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Implementation (cont.)
Newsletter

The OHSC co-ordinator will produce a regular newsletter. The newsletter will be created  fortnightly (or at the OHSC co-ordinator’s discretion) and will be used to provide information such as:

· Planned activities for the coming fortnight

· Planned special activities

· General information relevant to OHSC eg curriculum day reminders, new purchases, general reminders. Essential information will also be published in the School Newsletter.
· Questionnaires - these will initially be used to to perform surveys and gather feedback on the newly drafted OHSC policies as they become available.

· Results of previous surveys 

· Summary of any feedback issues  - their progress and resolution.
Parent Feedback

A feedback box will be provided at OHSC to allow parents to lodge feedback, queries and return questionnaires. Feedback may be lodged anonymously.
Feedback and questionnaires will be reviewed and actions agreed during monthly OHSC committee meetings and/or School Council meetings.

The OHSC coordinator will address any urgent queries or consult with the school council prior to this if the need arises.

The outcomes of these reviews will be published in the OHSC newsletter and/or the School newsletter if relevant to a wider audience.
Effective Communication with OHSC carers

The OHSC co-ordinator will ensure that all OHSC staff are familiar with the OHSC policies, policy updates and emergency procedures.

All new OHSC carers will be provided with copies of the policies and emergency procedures as part of their induction.

The OHSC co-ordinator will organise regular staff meetings with OHSC carers to discuss issues, concerns and ideas, and as a means to communicate updates to policies and procedures.

The OHSC co-ordinator will arrange one-on-one meetings with each carer periodically to review performance and provide feedback. Positive feedback is as important as guidance.
Evaluation:

· This policy will be reviewed as part of the school’s three year review cycle.


To be presented to School Council for comment
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Rationale:


In order for the out of School hours program to run efficiently and to reflect the needs of the families that attend Birralee, an effective two-way communications policy needs to be in place. This should be a means for the OHSC co-ordinator to provide useful information to the families, and also a means for families to provide details about their own requirements for OHSC and general feedback about the program.








Aims:


To ensure that all families using OHSC have up to date information about the program, including rules and costs for using the program.


To ensure families have an opportunity to provide feedback and suggestions for running the OHSC program.


To ensure the OHSC co-ordinator has relevant information on the specific needs of the children and is able to provide appropriate levels of staffing at all times.


To allow the OHSC co-ordinator to perform surveys using questionnaires, or to announce special items of interest.


To provide effective communication between the OHSC Co-ordinator and the OHSC carers so that they can provide appropriate and consistant care to all children, and exhibit appropriate behaviours.





Implementation:





Family Pack


At the beginning of each year, all families applying for or rejoining the OHSC program will be given a Family pack. New families joining during the year will also be given a pack. The Family pack should include:


The Application form


A description of the OHSC services that Birralee offers to students, ie After School Care, Before School Care , Curriculum day care and affiliated Holiday care (with TRY Activity).


A schedule of the hours that OHSC operates for BSC, ASC and Curriculum days.


A brief description of the types of activities and care that is offered. This will include staffing ratios, supervision, food provided and first aid (attach a summary of the relevant policies)


Fees charged (including penalties for late pickups)


Information on claiming childcare rebates including the program’s provider number 


Contact details – phone or email during school hours, Mobile number during program hours.


When to contact OHSC – ie when running late, child will be absent, request for emergency or unplanned care, or if someone else is to collect the child.


Procedures for booking children in or out at short notice  - (eg school needs to be contacted by 10am by phone or email) so that staffing levels can be adjusted if necessary and parents looking for a last minute vacancy can be notified.


A copy of the latest newsletter.
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This policy was last ratified by School Council in....			
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