to protect other children and educators, the service reserves the right to exclude the child
from the service; this may be a temporary or a permanent measure.
Exclusion will only be considered after:
✓

The child’s family has been notified and given the opportunity to discuss their child’s behaviour

✓

Educators, Nominated Supervisor and Parent Committee have fully considered the problem

✓

Adequate support and counselling are sought (if necessary)

✓

Clear procedures have been established for accepting the child back into the service

We encourage parents to discuss with the Coordinator any behavioural difficulties they may be experiencing
with their child so that the service practices can be consistent/adapted to those used at home and in the
classroom.
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BEHAVIOUR CHART

Serious Offence
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4.24 Grievance Procedures
All Hallows OOSH strives to maintain a positive working environment between our staff, members of the Parent
Committee and our families.
If a parent/guardian has a matter of concern they are encouraged to speak with the Coordinator. If the parent
does not feel comfortable approaching the Coordinator or has done so but feels that the problem, concern or
complaint has not been resolved to their satisfaction, then the concern should be raised directly with the
PARENT COMMITTEE (CHAIRPERSON).
OOSH is an Incorporated Association it is run independently of the school therefore grievances must be
managed by the Coordinator/Parent Committee and should not be directed to the Principal of the school.
The Parent Committee will address all problems, complaints or concerns as quickly and effectively as possible.
The highest standards of confidentiality will be practiced by all members of the Parent Committee when
managing grievances and will attempt to resolve any issues informally through discussions. Decisions and
further courses of action will be communicated to families as promptly as possible.
The name and telephone number of the person to whom complaints are directed to is displayed visibly when
entering the service (r173) (on door leading to the OOSH rooms)
If any complaint cannot be resolved internally to the person’s satisfaction, external options will be offered such
as an unbiased third party.
All complaints that come about as a result of a serious incident or alleged serious incident occurring, will be
notified to the Regulatory Authority within 24 hours as per regulations.

4.25 Sun Protection
OOSH follows the Cancer Council NSW, Sun Smart guidelines and is considered a SUNSMART CENTRE. Where
the UV index level is forecast to reach 3 and above, children are required to wear a hat for the recommended
times.
SUNSMART attire:
✓ Broadbrimmed hat (baseball caps not recommended)
✓ Shirts/dresses that cover shoulders and neck (collars)
During the summer vacation care period OOSH engages in lots of water play. Please pack spare clothes or
provide a rash shirt for over the swimming costume.
Sunscreen and spare hats are available at the service. If you do not wish your child to use sunscreen provided,
please indicate this on enrolment and provide your own.
Children without hats will be asked to play in the shade or indoors.
Please note: Kindergarten children should have practice with applying their own sunscreen prior to starting
OOSH. Please advise the staff should your child require assistance and apply sunscreen prior to attending.
More information on appropriate SUNSMART clothing can be found here:
http://www.cancercouncil.com.au/wp-content/uploads/2012/08/The-role-of-clothing-in-sun-protection.pdf

29

4.26 Lost Property
Any left items are placed in the school’s lost property area. During Vacation Care, OOSH will keep left items in a
basket in the OOSH rooms. OOSH endeavours to return any LABELLED items to their owners. Therefore, LABEL
EVERYTHING!
The Centre discourages children bringing toys or other items to OOSH. OOSH Staff and Parent Committee take
no responsibility for any lost property. If you do not want to lose it – then do not bring it to OOSH.
No electronic devices are to be brought to the service. Please refer to section 4.28 as there are instances for
which devices are permitted.

4.27 Social Media and Photographs
All Hallows OOSH is committed to ensuring that technology is integrated safely into children’s play, leisure
experiences, projects and practices. We support the appropriate use of technologies by children and educators
and recognise that the children in our care will experience and engage with many forms of electronic media both
in and out of the service. Our aim is to encourage all children to use and access information technologies to
express ideas to explore diverse perspectives and use these tools for designing, drawing, editing, and composing
(My Time, Our Place Outcome 5). We believe that any use of social media must not place at risk, the safety,
health or wellbeing of children, educators, families or visitors at the service and therefore is not used by the
children during OOSH time (My Time, Our Place Outcome 1).
PHOTOGRAPHY & VIDEOS are used to:
•
•
•

Provide visual documentation for families to see what their child does throughout the day
Assist with evaluations of the program and documentation
Give the children a sense of belonging

Photographs and videos are published or displayed outside the service where parental permission is given.
Parents/authorised persons are reminded that they are prohibited from taking photographs/videos of other
children whilst at the service and that permission must be sought from that child’s family to do so.

4.28 Electronic Devices
Electronic devices of any sort are not permitted at OOSH during term time unless used for HOMEWORK by years
5/6 ONLY.
Children wanting to use devices for homework must have read the Year 5/6 OOSH Device User Agreement Policy
acknowledging that they understand OOSH’s policy surrounding technology and devices at OOSH. Children in
year 3 & 4 will be permitted to use their devices, under the direct supervision of OOSH staff, for Mathletics
sessions or using specific APPS – like MINECRAFT which is for a restricted time only. Any child who uses their
devices outside of these times will have them kept in the office for collection.
NO MESSAGING or social media sites will be accessed during OOSH time. If your child sends you a message
electronically, please inform them that this is not permitted and the privilege of using their iPad at OOSH is in
jeopardy.
Please ensure that all devices are clearly labelled and have enough protection (strong cases).
VACATION CARE: No devices are permitted.
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MOBILE PHONES: OOSH understands that older children may require a mobile phone. These devices are to be
kept in the child’s bag. Should a child use their phone during OOSH time, it will be taken and kept in the office
until the child leaves the service at the end of the session.
SMART Watches, SPACETALK, Moochies, etc. are not permitted at OOSH. If you wish your child to use these
devices whilst at the service, please discuss with OOSH staff. If you are concerned or wish to communicate with
your child while they are at OOSH, we encourage you to call and we will make time for them to speak with you.
OOSH assumes no responsibility for lost or stolen devices.

4.29 Security
As the safety of children in our care is paramount, it is ESSENTIAL that families are diligent in ensuring the
security gate is closed after your child has entered and exited the school grounds.
Any unknown persons will not be allowed to enter unless their identity can be confirmed. New families must be
patient with OOSH staff as we get to know you and any authorised persons you have given permission to
collect/deliver your children to OOSH.

4.30 Parking
Parents/ guardians delivering/collecting children are required to observe all parking restrictions and safety
procedures around the school zone. Parking in front of the school gates is always prohibited as this obstructs
the view of the pedestrian crossing and is illegal and unsafe. Any unsafe practices will be reported as the safety
of children, their families and the staff must not be compromised.
Please do not block the driveway to the lower gate – this is always to be kept clear so that emergency services
can access the grounds should this be required.
We encourage families to use the pedestrian crossing to model best practice for children.

4.31 Babysitting
At All Hallows OOSH we strive to build secure partnerships with our families and support them as much as
possible. From time to time, we are aware that parents request individual staff members to babysit outside of
OOSH operating hours. This policy clarifies key points and procedures from OOSH’s standpoint regarding these
private arrangements made between staff and parents.
•

Any arrangements for care outside of OOSH are between individual members and families and are
privately agreed upon and under no circumstances will OOSH be held responsible

•

These arrangements must be made outside of OOSH operating hours, for example arrangements
cannot be made when dropping off or picking up children from OOSH

•

OOSH will not assist in these arrangements in any way, for example we will not divulge staff contact
details, please do not email OOSH with requests of care outside of OOSH hours

•

Babysitting arrangements must not interfere with staff members’ working hours, hinder working
relationships at OOSH or affect their relationship with the child or other children

•

Confidentiality of employment must always be adhered to and respected by the staff and parents
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•

OOSH has a duty of care to safeguard all children whilst on the premises, however this duty does not
extend to private arrangements made between staff and parents outside of school hours

•

OOSH will not be held responsible for any health and safety, or other, issues that may arise from these
private arrangements

•

There will be immediate dismissal from OOSH should staff be found to breach confidentiality whilst
babysitting

Staff:
•

Are not permitted to discuss or make babysitting arrangements with parents during OOSH time

•

Must be aware as mandatory reporters you have a duty to report any child protection concern for
children in your care

Parents:
•

Should arrangements include a staff member collecting the child from OOSH, the family is to inform
OOSH and they will be added to the families authorised persons list

•

Will have no recourse to OOSH should they have concerns regarding any babysitting arrangement with
staff or any grievances
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