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About Us

The Roslyn Primary School Outside Hours Care (OSHC) program is committed to providing quality
care for school aged children in a safe, secure, welcoming, supportive and inclusive environment.
We aim to provide quality recreational programs and to ensure that children attending feel
valued as unique individuals within the program.

We value the importance of learning through play and acknowledge its value to children’s
development.

Our program caters for the diverse needs, interests and ages of the children using the service. The
program provides opportunities for the further development of each child’s social, physical,
emotional, intellectual and creative potential whilst providing an environment in which they are
relaxed and comfortable. We acknowledge that children’s voices are integral to the function of
the program, therefore, they are actively involved in all areas of the program, including the
planning, implementing and evaluating. We want the children who use the service to feel
included and to take ownership of the program.

We value collaborative partnerships and open communication between children, families and
educators. We acknowledge the need and strive for supportive and respectful relationships
between educators, children and families.

We believe that children benefit from being connected to their environment and nature. We
support natural play and encourage children’s curiosity. We strive for sustainable practices at the
service and aim to strengthen the awareness of children.

Our Philosophy

At Roslyn Primary School – Outside School Hours Care we will provide inclusive practices for all by
providing a program that caters for the differing ages and needs of children, treating them
equally and with respect – all the while providing a safe, secure, welcoming and supportive

environment.

Our Goals

We aim to:
- Provide quality care and supervision in a home-like environment where children feel

welcomed, safe, secure and supported
- Have enjoyable and fun activities, allowing for choice and the opportunity for learning and

discovery
- Encourage children in developing caring relationships through respect for themselves and

others
- Provide a program that is inclusive and values and respects each child’s uniqueness and

caters for all children’s needs
- Develop children’s awareness of the environment and promote an attitude of support for it
- Provide a program that promotes good communication with families and encourages their

input and support
- Incorporate the National Quality Standards and the My Time Our Place Learning

Framework into daily practices
- Commit to a culture of continuous improvement



Our Service History

In 2009, several staff members of Roslyn Primary School concerned with the future viability of the
school, decided to investigate the possibility of providing child care for school children after
school hours. Relevant childcare organisations were contacted to obtain further information and
assistance.

Parents of Roslyn Primary School were surveyed and the results indicated a need for an Outside
School Hours Care Program.

All relevant information was presented to the Roslyn Primary School – School Council and a motion
was passed to proceed with the implementation of an Outside School Hours Care Program to be
offered to all families of the school.

With the support of the School Council, and with assistance from the DEEWR, and Family
Assistance Office, the Roslyn Primary School Outside School Hours Care program commenced
operating in January 2010.

The program was established with funded places for both Before School Care and After School
Care.

Our Venue

The Roslyn Primary School Outside School Hours Care operates out of a shared ‘multipurpose
room’ space in the front building of the school. The multipurpose room has indoor/outdoor flow
through stacker doors that extend the space available for children to play. The OSHC space sits
alongside our ‘STEAM corridor’ which is regularly used for art and craft experiences, as well as
cooking activities. The OSHC program utilises the secure grounds of the school including the
courts, oval and playgrounds.

Commonwealth Priority of Access Guidelines

One of the main reasons the Australian Government funds child care is to meet the child care
needs of Australian families. However, the demand for child care sometimes exceeds supply in
some locations. When this happens it is important for services to allocate places to those families
with the greatest need for childcare support.

The Australian Government has Priority of Access Guidelines for allocating places in these
circumstances. These guidelines apply to centre-based long day care, in-home care family day
care and outside school hours care services. They set out the following three levels of priority,
which child care services must follow when filling vacant places;

- Priority 1 – a child at risk of serious abuse or neglect
- Priority 2 – a child of a single parent who satisfies or of parents who both satisfy the

work/training/study test under section 14 of the A New Tax System (Family Assistance) Act
1999

- Priority 3 – any other child

With 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 which include an individual whose adjustable taxable income does not

exceed the lower income threshold or who or whose partner are on income support
- Children in families with a non-English speaking background
- Children in socially isolated families
- Children of single parents



There are some circumstances in which a child who is already in a child care service may be
required to leave the service.

Where a service has no vacant places and is providing care for a child who is a Priority 3 under
the Priority of Access guidelines the service may require that child to leave the service in order for
the service to provide a place for a higher priority child but only if;

- The person who is liable to pay childcare fees in respect of the child was notified when the
child first occupied the child care place that the service followed this policy and

- The service gives that person at least 14 days notice of the requirement for the child to
leave the child care service.

Confidentiality/Privacy

Roslyn Primary School Outside School Hours Care protects the privacy and confidentiality of
individuals by ensuring that all records and information about individual children and families are
kept in a secure place. Roslyn Primary School OSHC collects information about families for the
purpose of enrolling children into the OSHC program. This information is used for administration
purposes and to contact families in the event of an emergency, but will not be disclosed to any
other party except as required by law. If families fail to provide this information the enrolment will
not be processed.

The Management Structure

Sponsoring Body
The Management Committee is composed of the Coordinator of the OSHC Program, Assistant
Principal and the Business Manager. They meet a minimum of twice a term to discuss relevant
issues pertaining to the OSHC service. Information that is decided upon in the meetings is
consulted with and passed on to the School Council.

Staff
Roslyn Primary School Outside School Hours Care, under the banner of the School Council, is
responsible to maintain the National Standards and State and Commonwealth legislation.

As per the Children’s Services regulations, there is a ratio of 1 staff to 15 children at OSHC.

Roslyn Primary School OSHC program employs staff fitting the requirements as stipulated by the
Children’s Services regulations. All staff have a minimum Certificate 3 in Children’s Services and/or
studying for an acceptable qualification, and are trained in First Aid, asthma management and
anaphylaxis management. All OSHC staff hold a current ‘Working With Children Check’ which
includes a current ‘Police Check’.

The service has a Coordinator who is in charge of the day-to-day operation of the service and the
development and implementation of the education program in the service. The remaining staff
consists of educator assistants. The Coordinator has suitable qualifications and experience, as well
as an understanding of the Framework for School Age Care and the Early Years Learning
Framework, to be able to guide other educators in their planning and reflection and mentor
colleagues in their implementation practices.

Enrolment Procedures

Parents and carers wishing to enrol their child/ren in the OSHC program must read through the
family pack and fully complete an enrolment form, providing relevant documentation to the
Coordinator.  If you have any questions, please don’t hesitate to ask.

Bookings for Before and After School Care will only be confirmed once the completed and signed
enrolment form, along with relevant action plans, has been received. There is a limit to the



number of children we can cater for, so it is essential that child/ren are booked early to ensure a
place.

Both permanent and casual bookings can be made for these programs and it may be for one or
more sessions per week.

Children cannot attend the OSHC program if they are not enrolled.

Permanent Bookings
Parents and carers may book their child/ren in on a permanent basis. This means if the program
becomes full on a given night, the parents/carers booking is secure. If the child/ren is absent from
the service they still pay for their position unless their position is cancelled.

Parents/carers with permanent bookings are allowed up to 42 allowable absences within a
financial year, which means they are still entitled to CCB on the days their child/ren is absent from
the service.

Casual and Emergency Bookings
Casual or emergency bookings are only possible on any particular day if a space is available and
if the child/ren have been registered with the program. Parents/carers should notify the service as
soon as possible if casual or emergency care is required.

Inability to Attend
If a child booked into the program on a particular day will not be attending, the family must
advise the service by written note, or phone as soon as possible. Fees are charged for absent
days for children with permanent or pre made casual bookings.

Children’s Arrival from Class
Children will be expected to arrive at the program on their own undertaking. Foundation children
will be collected by an OSHC staff member until they are confident in arriving on their own.

Non-Arrivals
The Coordinator must be informed if children are not going to be in OSHC. If children who are
registered do not attend, the Coordinator will make contact with family, any siblings who attend
OSHC, the office and/or the child’s teacher.  Every effort will be made to locate the child/ren.

Unregistered Children
Only children registered with the program may attend. Other children must be under the
supervision of a teacher and must not enter the OSHC program area.

Children are not permitted to attend unless parents or carers have enrolled their child/ren and
booked prior to the session.

Cancellation Policy
Cancellation of permanent bookings permanently
Parents or carers wishing to cancel their permanent booking permanently must let the
Coordinator know 24 hours in advance. Failure to do so will incur the fee for that booking.

Cancellation of casual/one off permanent bookings
Parents or carers wishing to cancel a casual booking or a permanent booking on a particular day
are required to notify the Coordinator before the following times:
Morning session: before 5:30pm the previous day.
Afternoon session: before 12pm the day of the session.
Failure to do so will incur the fee for that booking.



Hours of Operations

Before School Care: 7.30am – 8.45am
After School Care: 3.30pm – 6.00pm
Times of operation will be reviewed from time to time.

Curriculum Days (Pupil Free Days)
If numbers warrant, care on curriculum days will be available for children who attend OSHC
program. Hours of operation for these days are 7.30am – 6.00pm, however opening times may
vary, and parents/carers will be notified if necessary.

On these days we offer a range of exciting and fun filled activities. Information will be made
available prior to these days to allow ample time for parents to enrol their children. Fees will vary
due to the extended hours of care and activities offered. Child Care Benefit is also available on
these days.

Early Finish – End of Term
For terms 1-3, the service operates from 2.30pm to 6.00pm.

Signing In and Out Procedures

All children must be accompanied into the program venue and signed in and out by a parent or
carer over the age of 18. Only authorised adults will be allowed to sign out and collect children.
Parents and carers can add additional authorised adults to the enrolment form if needed.

Parents and carers must notify the Coordinator if someone other than themselves will be
collecting their children, and ID must be shown on pick-up. Children will not leave the program
with anyone that has not been authorised by the parents. If someone comes to collect a child
that is unfamiliar, the Coordinator will ask for their name and ID, and check on the child’s
enrolment form if they are an emergency contact. The Coordinator will ring the family to confirm.
Only then can the child leave the OSHC, so it’s crucial to let the Coordinator know if someone else
is collecting your child/ren.

Pick Up of Children

Only the parent(s) or carer(s) specified on the enrolment form are allowed to pick up children
from the service. The service must be notified prior to the session if you wish an authorised person
other than yourself to collect your child/ren. Authorised persons must present ID. There will be no
unauthorised pick-up.

Note: if children are making their way to another venue e.g. sporting practice, notification must
be given by a signed letter to the Coordinator of the service.

Late Pick Up

All children must be collected by 6.00pm. If a child is left with staff after 6.00pm without prior
contact from parents, the Coordinator will ring the parents or emergency contacts. A late fee at
the rate of $1.00 per minute will be charged after 6.00pm. In the case of unforeseen emergencies
the service must be notified.

Custody Details / Court Orders

In order to appropriately manage the care of children in custody situations, a copy of all court
orders in relation to custody must be provided to OSHC upon enrolment. These documents will be
attached to the child’s confidential records. Parents are asked to notify OSHC of any changes to
these documents.



If OSHC does not have a copy of the court order, it will assume that both parents have equal
custody of the child and therefore, both have access.

Fees

A flat fee is charged for all bookings for both Before and After School Care services.
The current fees for 2016 are:
Before School Care: $10.00 After School Care: $16.00

After School Care: $8.00 (pick-up before 4.00pm)

The fees are the maximum fees you can be charged per session. Most families however are
eligible for a fee reduction simply by applying for Child Care Benefit.

Child Care Subsidy

The Child Care Subsidy (CCS) is a payment made by the Commonwealth Government
Department of Education and Training on behalf of eligible families using an approved education
and care service, to assist with the costs of child care.

CCS is income tested and is usually paid directly to the school to reduce the fees that eligible
families pay.

CCS helps families cover the out-of-pocket costs of child care and it is not income tested:

- Even if a family’s income is too high to receive the CCS, they may be eligible for the CCS.
- It covers up to 50 per cent of out-of-pocket costs, up to $7,500 per child, per year.
- Out-of-pocket child care costs are calculated after deducting any CCS payments that are

received.

Under the no jab no pay legislation, from 1 January 2016, in order to be eligible for CCS for
approved and registered care, parents must ensure their children meet the immunisation
requirements that now apply for all children up to the age of 19.

The requirements are that a child must be:

- fully immunised
- on a catch-up schedule, or
- have a valid exemption in order to receive these payments.

As a CCS approved education and care service provider, we are required by Family Assistance
Law to operate under the child care management system (CCMS). CCMS is a national online
system used to administer child care payments.

There is no limit on the number of CCB approved places our service can provide. This means that
our service is able to set up or expand to meet demand, providing that you meet the
requirements under the national law and national regulations, in particular the space and staffing
requirements.

Check the Child Care Subsidy website for up-to-date information regarding eligibility and
applying for the CCS.



Payments

Accounts will be issued weekly. They will either be emailed or printed. All fees must be paid
weekly or fortnightly by cash, cheque, credit card, B-Pay, or Eftpos. Monies paid are included on
the account so parents and carers can see what has been paid.

Families who wish to pay by either B-Pay or direct-deposit need to contact the office to get the
necessary details. If paying by B-Pay or direct deposit, it is important to let the Coordinator know
the amount and date paid.

Arrears

Roslyn Primary School Outside School Hours Care is a non-profit organisation that relies on the
payment of fees, therefore we cannot carry non-paying families. Fees need to be paid weekly or
fortnightly. Fees are not to be more than 14 days in arrears unless arrangements have been made
with the Co-ordinator. If fees are three weeks or more in arrears notification will be sent out to the
parent or carer advising them if a payment is not made by the date given, the 20% late payment
fee will occur. (We will normally give 7-10 days to pay and the 20% late payment fee does not
receive any CCB reductions). If a payment has not been received by the date and no
communication has been given by the parent/carer to the Co-ordinator, they will be contacted
and notified that if payment is not made their child/ren can no longer attend the OSHC until the
account has been finalised. Therefore it is encouraged to talk to the Coordinator if having any
difficulties.

At the end of each term, and the school year, all accounts must be finalised. Failure to do so will
incur the 20% late payment fee and children cannot commence care until accounts are finalised.
If an account exceeds $200 and a payment is not forthcoming, the care for that family may
cease until a payment has been made.

Multiple-Child Rate

Parents and carers are able to access the multiple child percentage rates on their assessment
notices if siblings listed are in care for the same week in any approved Long-Day Care, Family Day
Care or other OSHC Service.

It is the parent or carers responsibility to notify service providers of other children in care and
changes to these arrangements.

Program Procedures

Roslyn Primary School Outside School Hours Care will provide a quality recreational program that is
safe, fun, inclusive and stimulating, offering a wide variety of activities in a warm, caring, secure
environment. The program is child focused with choice and variety. Children will be actively
involved in all program planning, implementation and evaluation processes. The service will plan
activities with the children’s involvement so that their needs and interests are being catered for.
Play based learning is crucial children’s development.

The service will provide special activities where possible and will, at differing times of the year,
program special events and celebrations.



The service will provide a variety of equipment, toys, and materials for all children to play with
regardless of gender.  The program will be on display on the notice board.

Activity Times

Activities will be available as soon as children arrive. There is a set program for each day but is
flexible to allow for choice. Activities are packed away at the end of the night with quiet activities
available for remaining children.  Daily routines are on display on the notice board.

Settling Children into the Service

Staff and children will endeavour to make new children feel welcomed and comfortable at
OSHC. Families booking their children in are encouraged to bring their children to the service
before they start so they know where it is. When new children start, staff will introduce themselves
and other staff to them and show children around. They will be given a buddy to help settle them
in. If a child appears upset or unsure, every effort will be made to make them feel comfortable
and at ease.

Collection of children from premises

Children in the OSHC service must not leave the premises except where the child;
- is given into the care of a parent/carer, an authorised nominee named in the child’s

enrolment record or a person authorised by a parent/carer or authorised nominee, or
- leaves in accordance with the written authorisation of the child’s parent/carer or

authorised nominee, or
- is given into the care of a person taken outside the premises because the child requires

medical, hospital or ambulance care or treatment, or because of another emergency

If children leave the service or do not arrive for the start of the service, then every endeavour will
be made to locate and/or bring that child back. Staff will look for the child, get an
announcement put over the loudspeaker, and the family, office and Principal/Assistant Principal
will be notified.

Children / Individuals on School Grounds

Staff will endeavour to provide a safe environment for children attending OSHC. Children and
individuals can only be on school grounds with the permission of either the school or OSHC.
Visitors must report to the office and sign in so they can collect a badge to wear to identify them.
As an added precaution, the school site is locked up during service hours.

Food Provided / Food Handling and Hygiene

The Roslyn Primary School OSHC will provide nutritious, balanced snacks for children which reflect
children’s tastes, culture and health concerns. This will take the form of a nutritious breakfast and
snacks supplied to all children attending OSHC. All children are encouraged to wash and dry their
hands before eating and cooking.  Fresh water is always available for drinking.

Cooking with the children is one of the experiences provided by OSHC. OSHC ensures that
children are supervised and educated in necessary health and safety precautions whilst cooking.
If a child has a special diet or requirement, parents and carers must provide an action plan to
assist in specific food requirements.



OSHC staff cater to the individual dietary needs of the group. Parents and carers are
encouraged to discuss their child’s specific needs with staff and are required to give staff a list of
suitable food for their children’s special requirements. It is important that staff are aware of the
foods which can cause any child’s allergic reaction. They need to be familiar with the range of
allergy free food, and with the medical procedure and plan for dealing with an allergic reaction.

Resources and Equipment

The OSHC service will provide resources and equipment for the children to use to add to their
enjoyment at the program. Children are encouraged to take good care of the OSHC equipment
to ensure the longevity of it. Resources and equipment are regularly assessed for quality and
cleanliness, with new resources and equipment added regularly.

Videos, Television, Computers, Electronic Games

The OSHC service endeavours to reflect children’s interests, therefore activities such as videos,
television, computers, and electronic games will be offered in a balanced program of activities.
The amount of time children can participate in these activities will however be limited.

OSHC will ensure that the content of television programs, videos and games will be appropriate
for all of the children present, and will not contain any physical or verbal violence or ridicule.
These activities will be limited to G ratings.

Homework

As part of the children’s program, the staff will provide an area for children to undertake
homework tasks. Given the number of children and other activities provided, OSHC cannot take
responsibility for completion of homework; this is the responsibility of the parent/carer and child.
Parents and carers are encouraged to discuss their child’s individual needs with the Coordinator.

Medical Details

National Regulations: Regulation 90, 91(See Medical Conditions Policy)
If a child has any medical conditions (details) these will be included on enrolment forms and will
provide all relevant Action Plans signed by a doctor. For example, if a child has Anaphylaxis an
action plan (signed by a doctor) with the child’s auto injection device, must be supplied to the
service. Children cannot attend the service without this information. The Coordinator will go
through the Risk Minimisation Plan and Communication Plan with the family, which needs to be
signed by the family and Coordinator. This allows all involved to best cater for your child/ren’s
needs.

Medication

Good practice with regards to the administration of medication is essential to ensure that
appropriate doses of correct medicines are administered to the child. Medication includes all
prescribed and over the counter doses.

In order to ensure that the interests of staff, children and the parents/carers are not compromised,
medication will only be administered with explicit permission from parents or carers, or an
approved person, or in the carer of emergency, with the permission of a medical practitioner. This
procedure is in line with the National Quality Standards for Outside School Hours Care.



Authorisation, using an ‘Administration of Medication Authorisation Form’, filled out by a
parent/carer or approved person, will include the name of the medication, the dosage and times
and or circumstances of administration. Where children require medication regularly, approval
from parents/carers or approved persons will be updated on a regular basis. Notification will also
be obtained from parents/carers or approved persons, where a child self-administers the
medication.

Where staff has been notified, all personal medication, including asthma pumps and
auto-injectors would be stored to ensure against access by other children. Medication will only be
administered if the medication is clearly marked with the child’s name, contained in the original
container, and kept in appropriate storage.

In an emergency, if the parent/carer or approved person is unable to be contacted, the service
will contact the family doctor first and then a registered medical practitioner. Evidence of this
permission from the doctor will be kept on file.

Parents/carers will be notified if the medication was not administered for any reason as soon as
practicable.

A medical register will be maintained by the Roslyn Primary School OSHC, containing the date,
time and dosage of medication that was administered, as well at the person who administered it.

Incidents, injury, trauma, and illness

Unwell children must not attend the service. Fever, vomiting, diarrhoea, and unexplained rashes
are examples that a child is unwell. The service will exclude children with any infectious diseases
for the period determined by the Health Department's regulations. Further information can be
obtained from the Coordinator and/or school.

If a child has an accident while in care, the staff will administer first aid, keep the child
comfortable and if necessary, ring the parent or carer to come and collect the child. Parents or
carers of a child involved in a serious incident/accident will be notified as soon as practicable of
the incidence or occurrence. If a child becomes ill while at OSHC, every endeavour will be made
to contact the family. If unable to, staff will try the emergency contact list that is provided by the
families.

Infectious Diseases

The Roslyn Primary School OSHC Service will take all reasonable steps to prevent the spread of
infectious diseases at the service, and ensure that parent/carer or authorised emergency contact
of the child enrolled at the service is notified of the occurrence of an infectious disease as soon as
practicable.

Sun Protection

Roslyn Primary School Outside School Hours Care ‘Sun Protection Policy’ has been developed to
ensure that all children and staff attending the service are protected from potential skin damage
caused by the sun’s harmful ultraviolet (UV) rays. This policy will be implemented from the
beginning of September until the end of April. Often children leave their hats in their bag-boxes or
in their classroom, so please provide your child with a hat for OSHC. Wide brimmed, or legionnaire



hats are acceptable. All staff will be wearing appropriate headwear as well, as good role
models.

Communication

The Roslyn Primary School Outside School Hours Care will provide information to families on a
regular basis via a range of methods including;

- The OSHC notice board displayed during each service
- The weekly Roslyn Primary School newsletter
- Through Roslyn Primary School’s Compass communicator
- In announcements through Seesaw
- Via email, phone call or text message

Evaluation of the Service

At any time a family wishes to comment on the service or program they may do so by making
time with the Coordinator and/or management. Activities are evaluated by staff, children and
families, formally and informally during the program. From time to time children and families are
encouraged to complete evaluation surveys to help with the effective running of the service.

Educational Program

The responsibility of the coordinator is to produce an education program for the OSHC program.
This is based on the ‘My Time, Our Place’ framework and is based on the developmental needs,
interests and experiences of each child, and will be designed to take into account the individual
differences of each child.

The educational program will contribute to the following outcomes for each child:
- the child will have a strong sense of identity
- the child will be connected with and contribute to his or her world
- the child will have a strong sense of wellbeing
- the child will be a confident and involved learner, and
- the child will be an effective communicator

The daily program will be displayed on the OSHC service board, outlining the activities planned for
the day.

Documenting Assessments of Children’s Learning

Each child will be evaluated against the educational program outcomes, which will be reported
back via the Seesaw application.  This documentation will include evaluations of the child’s
wellbeing, development and learning.

Please see the Coordinator for information on accessing Seesaw.


