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1 Birralee OSHC Introduction
1.1 Rationale:

The purpose of this policy is to provide the goals and objectives of the Birralee OSHC program and to provide the operational details of the OSHC program. 
The guidelines in this document are in line with the National Standards for child care services which ensure that the provision of child care is a safe, nurturing and developmental experience and that the policy addresses the requirements for facilities, health and safety, programming, administration and staffing.

The Birralee OSHC program aims to conform to the quality areas and principals for out of hours school care as defined in the OSCHQA Quality practises guide. Compliance to these quality areas is required for NCAC (National Childcare Accreditation Council) accreditation. 
In addition to providing a day to day guide for running Birralee OSHC, this policy document is also part of the self-study and improvement process that each child care centre goes through to obtain NCAC accreditation. It will also be used as a means to assess whether Birralee is meeting the standards required for accreditation.
Copies of the latest editions of the OSCHQA Quality practises guide and the Child Care Service Handbook will be stored with the Birralee OSHC policies as reference documents.
This policy is to be used in conjunction with the OSHC parent and staff handbooks.

Individual areas of OSHC policy covered by this document include:

· Operational Guidelines

· Safety

· Nutrition

· Communication

· Programming

· Staffing

1.2 Glossary of terms:

Throughout this document the following terms are used:

OSHC -  Out of School Hours Care

ASC   -   After School Care

BSC    -  Before School care

Parent -   this term includes all primary carers

Principal – this term also includes the assistant-principal, who may represent the principal in certain matters
1.3 Aims:

The Birralee OSHC policy aims to meet the following requirements:
1. Outline the program’s goals and objectives

2. Provide  guidelines for operating the program 

3. Provide guidelines for fee setting and collection of fees

4. Provide guidelines for providing a safe, secure and educational program that meets the needs of the children attending 

5. Provide a baseline for self study and improvement for accreditation

1.4 Philosophy and Goals 
The primary philosophy of the Birralee OSHC program is to:
Provide affordable, quality out of school hours child care and recreational experiences to primary school age children, in a safe, relaxed, caring and well supervised environment. 
The major goals of the program are to:

1. Provide places for families requiring Out of School Hours care. (see Operational Guidelines for Priority of Access) :
2. offer a wide variety of stimulating and interesting indoor/outdoor activities to cater for the various interests and needs of all the children.

3. promote warm and friendly relationships with staff, parents and children while ensuring that the following principles are adhered to for each child:

· The right to feel safe, secure and included at all times.

· The right to be treated with respect and courtesy by staff and the other children.

· The right to play without interference or prejudice.

4. provide an atmosphere where staff, families and children can work together in the planning and development of the program.

5. operate the program in such a way that it complements and enhances the school’s activities and is consistent with the school’s philosophy.

6. abide by the principles of Birralee Primary School’s Student Welfare policy (refer to section 8.1).
7. run according to the Operational Guidelines as stated below.

2 Operational guidelines 

2.1 Availability of the program

The program operates:

· on a regular basis between 3.30pm and 6.00pm on Birralee Primary School days.

· on a regular basis between 7.00am and 8.45 am on Birralee Primary School days.

· on an informal basis between 7:00am and 6.00pm on Birralee Primary ‘pupil-free’ days. The program’s availability for Pupil-free days will be communicated through the Birralee newsletter  ‘The Hub’.

· The daily attendance at the program is currently limited to a maximum of 45 After School Care places and 15 Before School Care places

· The program’s venue is the multi-purpose room and the designated outdoor play area located within the grounds of Birralee Primary School.

· The venue includes the following facilities:

· safe indoor and outdoor play areas

· a rest and quiet area

· kitchen area for the preparation of food

· secure storage

· telephone access (for both incoming and outgoing calls)

· toilet and washing facilities

· access to a fire-extinguisher

· access to first-aid 

2.2 Priority of Access
The Australian Govt has provided guidelines for priority of access for allocating places in OSHC. The three major categories are:
Priority 1: A child at risk of serious abuse or neglect

Priority 2: A child of parent or parents who are both working, studying or training (sect 14 of the Family Assistant Act)

Priority 3: any other child

Priority 1 children will ALWAYS get top priority, with the remaining places filled by priority 2 children then priority 3.

If the OSHC program finds it has more children in any one category than there are places available, then a further level of prioritisation will be applied where priority is given to children who are in families that meet any of the following criteria:

· Aboriginal or Torres Straight Islander 

· Have a disabled person in the family

· On lower incomes

· Non-English speaking

· Socially isolated

· Single parent

Any remaining places are made available to priority 3 families that require OSHC child care for primary-aged children, with priority given to Birralee families.

If there are still places remaining, they will be made available to primary aged children from other schools, with the proviso that external and secure arrangements must be made for dropping these children at the program.

If a child with a higher priority requires OSHC  and there are no vacancies, then children at the lowest priority may need to leave the service in order to provide a place. The family of the child must be given adequate warning (at least 14 days notice).
2.3 Family obligations
2.3.1 Registering for OSHC

Parents wishing to enrol children should complete a registration form prior to joining the program, and at beginning of each subsequent school year that care is required.   Every child must be registered.  Parents are responsible for ensuring that contact numbers and details of those people nominated to collect children are current.
The Enrolment pack:

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

· The OSHC Application form

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

· A schedule of the hours that OSHC operates for BSC, ASC and Curriculum days and the relevant fees (and penalties for late pickups).
· 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)

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

· When to contact OSHC – 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.
· Useful links to Centrelink and Family Assistance for Child Care Benefit. Information including the program’s Customer Reference number 
· A copy of the latest OSHC newsletter.

· A copy of the OSHC policy 
2.3.2 Emergency Bookings and Cancellations 
Parents are reminded of their obligation to notify the school of cancellations to ensure that:

· cancelled places are made available for ad hoc or emergency bookings
· staff are aware that the child has not gone ‘missing’

No bookings are transferable.
The following is a list of communication methods acceptable for short notice communications between parents and the school.

· Parents are requested to either phone or email the school by 11am to cancel booked ASC care or request ad hoc care. To allow the place to be allocated to another family, users must cancel ASC by 11:00am that day or the full fee may be payable for that day. Even if they are charged they may still be entitled to Child Care benefit (see sect 2.3.3 allowable absences below). 
· Parents are requested to either phone or email the school by 2:00pm the previous day to cancel booked BSC care. 

· If emergency care is required, parents are requested to phone the school (email is not an option as this may not be read in time). Wherever possible (ie sufficient places are available) emergency requests for OSHC will be catered for.
· In the event that a parent finds themselves running late for pickup , they are also requested to either contact the school or the coordinator on the ASC mobile number as a courtesy. 
· In the event that the parent organises for another person to collect the child, they MUST contact the school first. It is a legal obligation of the school to not release the child to unauthorised parties.
2.3.3 Allowable Absences

Please refer to the Child Care Service Handbook for more details.

Every child registered with Child Care benefit is entitled to 30 allowable absence days per financial year (no reason for absence required) and unlimited approved absence days per year. An approved absence day is one where the child does not attend because of public holidays, shift work, local emergencies etc. Because Birralee’s OSHC policy allows care to be cancelled on the day, and does not charge for non-school days, this is not applicable to the Birralee service.
· An allowed absence day can be taken for any reason eg sickness, family matters

· If the family has not been charged for the session, then it will not count as an allowable absence day 

· Ian allowed absence day applies to a whole day, not just a session (ie if the child misses both ASC and BSC, this is still regarded as only one day)

· Child care benefit is still paid for the day as long as the service has charged the family..
· Days taken as allowable absences must be noted on the attendance record and a statement of days taken must be available to give the family.
2.3.4 Collecting and dropping off children to the program
· All children must be signed in to BSC and out of ASC by their carer each time they attend. There is an attendance book displayed for this purpose. 
· Children can only be collected or dropped off by the carers listed on the registration form OR by a nominated representative (This should be an adult for legal reasons). The school must be notified in advance of any such nominated representative
· The After School Hours Program will end promptly at 6.00 pm. (see Procedures for late pickups)

2.3.5 Procedures for late pickups
If the child is not collected by 6pm, a staff member will take the child down to the foyer to wait for a parent.
· If no-one has arrived by 6:10, staff will attempt to contact parents and other provided contact numbers

· If no contact has been made by 6:30, staff will contact police and the principal
Late collection of children is unfair to ASC staff and following actions may result:
· A penalty surcharge of $1 per minute per child will apply for the late collection of children.  The OHSC coordinator will retain the discretionary power to amend or waive the penalty in extraordinary circumstances.

· Constant late pick-ups will be referred by the OSHC coordinator to the After Hours Care committee for further action. In extreme circumstances the family may be suspended from the program.
2.4 Fee structure and Accounts for the OSHC program

From 2006 the fees will be as follows:

$11    per After School Care session

$7    per Before School Care session

$25  Pupil Free Days
· Accounts for Out of School Hours Care will be issued and sent out fortnightly.  Prompt payment is required – payment in full must be made prior to the end of the month.
· Should an account remain unpaid after the end of the month, a letter will be forwarded advising that arrangement for payment must be made within 7 days.  
· After the 7 days has passed, the school principal will call to discuss the matter with the family and to attempt to negotiate a payment arrangement.

· If no arrangements are made regarding payment the child/children will be excluded from out of school hours care.  
· Should the debt continue to be unaddressed it will be forwarded to a debt collection agency.

2.5 Contact Phone numbers for OSHC.

Telephone numbers for emergencies or cancellation:

Birralee Primary School

Before School Care
9848 4996
Co-ordinator



After School Care
0418 176 197
Email




birralee.ps@edumail.vic.gov.au
3 Protective Care and Safety
3.1 Rationale:

The OSHC program must always have the safety and well being of the children in its care as a top priority.

This policy is supplemented by the standard Birralee policies for First Aid, Occupational Health and Safety and Sunsmart Behaviours. Copies of these policies will be kept with this document.

3.2 Aims:

The following processes have been implemented to ensure that the children are safe at all times whilst in the care of the OSHC program. This responsibility extends from the time that parent drops the child off, to the time that the child is collected.
3.3 Protective Care:
The OSHC will ensure that the following operational processes are adhered to, to ensure children’s safety: 

· Children at risk are given higher priority for obtaining care – refer to section 2.2 Priority of Access.

· Carers must follow the signing in and out process so that the whereabouts of each child is known (as described in section 2.3 Family Obligations).

· Children are only permitted to go home with an authorised adult (refer to section 2.3.4 Collecting and dropping off children

· Registering families must provide details of access arrangements to ensure that child protection laws are followed. The families must provide this information at the beginning of each year, and if at any time the arrangements change. All OSHC staff must be aware of the current access arrangements. If there is an access arrangement in place, the child will only be handed over to the adults authorised by the access arrangement.

The ASC program will always have a nominated teacher available to chase up any unauthorised absentees. If an enrolled child fails to turn up to ASC or is not there for role call then the following steps will be taken:

· The OSHC staff will ask the teacher to check if the family has already contacted the office to explain the absence

· If there has been no contact, the teacher will contact the family and any other provided contact numbers

· If no-one can be contacted, the teacher will call the police and the principal.

3.4 General Safety:
In addition to the above:
· Coordinators must have current, approved first aid training. Before and After School Care coordinators will follow the Birralee Primary School First Aid policy

· The staff / child ratio is always maintained according to the National Standards for Outside School Hours Care which states minimum of 1 staff member for every 15 children. The BSC program has one staff member as it is approved to operate as a Single staff model service? (need to confirm). The ASC program will always have at least two staff members and will roster on a third staff member if there are more than 30 children.

· Children are not permitted in the kitchen / canteen areas unless supervised.
· All play areas will be supervised

· If there is a conflict between children the conflict resolution process will be used (see sect 6.5 below)

· Birralee is a Sun_Smart school so the OSHC program will follow sun smart guidelines.
4 Communication 
4.1 Rationale:

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

4.2 Aims:

This policy aims to meet the following requirements:

1. Provide information to families: To ensure that all families using OSHC have up to date information about the program, including rules and costs for using the program and to allow the OSHC coordinator to perform surveys using questionnaires, or to announce special items of interest.

2. Encourage feedback on the program: To ensure families have an opportunity to provide feedback and suggestions for running the OSHC program.

3. Gather information required for the program: To ensure the OSHC coordinator has relevant information on the specific needs of the children and is able to provide appropriate levels of staffing at all times.

4. Provide communication between staff and school council: To provide effective communication between the OSHC Coordinator and the OSHC carers so that they can provide appropriate and consistent care to all children, and to provide a means of communication with the school council.
4.3 Communication with families:

The OSHC program will pass information to families by a number of methods:

· On enrolment via the Enrolment Pack

· Weekly via the school newsletter

· OSHC Weekly Program bulletin

· Verbally via short conversations.

· Regular OSHC Newsletters

4.3.1 School Newsletter:

The school newsletter provides a variety of information of interest and importance to the general school community. Any information regarding OSHC that needs to reach the wider school community or has any urgency, will be published in the school newsletter. This would include information such as advertising OSHC care for curriculum days.

4.3.2 OSHC Newsletter:

The OSHC coordinator will provide an OSHC newsletter on a regular basis (at least once per term). The newsletter will provide:

· general items of interest eg curriculum day reminders, new purchases, general reminders 
· feedback eg  the newsletter may contain mini surveys, results of previous surveys, general feedback and notes on improvements to the program
· Input from the children - The children attending OSHC will be encouraged to submit articles for the  newsletter ie articles about activities, stories and drawings.
4.3.3 OSHC Program Bulletins:
The OSHC coordinator (both ASC and BSC) will provide a weekly program bulletin for display on the OSHC noticeboard:
The Bulletin will provide:

· Planned activities for the coming week

· Menus ie food provided for the ASC or BSC program

· General information such as contact numbers
4.3.4 Verbal Communication:

Parents are always welcome to stop and chat to the coordinator as long as the chats are brief and do not impact the running of the program. If a parent wishes to have a longer discussion about the program or their child, they will be advised to make an appointment, or contact the coordinator during normal school hours.

A Parent – Staff communication book is also kept next to the ledger to allow parents to write short notes to the coordinator.

4.3.5 Short notice communications:

The school recognises that parents are sometimes obliged to cancel OSHC at short notice or request emergency care. The processes for this are described in the operational guidelines section – Emergency Bookings and Cancellations.

Parents must provide a current contact number in the event that the OSHC coordinator needs to contact them urgently.
4.4 Feedback on the program

4.4.1 Feedback Box
A feedback box will be provided at OSHC to allow parents to lodge feedback, queries and return surveys. Feedback may be lodged anonymously. 
Once a year, the OSHC newsletter will include a brief survey to allow parents to provide more formal feedback on the program. All individual results of such surveys will be kept in confidence.

Feedback and surveys will be reviewed and actions agreed during monthly OSHC committee meetings and/or School Council meetings if the issue requires policy decisions. The OSHC coordinator will address any urgent queries or consult with the school council prior to this if the need arises. If a parent has highlighted a concern, the committee will discuss how to address the concern, and will inform the parent directly of the outcome. 

The overall results and progress on following up on parent recommendations or concerns will be published via the bulletin and/or the school newsletter if the matter is of interest to the wider school community (unless it was of a confidential nature).

4.4.2 Gathering information relevant to the program:

Individual children may have specific needs or likes and dislikes that should be taken into consideration by the OSHC when planning the program.
Such information will initially be gathered via the enrolment forms – particularly information about allergies or cultural requirements.

Further information can be given to the coordinator either via:

· A letter or email to the school

· the feedback box or Parent-staff communication book

· talking to the coordinator (although the coordinator should request that the parent follows this up with a written set of instructions to include with the child’s information.)

4.5 Communication between OSHC staff and with school council:

4.5.1 OSHC staff meetings:
The OSHC coordinator will meet with other OSHC staff on a weekly basis. This will generally be on an informal one-to-one basis as most of the OSHC helpers are casual. The purpose of these meetings will be to:
· Pass on relevant OSHC policy or program changes, and ensure carers are familiar with emergency procedures (All new OSHC carers will be provided with copies of the policies and emergency procedures as part of their induction)
· Gather feedback and ideas for the program or on specific concerns relating to the program or children attending the program

· Ensure that the staff member has an opportunity to discuss any other concerns eg Occupational Health and safety concerns, or staff conflicts

· Provide guidance and feedback to carers and emphasise required staff behaviours in line with the goals of the program. Ensure that each carer has a clear understanding of their roles and responsibilities.

The OSHC coordinator will arrange one-on-one meetings with each carer periodically to review performance and provide feedback. Positive feedback is as important as guidance
In addition, there is a staff communications book to note any particular concerns or comments by the staff (eg low on supplies, parent stated that child is not well, carer unavailable next week etc). It is the responsibility of the OSHC coordinator to check the book daily.
4.5.2 OSHC committee meetings:
The OSHC coordinator will meet with the school council OSHC committee monthly:
The purpose of these meetings is to:

· Set and review OSHC policies
· Discuss program planning and parent feedback 

· Identify needs for new equipment or supplies or OH&S issues

· Discuss any issues concerning the program (these may be then addressed at school council)

· Discuss staffing issues and plan OSHC professional development and training 
4.5.3 School Council meetings:

The OSHC committee chair person will present the outcomes of the OSHC committee meeting to the school council at the council meeting. A summary of the minutes is presented and any issues or feedback discussed and follow up actions identified.
School council takes on the responsibility of contacting families where there are sensitive issues eg inconsiderate behaviour by families (such as continually late in picking up children) or payment issues.
4.6 Communication Compliance checks

 The following documents are available to show compliance of this policy:

· School and OSHC newsletters

· Parent pack 

· OSHC Weekly Program bulletins
· OSHC committee minutes
· Attendance register and feedback box

· OSHC Parent – Staff Communication book

· OSHC Staffing Policy

· OSHC Noticeboard

· Annual Parent survey

· Staff observation book

· Staff – Office Communication book (includes intra-staff communications)
5 Nutrition

5.1 Rationale:

In order for the OSHC Program to provide a balanced and nutritional diet for all children in its care, an effective nutrition policy needs to be in place. The policy needs to take into account the differing needs of children at different times of the day, and the special dietary needs of some children due to allergies or cultural requirements. 
The policy also outlines the food handling processes necessary for safe food handling. Note: ‘Food’  in this  policy includes both food and drink
An effective nutrition policy not only looks after the immediate needs of the children, it also provides a model for the children to learn and develop healthy eating practices.

The nutrition guidelines provided here are in line with those set out in the ‘Eat Smart, Play Smart’ handbook.
5.2 Aims:

This policy aims to meet the following requirements:

1. Food Availability: Children attending OSHC have access to appropriate amounts and types of food both before and after school and that the general standard of food offered to children is both interesting and nutritional. The service uses the National Heart Foundation manual – Eat Smart, Play Smart as a basis for the diet provided.
2. Allergies: The food on offer is low risk to potential allergy sufferers

3. Other dietary considerations: Children with particular dietary requirements (both cultural and for health reasons) are well catered for and not discriminated against in the choice of food offered.

4. Food Handling: Staff follow appropriate food handling guidelines in an appropriate environment

5. Hygiene: Staff encourages and role model good hygiene practices for children to limit the spread of infections.

5.3 Food Availablity:

5.3.1 Breakfast meals

Breakfast will be offered to children attending Before School Care (BSC) prior to 8:30am.

· A variety of low sugar cereals and toast will be on offer.

· Drinks will include fruit juice, milk and soya milk.

· Gluten-free cereals will be made available for children with gluten intolerance.
5.3.2 After School

Prepared Snacks:

Children attending After School Care (ASC) will be offered a substantial snack directly after school. To ensure that ASC meals do not impact upon children’s dinners, these prepared snacks are only offered up to 4:30pm.
Prepared snacks may include:

· Hot foods such as toasted sandwiches, soups or noodles

· Fruit Smoothies, Milo
· As part of the OSHC program, there will be occasional treat days. On these days the prepared snacks may include bakery items , saveloys etc.

Finger foods

Finger foods will be also available up until 4:30pm. this will include such choices as:

· Corn chips and dips

· Rice crackers

· Fruit/vegetables

· Savoury biscuits

After 4:30pm children will only be offered finger foods.

Drinks

The following drinks will be offered (at any time):

· Milk 

· Soya Milk

· Water
5.4 Allergies and other dietary considerations

As part of the OSHC enrolment process, parents are asked to provide details of any known food allergies or cultural requirements.

In general, due care will be given to avoid providing foods known to cause problems eg

· Excessive food colourings and additives

· Nuts, peanut butter, sesame seeds (or products that are labelled to say that they main contain traces of nuts)

Alternatives will be available for children with lactose and gluten intolerances eg corn chips and rice crackers or with other particular dietary requirements. These will be incorporated into the general fare offered as much as possible, in order to not segregate these children.

Parents with children with dietary needs will be encouraged to provide ideas to help staff come up with interesting and varied alternatives.

5.5 Food Handling and Hygiene

The Birralee School is registered with the local council as a Food Premise. The OSHC Coordinator has the role of Food Safety Supervisor and will provide ‘on the job’ training to all staff that will be handling food.
· OSHC Staff involved in the preparation of food will have completed a mandatory food handling course. 

· Food will only be prepared in the school canteen kitchen. The preparation area will be cleaned both before and after food is prepared.

· Non perishable foodstuffs are stored in sealed containers to avoid the risk of contamination by pests. Perishable foodstuffs are stored in the refrigerator or freezer to avoid spoilage. 

· All staff and children must wash their hands before handling food. Apart from this being good practise, this is to lessen the chances of infection being spread by contaminated food.

· Food Handling notices are on display in the kitchen area.
Children will often help in the preparation of afternoon snacks as part of the program. (At all other times, children are not permitted in the kitchen). Children helping with food preparation or doing cooking activities will be supervised by staff to ensure that food is handled appropriately. 

Children are encouraged to sit down while eating snacks or drinking to lessen the risks of choking or of slipping on spilt food. 

5.6 Nutrition Compliance checks

The following processes are available to show compliance to this policy:
· The OSHC co-ordinator is required to complete a Food Handling course prior to commencing OSHC duties.

· Parents are asked to provide details of any dietary requirements on the OSHC enrolment form.

· Weekly menus are included on the Weekly OSHC Program bulletin.

· Hygiene signs are placed in the kitchen and in toilets.
6 Programming guidelines 

6.1 Rationale:

The purpose of the programming guidelines is to create an OSHC program that respects the needs of individual children and is innovative and interesting for the children. The programs developed should meet the stated goals and objectives of the Birralee OSHC service as outlined in section 1.3 Goals and Objectives.
6.2 Aims:

This policy aims to meet the following requirements:
· Provide a wide variety of opportunities for play and development

· Ensure children are treated with respect

· Process for conflict management for children

· Ongoing program development and evaluation
6.3 Play and Development

The Birralee OSHC program will aim to provide a wide variety of experiences. Staff is encouraged to discuss the program with the children to get feedback on offered experiences and ideas for new experiences. The coordinator will keep children notes for children that have special needs or interests (as highlighted by the parents or by staff observation), to ensure that the program can cater for these considerations.

6.3.1 Physical play

In line with Birralee’s policy to promote physical development for children, there will be at least one physical activity planned each session. If there is an assistant available, and the weather is not too hot or wet, an organised sport or activity may be held outside. All outdoor activities require supervision.

If an outdoor activity is not possible, an indoor activity will be offered, such as table tennis. 

6.3.2 Creative Play

The OSHC program will offer a creative experience during the session. Activities such as drawing are always available, but in addition a special activity may also be offered such as:

· cooking (supervised) eg pikelets, jellies, slices, honey joys etc.
· Crafts eg painting, paper mache, collage, origami, chalk boarding, card making etc 
Special activities are offered in order to keep the program interesting and varied.. Special activities will be advertised in the weekly OSHC program bulletin although the nature of the activity may vary dependant on the number of children and assistants present on the day. 

6.3.3 Self Directed Play

As well as participating in planned activities, children will be encouraged to organise their own play. This includes:

· Creative activities or hobbies

· Playing games with other children such as board games or sports

· Role-playing games such as  hospitals, dress-ups, shops or families

6.3.4 Quiet Play

The program recognises that most children will at times require some quiet time. This is offered to children via:

· Reading – the program can borrow books from the school library if requested

· Watching videos (G-rated)  – this is generally only offered towards the end of the session, when the children have already participated in other activities. Note: Parents must have signed a consent form for children to watch PG films.

· Quiet games such as board games

6.3.5 Life Skills 

The OSHC program will ensure that the children have the opportunity to practise and improve their life skills. This covers such areas as:

· Social skills – interacting with other children through playing games or participating in group activities

· Independence – being encouraged to make decisions for themselves within special activities, or when choosing activities to participate in.

· Accepting consequences for their decisions 

The OSHC staff must ensure that children are helped to develop their life skills by 

· Encouraging children to join in group activities

· mixing groups so that the children interact with others of different gender, age, ability and backgrounds

· encouraging children to make their own choices and understanding the consequences of those choices

· helping children to negotiate with others over use of equipment (and other areas of dispute)

6.4 Treating the children with respect

Staff must respect and accommodate the diversity of the children. Diversity includes:

· cultural or social background

· family situations

· abilities

· interests

Staff must at all times be sensitive to these diversities. The program or staff members must not in any way discriminate against individual children.

Where possible, the program will provide experiences that cater for children with individual needs, interests and abilities. These activities should be planned via consultation with the children and families involved.

Staff must ensure that all children are treated fairly and equitably. Each child, regardless of age, gender or background, must be treated with respect, understanding and without prejudice. Staff must ensure that the children also understand that they must treat each other and staff, with the same respect.

Activities that encourage any sort of discrimination must be avoided.

Staff must encourage children’s confidence and self esteem. They can do this by:

· Treating all children in a warm and friendly manner to ensure that they are comfortable with the program and the environment

· Taking an active interest in what a child is doing and only offering help when it is required

· Giving a child responsibility for small activities eg putting out or collecting equipment

· providing encouragement when the child participates in group activities or games.

· Respecting the child’s level of ability and confidence and not expecting too much of them.

6.5 Conflict management: (Positive Behaviour Guidance)

The general practise when children are in conflict is for staff to:

· Separate angry, upset or misbehaving children 
· Calmly ask each child involved in the conflict to explain what has happened 

· Encourage the children to come up with a mutually acceptable resolution or if this is not likely to occur, redirect the children to other activities.

· Warn misbehaving children that there will be appropriate consequences if they continue to misbehave (eg not allowed to use that equipment/game for the rest of the day)

If normal conflict resolution methods are not working or the incident is more serious, the staff member can refer the incident to the principal for further action (eg contacting the parent). 

For serious or repeat offences, a ‘Serious Incident Notification’ form will also be sent home to the parent.

Serious or repeat offences will result in a meeting with the parent, Coordinator and Principal to discuss strategies to use to manage the child’s behaviour.

If all else fails, the child may be suspended or withdrawn from the program. The period of suspension will be discussed and determined by the principal and the OSHC committee.

6.6 Programming and Evaluation

The OSHC coordinator is responsible for developing and implementing the program. In order to keep the program varied and relevant they must also seek input from:

· OSHC assistants 

· Children and families using OSHC

· OSHC committee (for approval when new equipment is required)

The coordinator will display a weekly program bulletin on the OSHC noticeboard, which outlines the program for the upcoming week.

Program Evaluation is covered in the OSHC Communications section. 

6.7 Compliance checks

The following documents are available to show compliance of this policy:

· School and OSHC newsletters

· OSHC Weekly Program bulletins
· OSHC committee minutes
· OSHC feedback box

· OSHC Parent – Staff Communication book

· OSHC Staff Observation book

· OSHC Noticeboard

· Annual Parent survey

· Student Notes (for special needs or interests)
7 Staffing Policy

7.1 Rationale:

The purpose of this policy is to set out guidelines for OSHC staff. The guidelines include the roles and responsibilities of staff, expected behaviours and the responsibilities of management towards OSHC staff.

The term ‘Staff’ encompasses both the OSHC coordinator and OSHC assistants.

7.2 Aims:

This policy aims to meet the following requirements:
1. Staff recruitment and training

2. Roles and responsibilities

3. Expected behaviours in line with the goals of the program

4. Feedback and performance 

5. Conflict management

7.3 Staff Recruitment:

The OSHC programs must have a coordinator as appointed by the school council. 

The Coordinator and school principal will jointly interview and hire additional OSHC assistants as required. OSHC Staff are selected based on their appropriate skills, attitudes and availability.

The Birralee OSHC policy is to keep a list of at least three available assistants to allow for maximum flexibility in the event of additional children requiring ASC places (ie more than 30 up to a max. of 40) or the rostered assistant being unavailable.

Orientation for new staff members will include:

· Showing where the children’s enrolment forms are kept – at this point the staff member should be made aware of specific allergies, special needs or access arrangements that any of the children may have.

· Showing where all the facilities are

· Explaining the roles and responsibilities of the job

· Explaining the goals of the program and expected behaviours of an OSHC staff member 

· Reading all OSHC policies to ensure understanding and compliance to the policies.

· Being introduced to the children at OSHC

7.4  Staff Training and Development:

A new OSHC coordinator must have or be prepared to undertake, the following training before commencing in the role:

· Food Handling

· Current First Aid

· Police Check

Experience with children is preferable but not mandatory.

7.4.1 Ongoing training:

Coordinators must keep their First Aid certificates current.

Coordinators will also be encouraged to attend any relevant OSHC professional development seminars offered throughout the year. These opportunities are presented by school council, and discussed with the coordinator at the OSHC committee meetings. The coordinator will discuss any professional development opportunities that arise, with other OSHC staff to allow them the opportunity to also attend.
If an OSHC staff member would like to attend any training that they feel is appropriate to the role, they must discuss this with the coordinator, who will in turn discuss this with the OSHC committee to obtain approval.

7.4.2 Roles and Responsibilities:

The roles and responsibilities for the OSHC coordinator and assistants are described in the OSHC staff handbook.
7.5 Expected behaviours for OSHC staff:

The expected behaviours of OSHC staff are outlined in the Programming section of this document.
7.6 Communication, Feedback and Performance:

The coordinator will keep a staff communication diary handy at both ASC and BSC for staff to record general comments or reminders.

7.6.1 Coordinator performance and feedback:

The coordinator meets with the OSHC committee monthly. General feedback for the program is discussed during these meetings.

The coordinator and the OSHC committee will use the feedback from the annual OSHC parent surveys to assist in evaluating the program (and implicitly OSHC staff performance).

OSHC coordinators will also undergo annual formal performance reviews with the principal (or his/her nominee). The review should be performed after the results of the annual survey are in, as this provides additional input.

7.6.2 Assistant performance and feedback:


The coordinator will meet monthly (or more frequently if needed) with each assistant to:

· Provide feedback, encouragement and advice on the assistant’s performance

· Discuss any issues or concerns that the assistant may have, either with the team or with the program

· Reinforce the behaviours that are expected as a member of OSHC staff, especially when discussing how to address issues or concerns.
· Pass on any information from the OHSC committee meetings, including Professional development opportunities.
· Allow staff to raise issues, comments, ideas and concerns about anything relating to the service.
7.7 Compliance checks

· The Staff communication diary – used for daily communication between OSHC staff members and the school office (staff administration)

· OSHC job descriptions – defines the roles and responsibilities for OSHC staff

· Performance Reviews 

· OSHC Programming Policy – provides guidelines for staff in running activities that take into consideration the children’s general wellbeing.

8 Complaints and Grievance Procedures

8.1 Rationale:

The purpose of this policy is to set out guidelines for OSHC staff and families using OSHC who may have complaints or grievances. 

8.2 Aims:

The following section deals with the process for anyone who has contact with OSHC who has a grievance or complaint with any of the following:

· Occupational health and safety

· Any aspects of the program

· Behaviour of staff

· Behaviour of the children

· Conditions of employment (for OSHC staff)
8.3 Complaints or grievances

Families (both parents and children) are encouraged to approach the coordinator or any OSHC staff member with any grievances in the first instance.

OSHC staff members should approach the coordinator with any grievances in the first instance.
If the coordinator has grievances, they must approach the principal or the OSHC committee for resolution.
If a staff member has been approached, they should either contact the coordinator or if not available and the issue is urgent, inform the principal .

The OSHC coordinator will attempt to resolve the conflict immediately, or if this is not possible (ie cannot be resolved within 24 hours), will bring it to the attention of the OSHC committee for resolution.

If it is an urgent matter, the OSHC coordinator can escalate the issue immediately to the principal for resolution.

If the assistant or the parent is not comfortable in bringing the issue to the coordinator or feels that the issue is not being addressed, they must be able to escalate the matter to the principal for resolution.

Any issues escalated to the OSHC committee or the principal will be dealt with using the current school protocol and practises for conflict management. All parties involved in resolving the issue must act with discretion, fairness and impartiality.
All issues are kept confidential and if the complaint/grievance can not be resolved an independent mediator will be called in.

9 References and additional information:
9.1 Useful Contacts

Community Child Care: 
For any queries regarding the contents of this policy contact Dept Family and Community Services on 1800-050-009 or go to thir website: www.facs.gov.au

The Child Care Service Handbook has a Quick Contacts section on the front page for useful numbers for both childcare services and families.

9.2 Related Policy Documents
Copies of the following Birralee Policy documents will be stored along side of this document for additional reference:

· Student Welfare 
· First Aid

· Occupational Health and Safety

· Sunsmart

Version Control

The following table provides a summary of changes made to this document and should be updated each time the policy requires revision. Each time this document is updated and presebted for review by the OSHC committee, it should be allocated an incremental version number (eg 1.1, 1.2)

Each time the changed policy is ratified by school council, the version number is updated to the next whole number (eg 2.0)
	Version number
	Date of Change
	Description

	0.1
	12/12/2005
	All OSHC policies combined into this document plus feedback from Community Child Care representative

	0.2
	05/02/2006
	Revisions from OSHC committee review 

	1.0
	25/02/2006
	Version ratified by school council for presentation for accreditation


Policy Version: in Review      
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