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Policy Development & Review Statement 

The review and development of policies and procedures will be done by the Outside School Hours 

Care Management Sub-Committee of the School Council, in collaboration with the Outside School 

Hours Care Service Coordinator and assisting Educators. Drafts are circulated to seek input from staff 

and feedback from families, before final approval from the School Council.. 

In accordance with r. 168 of the Education and Care Services National Regulations (2011), Croydon 

Hills Primary School Council will ensure that Croydon Hills Primary School Outside School Hours Care 

Service has in place policies and procedures in relation to the matters set out in sub-regulation (2) of 

this regulation, including policies and procedures prepared in accordance with any laws applicable to 

Victorian Education and Care Services for Children. 

In accordance with r. 172 of the Education and Care Services National Regulations (2011) Croydon 

Hills Primary School Outside School Hours Care Service will ensure that families of children enrolled 

at Croydon Hills Primary School Outside School Hours Care Service are notified at least 14 days 

before making any change to a policy or procedure that may have significant impact on Croydon Hills 

Primary School Outside School Hours Care Service’s provision of education and care to any child 

enrolled at the service; or The Family’s ability to utilise the service; Affect the fees charged or the 

way in which fees are collected.  

To ensure that that Croydon Hills Primary School Outside School Hours Care Service is compliant, 

and maintain collaborative approaches with the community, Croydon Hills Primary School Outside 

School Hours Care Service will notify all families of children enrolled at least 14 days before making 

ANY policy change, unless this time period would pose risk to the safety, health or wellbeing of any 

child enrolled in the service, in which case Croydon Hills Primary School Outside School Hours Care 

Service will act to adjust any policies and/or procedures to ensure the safety, health and wellbeing of 

all children at the service, and will notify families as soon as practicable after making the necessary 

change(s).  

The School Council authorise this policy document and welcome the opportunity to discuss any 

aspect with stakeholders. We appreciate your support while we strive to provide a quality education 

and care service for children and families in our community.  

 

Date approved:     

Signed:        (on behalf of School Council) 
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Governance & Management of Croydon Hills 

Primary School Outside School Hours Care 

Service General Service Information 2013 

Education & Care Services National Regulations (2011) – Regulations 168 (2)(l) 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Element 7.1.1 

A New Tax System (Family Assistance) (Administration) Act 1999 – Section 195 

 

Introduction 

Welcome to Croydon Hills Primary School Outside School Hours Care (OSHC) Service - a community 

managed OSHC service, established in 1989 to provide an education and care service for the children 

of local families outside of school hours. We are located at: 

Croydon Hills Primary School, Campaspe Drive, Croydon Hills VIC 3136.   

We acknowledge the Wurundjeri people of the Kulin Nation as the traditional owners of the land on 

which Croydon Hills Primary School is located, and in the spirit of reconciliation recognise the 

distinctive rights that Indigenous Australian’s hold as the original custodians of this land. 

Croydon Hills primary School OSHC Service is Australian Government Approved to offer funded 

places for children to provide education and care during the hours before and after school, 

curriculum days and school holidays. We allocate funded places in accordance with the 

Australian Governments Priority of Access Guidelines, giving first priority to children at risk of 

serious abuse or neglect, second priority to children of single parents who are working, training 

or studying, with the remaining places filled with any other children from the school and wider 

community.  

 Before School Care (BSC) operates from 6:45am to 8:45am Monday to Friday with 65 

children 

 After School Care (ASC) operates from 6:30pm to 6:30pm Monday to Friday with 65 

children 

 Vacation Care operates from 7:30am to 6pm each day of the School Holidays with 65 

Children 

 Curriculum Days operate from 7:30am to 6pm on the day with 65 Children 

 OSHC Service is CLOSED on all gazetted Victorian Public Holidays, and over the Christmas 

Period. 

(For more information refer to our policies on enrolment orientation, payment of fees and bookings)  
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Service History 

The Croydon Hills Primary School Outside School Hours Care service commenced in August 

1989 after a group of parents realised that there was a need for this service in the school 

community. The program commenced with the after school care component only, with 3 

children attending the first session. As the weeks passed, more and more children attended, 

until our numbers grew to 20 – 25 children per night. Before School Care was trialled, but very 

few children attended. It was decided to stop offering Before School Care as it was financially 

unviable. As the After School Care program grew, we continually applied to the Australian 

Government for more funded places. Each application was successful, and we in 2013 we are 

funded for 65 places in After School Care. 

Many parents were using the program and felt there was a need for a Vacation Care program. 

After several surveys, it was decided that Croydon Hills Primary school would trial a Vacation 

Care program. In 1996 we applied for funding and were granted approval for 30 funded places. 

By the end of the first year it was evident that 30 places were insufficient as we had waiting lists 

on every day. We again applied for an increase in funded places and were granted an extra 15, 

taking our places to 45. In 2013 we are funded for 65 places in Vacation Care. 

With After School Care and Vacation Care successfully operating, Before School Care was again 

trialled. We applied for funding and were granted 30 places. Within the first year we were running to 

full capacity so we applied for more places. We were granted an extra 5, giving us a total of 35 

Before School Care places. In 2013 we are funded for 65 places in Before School Care. 

In July 2003 we registered to participate in the Child Care Quality Assurance system, administered by 

the National Childcare Accreditation Council. We went through two cycles of accreditation, and our 

quality program was validated and recognised as quality on a National Level in May 2007, and again 

in July 2009.  

In 2009 the Service became licensed under the Children’s Services Act & Regulations Vic (2009) 

which saw some changes to the way we operate, including accountability and compliance. This new 

system was a change for us, and significantly increased the relationships between the School and the 

OSHC service for positive outcomes. 

2012 saw another significant legislative change for us – The Australian Children’s Education & Care 

Quality Authority (ACECQA) authorised Croydon Hills Primary School Council as and approved 

provider of Outside School Hours Care under the Education & Care Services National Law Act Vic 

(2010), which introduced to us the National Quality Framework, once again changing some our 

operational means through a set of consistent regulations across the country, curriculum 

frameworks to guide our program planning, and a new five point rating and assessment system 

under which we have not yet been assessed. 

Over our service history we have maintained our approval under the family assistance 

legislation for the purposes of Children Care Benefit (CCB) to support our families to access 

quality education and care outside of school hours at a reduced fee with a tax rebate., 

administered through the Family Assistance Office under the auspices of The Australian 

Government Department of Education, Employment & Workplace Relations (DEEWR) 
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The Legal Framework 

The Service operates within a legal framework, and adheres to the following key 

accountability requirements: 

 Compliance with the Education and Care Services National Law; Croydon Hills Primary 

School Council holds a provider approval and a service approval for outside school hours care 

under Sections 15 and 48 (respectively) of the Education and Care Services National Law Act 

2010, for the purposes of regulating education and care services for children. Croydon Hill PS 

OSHC will work within the guidelines of the National Law and where it is unable to meet them, 

procedures will be put in place to work towards compliance. To assist with compliance, the 

Education and Care Services National Law Act 2010 (National Law); and The Education and 

Care Services National Regulations 2011 (The Regulations) including the National Quality 

Standard (Schedule 1 of the Regulations) are available in the administration office and in 

the foyer at Croydon Hill PS OSHC Service for educators and families to view: 

 Compliance with Family Assistance Law; Croydon Hills Primary School Out of School Hours Care 

Service is an approved outside school hours care service under Section 195 of the A New Tax 

System (Family Assistance) (Administration) Act 1999, for the purposes of Child Care Benefit.TO 

assist with compliance, the Child Care Service Handbook 2011-2012 provided by DEEWR is 

available in the administration office and in the foyer at Croydon Hill PS OSHC Service for 

educators and families to view 

 Accounting for Australian Government Funds; Croydon Hills Primary School OSHC Service uses 

registered Child Care Management System (CCMS) software to record child, enrolment and 

attendance information. Croydon Hills Primary School OSHC Service reports this data to the 

Australian Government Department of Education, Employment & Workplace Relations (DEEWR) 

via the internet to allow calculation os payment of Child Care Benefit (CCB) fee reductions on 

behalf of children and families who utilise the OSHC Service. To assist with compliance, the Child 

Care Service Handbook 2011-2012 (as detailed above) is referred to for information about the 

policy framework and rules for Australian Government Child Care Support; and how to manage 

Child Care Benefit (CCB) and other child care payments. 

 Ensuring the Service remains financially viable; Croydon Primary School OSHC Service has a 

general duty of reasonable care to ensure operating within budget constraints and the 

monitoring of finances to prevent the risk of trading insolvent. 

 Employing Staff in line with industrial obligations; Croydon Hills Primary School OSHC Service 

abide by all industrial awards, agreements and conditions of employment, including clear and 

appropriate position descriptions, appropriate pay and conditions, a safe and healthy work 

environment, equal opportunity, staff professional development and training, and a clear and 

fair process for staff appraisal. 

 Adherence to any other laws applicable in a workplace: Croydon Hills Primary School OSHC 

Service is subject to other legislative instruments including the Victorian Occupational Health & 

Safety Act (2004), the Victorian Equal Opportunity Act (2010), Victorian Charter of Rights and 

Responsibilities Act (2006), Victorian Working with Children Act (2005), Victorian the 

Commonwealth Fair Work Act (2009),  Victorian Fundraising Act 1998, Victorian Information 

Privacy Act 2000, Victorian Health Records Act 2001, Commonwealth Privacy Act 1998. 
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Accountability & Management of the OSHC Service 

The National Quality Framework for Early Childhood Education and Care & School-Age Care (NQF) 

encourages continuous improvement in the quality of programs provided at the Service; ensuring 

children in care have positive experiences that foster all aspects of their development.  This 

influences all level of management and accountability at Croydon Hills PS OSHC including, the 

Community, Governing Bodies, School Council, the OSHC Management Sub-Committee and 

employees of the OSHC Service. 

To support understanding and compliance of the NQF, the National Quality Framework Resource Kit 

(ACECQA), The Framework for School Age Care (DEEWR), and The Victorian Early Years Learning and 

Development Framework (DEECD) are available at Croydon Hill PS OSHC Service in the 

administration office. 

The following diagram illustrates the way in which we think about accountability within our 

management structure: 

 

The Community, 

including the Children 

& Families from the 

OSHC Service, the 

School, and wider 

community. 

 

Victorian Government 

Department of 

Education & Early 

Childhood 

Development 

(DEECD) 

 

Australian 

Government 

Department of 

Education, 

Employment 

Workplace Relations 

(DEEWR) 

 

Australian Children’s 

Education & Care 

Quality Authority 

(ACECQA) 

 

 

 

Croydon Hills Primary School Council, including the School Principal 

 

Croydon Hills Primary School Outside School Hours Care (OSHC) Management Sub-Committee 

 

Croydon Primary School OSHC Coordinator 

 

Croydon Primary School OSHC Educators, including Students & Volunteers 
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The Community 

The Community, including Children and Families from the OSHC service, School Community and 

wider community, expect Croydon Hills Primary School OSHC Service to operate an educational 

program outside of school hours that provides a rich and diverse range of experiences that promote 

children’s learning and development in a safe and predictable environment. The Community expects 

the School Council to: 

 Provide effective leadership and management that contributes to a quality environment for 

children’s learning and development outside of school hours 

 Provide qualified and effective educators that create respectful relationships with children 

and families, 

 Provide affordable, quality education and care outside school hours, reflecting the needs 

and capacity of the community, ensuring that fees paid contribute directly to the education 

and care of children outside school hours. 

 

The Australian Children’s Education & Care Quality Authority (ACECQA) 

The Australian Children’s Education & Care Quality Authority (ACECQA) is an independent statutory 

body responsible for guiding the implementation of the National Quality Framework nationally. 

ACECQA expect the School Council to: 

 Provide effective leadership and management that contributes to a quality environment for 

children’s learning and development outside of school hours 

 Maintain a relationship with the State Regulatory Authority (DEECD) with whom ACECQA 

guide and support in the administration of the education and care service national law, 

including the National Quality Framework 
 

The Australian Children's Education and Care Quality Authority (ACECQA) can be contacted at: 

Site Address:  Level 15, 255 Elizabeth Street, Sydney, NSW, 2000 

Postal Address:  PO Box A292, Sydney, NSW 1235 

Email:   enquiries@acecqa.gov.au 

Phone:   1800 181 088 

Website:   www.acecqa.gov.au  

 

Victorian Government Department of Education and Early Childhood Development (DEECD)  

DEECD as the Victorian Regulatory Authority provide Croydon Hill PS OSHC with service approval to 

provide an education and care service for school-age children in connection with the compliance of a 

service under the National Law and the Regulations. Under this approval, Croydon Hill PS OSHC 

agrees to:  

 Accept the responsibilities and understands obligations associated with operating the 

Service, 

mailto:enquiries@acecqa.gov.au
http://www.acecqa.gov.au/
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 Be satisfied at any time that Croydon Hill PS OSHC is in compliance with the National Law, 

 Accept responsibility to promptly remedy or repair any identified risky or non-compliant 

areas/activities 

 

The DEECD Eastern Regional Office can be contacted at: 

Site Address:  295 Springvale Road, Glen Waverly, VIC 3150 (Children’s 

Services) 

Regulations enquiry email:licensed.childrens.services@edumail.vic.gov.au  

Regulations enquiry line: 1300 307 415 

Regional Office Phone: (03) 9265 2400  

Website:   www.education.vic.gov.au   

 

Australian Government Department of Education, Employment & Workplace Relations (DEEWR)  

The Australian Government Department of Education, Employment and Workplace Relations 

(DEEWR) funds Croydon Hill PS OSHC to operate an education and care service for school-age 

children under school age in connection with the compliance of a service under the Family 

Assistance Legislation, for the purposes of Child Care Benefit. Under this approval, Croydon Hill 

Primary School Council agrees to: 

 Be the legal sponsor,  

 Accept the responsibilities to meet conditions of funding,  

 Liaise with and be represented on management committees,  

 Ensure that the needs of the Service in terms of staff, venue, facilities, privacy, safety and 

hygiene are met in accordance with the funding guidelines and The National Law,  

 Work in the best interests of the children and families using the Service, and the local 

community. 

 Be accountable for the use of funds received from the Australian Government and how these 

funds will be spent 

The DEEWR Child Care Approvals Team & CCMS Helpdesk can be contacted at: 

DEEWR General Enquiries Line: 13 36 84 (8am to 6pm) 

Child Care Management System Helpdesk line: 1300 667 276 

Child Care Management System Helpdesk email: ccmshelpdesk@deewr.gov.au  

Information on arrangements regarding the Community Support Program for 2012-2013, 

including payment rates and funding agreements, is available online at 

http://deewr.gov.au/community-support-program-2012-13  

For changes to the Service, including updating operational or organizational details, notifications 

of sale, closure, or transfer or sponsorship, adding or subtracting an OSHC component or 

updating CCMS contact or financial details, phone DEEWR Approvals Team on: 1300 363  079 

 

mailto:licensed.childrens.services@edumail.vic.gov.au
http://www.education.vic.gov.au/
mailto:ccmshelpdesk@deewr.gov.au
http://deewr.gov.au/community-support-program-2012-13
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The Croydon Hills Primary School Council 

 As a legally incorporated body constituted under Part 2.3 of the Education and Training Reform Act 

(2006), the School Council are responsible for the overall management of the OSHC Service.  

Key responsibilities of School Council include: 

 Ongoing planning and evaluation that reflects the needs and views of the community. 

 Develop and implement OSHC specific policies and procedures through consultation with relevant 

stakeholder and recognized authorities 

 Ensure all records, including financial records are kept up to date and maintained in compliance with 

legislative record keeping requirements 

 Employ educators in compliance with industrial obligations,  

 Plan and Monitor Finances in a proper and accountable way 

 Encourage involvement of families not on the OSHC Management Sub-Committee 

 Negotiate with outside bodies regarding funding, grants etc. 

 Ensure that the OSHC Service and the OSHC Management Sub-Committee operate effectively with 

regular documented communication. 

To assist School Council with the OSHC service management responsibilities, the School Council have 

formed an OSHC Management Sub-Committee under Section 2.3.14 of the Education and Training 

Reform Act (2006). Most of these management responsibilities for the OSHC service have been 

delegated to the OSHC Management Sub-Committee by the School Council, however the OSHC 

Management Sub-Committee is not a legal entity in its own right, therefore the School Council is 

ultimately legally responsible for the OSHC Service.  

It is the role of School Council to work together with the OSHC Management Sub-Committee to 

establish effective and ethical management policies, procedures and practices that work to achieve 

the community’s vision for the Croydon Hills Primary School OSHC Service. 

 

The School Council can be contacted in writing at: 

Croydon Hills Primary School Council 

C/o Croydon Hills Primary School, Campaspe Drive, Croydon Hills VIC 3136 

*Please refer to Croydon Hills Primary School OSHC Service Complaints Policy to ensure that 

correct procedure is followed regarding when and why school council may be contacted in 

writing. 
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The OSHC Management Sub-Committee 

The Croydon Hills Primary School OSHC Management Sub-Committee provides the community with 

ownership of the Croydon Hills PS OSHC service, and a voice to influence the OSHC Service on behalf 

of the children and families that utilise the Croydon Hills PS OSHC Service. The OSHC Sub-Committee 

encourages families to have input into policies and decisions that affect the care of their children, 

and to influence financial management decisions to ensure that all resources are used to maintain 

quality education and care.  

The Croydon Hills Primary School OSHC Management Sub-Committee is responsible for making 

financial and policy decisions for the users of the OSHC Service.  The OSHC Management Sub-

Committee meets every term, and these meetings are open to educators and families.  If issues on 

the agenda are confidential, educators and non-School Council/Sub-Committee members may be 

asked to leave during the discussion. 

The Croydon Hills Primary School OSHC Management Sub-Committee acts to 

 Ensure the tasks of the OSHC Management Sub-Committee are carried out in an effective 

way and in a manner that encourages input and involvement from both users and 

educators 

 Ensure meetings are planned appropriately, and that record keeping systems are in 

place, working closely with the School Council and the Outside School Hours Care 

Service Coordinator 

 Monitor the finances of the Service and to ensure members of the School Council are 

informed of the financial status of the OSHC Service.   

 Keep updated with current GST & Tax rulings as well as Accounting Software to ensure 

that all records are maintained in compliance with Australian Tax Office requirements, 

and reports and statement are prepared for the annual audit with the accountant. 

The OSHC Management Sub-Committee, through the auspices of the School Council, employs staff 

for the day to day operation of the OSHC Service. Employees are not members of the School Council, 

or the OSHC Management Subcommittee, however each party has a relationships with each other, 

and reporting requirements apply. 

 

The OSHC Management Sub-Committee can be contacted in writing at: 

Croydon Hills Primary School Council 

C/o Croydon Hills Primary School, Campaspe Drive, Croydon Hills VIC 3136 

*Please refer to Croydon Hills Primary School OSHC Service Complaints Policy to ensure that 

correct procedure is followed regarding when and why the OSHC Management Sub-Committee 

may be contacted in writing. 

 

 

 



Croydon Hills Primary School Outside School Hours Care Service: 
Policy: Illness & Infections Diseases 

10 

 

Reviewed March 2017  
 

The OSHC Coordinator  

The OSHC Coordinator acts to manage the day to day operations of the Service delivery, and 

facilitates a relationship between the OSHC Management Sub-Committee of School Council, and the 

OSHC Educators.  

The Coordinator is directly responsible to the School Council, through the OSHC Management Sub-

Committee for the provision of quality education and care in accordance with the philosophy, 

objectives and policies of the Service. The Coordinator has a pivotal role in working with the OSHC 

Management Sub Committee as the Coordinator’s knowledge and understanding of issues is 

essential to assist the School Council to make informed decisions.  

 

The Coordinator is required to manage the Service in a manner consistent with the philosophy of the 

OSHC Service and ethos of the School that is responsive to the children's needs, operating within 

budget constraints and maximising utilisation of places. 

Key responsibilities of the Coordinator include: 

 Reporting to the OSHC Management Sub-Committee on what is happening in the Service, 

outside the Service, and on how events may impact on the Service; 

 Implementing and ensuring educators are informed of decisions made by the School Council/ 

OSHC Management Sub-Committee;  

 Ensuring new families understand they have chosen a community owned service and what this 

means; 

 Ensuring policy and procedures are followed and the Service operates in line with the decisions 

set by the School Council/OSHC Management Sub-Committee; 

 Monitoring the implementation of policies and procedures and reporting back to the School 

Council/OSHC Management Sub-Committee on any issues that need addressing; 

 Providing supervision and support to educators; 

 Guiding the development and implementation of the programs; 

 Liaising with and supporting families; 

 Administration duties; 

 Managing the budget and contributing to the financial plan; 

 Developing policies and planning for quality improvements in conjunction with the School 

Council of Management; 
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The Outside School Hours Care Service Coordinator can be contacted at: 

Site Address: Croydon Hills Primary School, Campaspe Drive Croydon Hills VIC 3136   

Email:  asc.croydon.hills.ps@edumail.vic.gov.au  

Phone:  (03) 9724 4514 

Fax:  (03) 9723 4310 

Website:  www.croydonhps.vic.edu.au  

 

The Educators  

Croydon Hill PS OSHC educators will work together to provide quality education and care for all 

children attending the Service. Educators will participate in the National Quality Framework process 

by engaging in critical reflection and contributing to the development, implementation and continual 

reflection and development of Croydon Hill PS OSHC’s Quality Improvement Plan. 

Educators are employed to work directly with the children at the Service. Educators are directly 

responsible to the Coordinator under the auspices of The School Council for the provision of quality 

education and care in accordance with the philosophy, objectives and policies of the Service. 

All educators, including the Coordinator, are accountable to the School Council as their employer. On 

a day-to-day basis the educators are accountable to the Coordinator. 

Key responsibilities of Educators include: 

 Developing and maintaining respectful, reciprocal relationships with children and families  

 Implement procedures that ensure the health and safety of those working in the Service 

 Assist with the implementation and evaluation of service policies and procedures 

 Assist with supervising students and volunteers 

 Complete accident/incident, medical and medication administration records 

 Be familiar with the Service’s emergency procedures as stated in the Service policy 

document 

 Prepare documentation required in compliance with the National Law 

 

Educators are available for conversations with families during arrival and departure times; however 

supervision requirements do not allow private conversations to always occur ad hoc. For 

conversations of a sensitive nature, it is recommended that a mutually convenient time is made, 

away from program operation times where educators are responsible for the care and education 

(supervision) of a group of children, and supported by the OSHC Coordinator. 

*Please refer to Croydon Hills Primary School OSHC Service Communication with Families Policy to 

ensure that correct procedure is followed regarding how and when families and educators 

communicate with each other, and why. 

 

mailto:asc.croydon.hills.ps@edumail.vic.gov.au
http://www.croydonhps.vic.edu.au/
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The Relationships  

Croydon Hills Primary School Outside School Hours Care Service acknowledges the formal 

relationships that exist within the Service, and between other agencies and key stakeholders, 

increasing the opportunity to create a shared vision with the community in developing the Service 

into an education and care service that strives towards the high expectations of all stakeholders, 

promoting the community management of the OSHC Service. 

Internal relationships sought by the Service are between: 

 The School Council and the Outside School Hours Care Service Educators and ancillary staff 

 The Service and the Children and Families that use the Service, 

 The Service and the local community, including the Child and Families who utilise Croydon 

Hills Primary School 

 All associated with the Service, Croydon Hills Primary School, and the wider community. 

 

External relationships forged with the Service are between: 

 The Service  and the Australian Government Department of Education, Employment & 

Workplace Relations (DEEWR) 

 The Service and the Victorian Government Department of Education & Early Childhood 

Development (DEECD) 

 The Service and the Australian Children’s Education and Care Quality Authority (ACECQA)  

 

 

 

Related Croydon Hills PS OSHC Service Policies, Procedures and Guidelines  

Policies Dealing with Complaints;  Code of Professional Conduct; Communication with Families; 

Confidentiality and Management of Records 

Appendices Position descriptions;  
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Determining the Responsible Person Present 

(Person in Charge) 

 

Education and Care Services National Law Act (2010) – Sections 5, 44, 56, 161, 162 & 172 

Education & Care Services National Regulations (2011) – Regulations 35, 146, 168 & 173 

 

Policy Statement & Commitments 

 

It is a requirement of the Education and Care Services National Law that a responsible person is 

physically present at Croydon Hills Primary School Outside School Hours Care Service (the Service) at 

all times that the Service is in operation. 

The School Council as the Approved Provider, require the Coordinator to hold a Certified Supervisor 

Certificate, as authorised by the Australian Children’s Education and Care Quality Authority, and 

approved by the Victorian Government Department of Education and Early Childhood Development.   

The School Council nominate the Coordinator to be the ‘Nominated Supervisor’ for the Care Service, 

which is documented in the Service’s provider approval to operate an education and care service for 

children, signed by the School Council.   

The School Council ensure that the Coordinator assumes management control of the Service, 

however from time to time when the Coordinator is not available, procedures must be implemented  

to ensure that obligation under the national law is met at all times. All educators at the Service are 

encouraged to obtain a Certified Supervisors Certificate which allows them to be eligible to be 

Nominated Supervisor, or to be placed in day-to-day charge when the Coordinator is not physically 

present at the Service. The Service is committed to ensuring that a responsible person is physically 

present at the Service at all times that the Service operates. 

 

It is the responsibility of the School Council and the Coordinator to ensure that this policy is actively 

implemented. The 2IC and other educators may have additional responsibilities in the absence of the 

Coordinator in implementing this policy. Certified Supervisors who are placed in day-to-day charge 

of the Service are not the equivalent of a nominated supervisor and do not have the same 

responsibilities under the National Law as a Nominated Supervisor. 
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Procedures 

 A responsible person must be physically present and have signed their consent to being 

placed in charge at all times the Service is in operation. 

 The name and position of the responsible person in charge of the Service at any given 

time will be displayed so that it is easily visible to anyone from the main-entrance. 

 Given that the responsible person in charge may change throughout the day (e.g. 

changeover of shifts in Vacation Care or components of care) the requirement to display 

the name and position of the responsible person in charge will be met by providing this 

information and a photo of the responsible person at the time in the main entrance of 

the main entrance. 

 The responsible person in charge at  the Service is the Coordinator, when the 

Coordinator is physically present, if: 

o The School Council have appointed the Coordinator as the Nominated 

Supervisor at  the Service 

o The Coordinator has accepted this nomination in writing, which is kept in the 

educators record in the administration office and is available for inspection 

o The School Council will notify the Victorian Department of Education and Early 

Childhood Development if the Nominated Supervisor for the Service changes. 

 If the Coordinator is not physically present at  the Service for any period of time, the 2IC 

if nominated as the person in charge for that time is the 2IC is physically present, if: 

o The 2IC hold a supervisors certificate;  

o The Coordinator, as the Nominated Supervisor, has nominated the 2IC as the 

person in day-to-day charge and the 2IC has accepted this nomination in writing, 

with signed consent held in the educators record in the administration office and 

is available for inspection 

 If the Coordinator as the Nominated Supervisor and the 2IC as the nominated person in 

charge when the Coordinator is absent are both not physically present at the Service for 

any time, another responsible person must be appointed in charge of the Service for this 

period of time.  

 Educators at the Service who hold a Supervisor Certificate are eligible to be the 

responsible person in day to day charge in the absence of the Nominated Supervisor  

 Under the National Law there is no maximum amount of certified supervisors that can 

be employed at the Service at any one time, so all educators are encouraged to apply for 

a supervisor’s certificate.  

 

Educators at the Service who hold a supervisors certificate and wish to be considered to be 

placed in charge on an acting basis for the times where the Coordinator (being the Nominated 

Supervisor) is not in attendance at the Service, will be asked to discuss their practical 

knowledge of the day to day responsibilities of being an educator at the Service, including how 

you work through unexpected problems, along with demonstrating a knowledge of: 

 

 The Education and Care Services National Law Act 2010, and the Education and Care 

Service Services National Regulations 2011;  
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 Equal Opportunity Employment Conditions and the Professional Child Care Standards 

2012; 

 Health and Safety, including Child Protection responsibilities; 

 Privacy, Confidentiality and Equal Opportunity/Anti-Discrimination; and   

  The Service Community Early Childhood Co-Operative’s policies and procedures. 

As the person with responsibility for the day-to-day management of the Service, the Nominated 

Supervisor has a range of responsibilities including:  

Educational 

Programs 

Ensuring educational programs are based on and delivered in accordance 

with an approved learning framework, based on the developmental needs, 

interests and experiences of each child, and designed to take into account the 

individual differences of each child  

Supervision 

and Safety of 

Children 

Ensuring children are adequately supervised, are not subject to 

inappropriate discipline, and are protected from harms and hazards  

Entry to and 

Exit from the 

Premises 

Ensuring children do not leave the education and care service premises 

except in accordance with the National Regulations (for example, with a 

parent, on an authorised excursion, or for emergency medical treatment)  

Ensuring that a parent of a child being educated and cared for by the service 

may enter the service premises at any time when the child is being educated 

and cared for by the service—except when permitting entry would pose a 

risk to the safety of the children and educators or conflict with the duty of the 

supervisor under the National Law, or the supervisor is aware the parent is 

prohibited by a court order from having contact with the child  

Ensuring an unauthorised person (as defined in the National Law) is not at 

the service while children are present unless the person is under direct 

supervision  

Food and 

Beverages 

Ensuring adequate health and hygiene practices and safe practices for 

handling, preparing and storing food are implemented at the service to 

minimise risks to children  

Ensuring children being cared for by the service have access to safe drinking 

water at all times and are offered food and beverages on a regular basis 

throughout the day  

Ensuring that, where food and beverages are supplied by the service, they 

are nutritious and adequate in quantity, and chosen with regard to the 

dietary requirements of individual children  

Ensuring that, where food and beverages are provided by the service, a 

weekly menu that accurately describes the food and beverages to be 

provided is displayed at the premises in a location accessible to parents  

 

Administration 

of medication 

Ensuring that medication is not administered to a child being cared for by the 

service unless the administration is authorised (except in the case of 

anaphylaxis or asthma emergency) and is administered in accordance with 
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the National Regulations  

 

Where medication is administered to a child without authorisation in a case 

of an anaphylaxis or asthma emergency, ensuring that a parent of the child 

and emergency services are notified as soon as practicable  

 

Prescription 

and non-

prescription of 

drugs and 

alcohol 

That while educating and caring for children at the service, they must not 

consume alcohol or be affected by alcohol or drugs (including prescription 

medication) so as to impair their capacity to supervise or provide education 

and care to children  

 

Sleep and Rest Taking reasonable steps to ensure that the needs for sleep and rest of 

children are met, having regard to the ages, development stages and 

individual needs of children 

 

Excursions Ensuring that a risk assessment is conducted before an excursion in 

accordance with the National Regulations, and specifically that the risk 

assessment is conducted before authorisation is sought to take a child on the 

excursion 

 

Educators Ensuring the prescribed educator to child ratios are met and each educator at 

the service meets the qualification requirements relevant to the educator’s 

role. 

 

 

 

Sources 

Australian Children’s Education and Care Authority, Factsheet on Nominated Supervisors & Factsheet on 

Certified Supervisors, Accessed September 2012 from 

http://acecqa.gov.au/storage/ACECQA%20Information%20Sheet%20-%20Nominated%20Supervisors.pdf  

 

Related Croydon Hills PS OSHC Service Policies, Procedures and Guidelines  

Policies Code of Professional Conduct; Communication with Families 

Appendices Application process and interview question for educators considering to nominate as a 

responsible person; Educators consent form to be place in day to day charge at all times  the 

Service is in operation  

 

 

 

 

http://acecqa.gov.au/storage/ACECQA%20Information%20Sheet%20-%20Nominated%20Supervisors.pdf
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Code of Professional Conduct 

DEEWR Child Care Service Handbook 2011-2012 – Sections 6.5, 6.6 & 6.7  

Education & Care Services National Law Act Vic (2010) - Sections 3(2)(b); 3(3)(a)(b)(c)(d)(e)(f); 165-166 & 168 

Education & Care Services National Regulations (2011) – Regulations 155, 156 & 168 (2)(i) 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Elements 2.1.2 & 

2.3.4; Standards 1.1, 1.2, 4., 5.1, 5.2, 6.1, 7.1 &7.2 

Victorian Early Years Learning & Development Framework (2009)  

Framework for School Age Care in Australia (2012)  

Victorian Child Wellbeing & Safety Act (2005) – Part 2: Principles for Children 

Victorian Public Health & Wellbeing Act (2008) 

 

Policy Statement & Commitments 

 

- The Education and Care Services National Regulations require Croydon Hills Primary 

School Outside School Hours Care Service (the Service) to have in place policies and procedures 

in relation to staffing, including a code of conduct. 

- The National Quality Standard requires educators at the Service to be respectful and 

ethical.  

- This purpose of this Code of Professional Conduct is to promote professionalism, 

confidentiality and ethical conduct, and to inform children and families, and the community, of 

the standard of professional conduct they can expect the Service to uphold.  

- The Service use this code as a basis for evaluating professional conduct, and as a 

reference tool for the thought processes that inform pedagogy, including actions and reactions 

towards professional conduct, relationships, views, influence and position within communities 

and society.  

- The professional team, to which this code applies, includes the Committee of 

Management (the School Council), the Outside School Hours Care Service Coordinator, 

Educators and Educators at the Service 
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The Service is committed to: 

 A code of professional conduct.  

 Upholding ethical principles.  

 Professional standards that guide decision making and practice.  

 A system of ethical inquiry to provide a basis for reflection on how to relate to and 

contribute to the education and care community in which we actively participate.  

 

Early Childhood Australia Code of Ethics 2006 

Early Childhood Australia’s Code of Ethics (2006) is an integral part of the Service as it guides 

educators in the ethical principles and professional standards of conduct towards children, families, 

colleagues, communities, students, employers, themselves, and in the conduct of research. The Code 

of Ethics is referred to widely within the education and care sector, and is highly respected. The Code 

of Ethics is owned by the field, rather than imposed upon it (ECA 2006).  

 The Service accepts professional ownership of ECA’s Code of Ethics (2006) and formally 

acknowledges that the ECA Code of Ethics (2006) provides the Service with:  

 A basis for critical reflection;  

 A guide for professional behaviour; and  

 Principles to inform individual and collective decision making. 

 

Standards of Professional Conduct 

The professional conduct of the staff team at  the Service in relation to one another, the children 

and their families, the community, and the Education and Care Services sector is based on a the 

following set of expected standards of professional conduct: 

  The Service will administer an approved education and care service in compliance with legislation including the 

Education and Care Services National Law, professional standards and best practice.  

 The Service will provide a program within family and child centred context 

 The Service will engage in reflective, ethical, and sustainable decision making  

 ECA Code of Ethics (2006) will be used to provide a framework for refection about the 

ethical responsibilities of educators 

 The Service will uphold the ethical responsibility to take action in the face of injustice and 

when unethical practice occurs (ECA 2006). 
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These standards of professional conduct are supported by, and should be read in conjunction with  

 Early Childhood Australia’s Code of Ethics (2006)   

 the National Quality Framework document suite as made available through the 

Australian Children’s Education and Care Quality Authority; and 

 The Service’s Statement of Philosophy 

 The Service’s operational policies and procedures which provide a framework for 

accountable and responsible professional practice.  

 

Ethical Response Cycle  

The Service endeavours to ensure that the planning and delivery of the program reflects ECA’s Code 

of Ethics (2006); however we recognise that every now and then situations present that do not have 

laws, policies or procedures to guide their resolution. 

 Identify the facts surrounding the issue;  

 Identify any legal aspects and community values; 

 Refer to  the Service Philosophy, Policies and Procedures;  

 Identify the principals of ECA’s Code of Ethics (2006) that are relevant to the issue;  

 Form an opinion based on professional knowledge, application of the Code of Ethics, and the 

specific contexts for the issue, then discuss these opinions with others to decide on how to 

respond to the issue; 

 Reflect on the outcomes to guide the development of consistent ways of responding to the 

issue if it arises again, and document the outcome to inform further development of policies 

and guidelines that are fair and equitable. 

 

Communication Plan 

The Service’s Code of Professional Conduct acknowledging ECA’s Code of Ethics 2006 is a 

valuable tool for empowering families and communities to maintain high expectations of the 

Service, and for those who are party to the Code to self-assess their professional behaviour. For 

this reason, the Code will be widely promoted and upheld by all professionals at the Service. 

 The Service’s Code of Professional Conduct will be made available in the policy and 

procedures manual, in staffing publications, and family publications. 

 The ECA Code of Ethics (2006) is displayed at the service in the foyer and in the 

educators room 

 The ECA Code of Ethics (2006) is made available to the professional team of educators 

during educators orientation, in staffing publications, and in this policy document 

 Educators responsible for program planning documentation will ensure that the 

planning and delivery of the program reflects ECA’s Code of Ethics (2006) 
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Sources 

National Department of Education Employment and Workplace Relations (DEEWR) 2009, Belonging, Being & 

Becoming: The Early Years Learning Framework for Australia, Commonwealth of Australia, ACT 

Early Childhood Australia (2006) ECA Code of Ethics, ECA, retrieved 10 February 2012 from 

www.earlychildhoodaustralia.org.au 

 

 

 

 

Related Croydon PS OSHC Service Policies, Procedures and guidelines 

Policies Philosophy; Expectations of Educators;  Dealing with Complaints; Inclusion of Children with 

Additional Needs; Managing Poor Work Performance & Gross Misconduct; Personal Safety & 

Security; Equity, Diversity & the Children’s Program; Multicultural Programming for Social 

Inclusion; Program Planning; Educational Equipment & Toys; Communication with Families; 

Supervision of Children; Ongoing Professional Development 

 

 

 

 

 

 

 

 

 

 

 

http://www.earlychildhoodaustralia.org.au/
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OSHC Service Philosophy 

Education & Care Services National Regulations (2011) – Regulations 55 

My Time, Our Place, Framework for School Age Care in Australia 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) –Elements 1.1.1, 
3.1.3, 4.2.1, 5.1.1, 5.1.3, 6.1.1, 6.1.3, 6.2.1, 6.3.3, & 7.2.1 

 

The educators at Croydon Hills Outside School Hours Care Service provide a flexible community 

based service which meets the needs of all children within a stimulating, creative, safe and secure 

environment, before school, after school and throughout the school holidays.  

We achieve this by: 

★ Fostering a sense of belonging for all children and families. 

★ Providing a safe and challenging environment that fosters children’s individuality, 

recognises the individual needs and promotes the physical health and wellbeing of all 

children. 

★ Providing a flexible, creative and age-appropriate program that responds to the care and 

recreational needs of all children which supports the developmental areas and encourages 

exploration, discovery and experimentation. 

★ Encouraging children to make their own choices, share ideas, develop trusting 

relationships, and to care for and respect each other. 

★ Acknowledging the importance of families/caregivers contributions of skills, ideas and 

experiences into the content of the program and encourages comments and feedback as 

well as encouraging parents to contribute their, quality control processes and committees. 

★ Acknowledging and being aware of all cultural backgrounds of families/caregivers and 

establishing a culturally responsive service which aims at incorporating an anti-bias 

approach, by accepting and appreciating every child regardless of race, religion, gender or 

ability and utilising multicultural items and equipment into all areas of the program. 

★ Respecting and showing consideration for staff and families’ personal values and beliefs. 

★ The diversity of skills and experiences of staff is a key aspect that enriches the service they 

provide. 

★ Community involvement. 
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Confidentiality & Management of Records 

DEEWR Child Care Service Handbook 2011-2012 – Sections 4.9 & 5.5 

Education & Care Services National Regulations (2011) – Regulations 168 (2)(l), 181  183 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Standard 7.3; 

Element 7.3.1 & 7.3.5 

Information Privacy Act VIC (2000) – Information Privacy Principles 

A new Tax System Act Cth. (2000) – Family Assistance Administration 

Privacy Act Cth. (1988) – National Privacy Principles 

Health Records Act VIC (2001) – Health Privacy Principles 

 

Police Statement & Commitments 

 

Croydon Hills Primary School Outside School Hours Care Service (the Service) believes that your 

privacy is important, and we are committed to full compliance with our obligations under Victorian 

Legislation. Therefore the information collected under our Commonwealth obligations, in terms of 

its nature, storage and principles of access, is subject to the Information Privacy Act 2000 (Vic) Act 

and associated Information Privacy Principles (IPPs), along with the Health Records 2001 (Vic) Act 

and associated Health Privacy Principles (HPPs). 

All the information we collect is essential in helping us to provide a high level of individual care for 

each child, and also to enable the processing of payments.  Some of the information we collect is to 

satisfy our legal obligation under the Education and Care Services National Law, including the 

maintenance of staff records.  Information will not be disclosed to those not associated with Service 

including its educators, families and children, unless with written consent, or unless required to 

meet legislative requirements.  This may include an inspection of the records or providing copies of 

information. 

The Service is subject to the National Privacy Principles (NPPs) Under the Commonwealth Privacy Act 

1988 in our handling of personal information. Complying with the NPP’s is a condition of our 

continued approval to operate a child care Outside School Hours Care Service under Section 195 of 

the A New Tax System (Family Assistance) (Administration) Act. 
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The Service is committed to:  

 Responsible and transparent collection and handling of health and personal 

information; 

 Protecting the privacy of each individual’s health and personal information; 

 Ensuring that the information kept about staff, families and children is accurate, 

complete and up to date; 

 Taking reasonable steps to protect this information from misuse or loss and from 

unauthorised access or disclosure; 

 Ensuring individuals are fully informed regarding the collection, storage, use and 

disposal of their personal/health information and their access to that information; 

 Obtaining written approval from a parent, if a student needs to gather certain 

information about a child or family for their study requirements. 

 Ensuring that ALL management and staff at the Service actively implement this policy. 

 

This policy will provide guidelines for the collection, use, storage, access, and disposal of personal 

information, including photos/videos, and health information; ensure that all records and 

information about individual children, families, educators and management are in a secure place and 

are only accessed by or disclosed to those people who need the information to fulfil their 

responsibilities at  the Service, or by people that have a legal right to know; and a process to manage 

the confidentiality of information that ensures the privacy of families and educators in compliance 

with legislative obligations. 

 

This policy applies to the School Council, OSHC Management Sub-Committee, OSHC 

Coordinator/s, Educator, Educators, Volunteers, Students, ancillary staff such as contracted 

personnel e.g. bookkeeper and the families and users of  the Service. 

 

General Guidelines  

 

Records and information held by the Service are: 

 Stored appropriately to ensure confidentiality; 

 Available from the service; and  

 Maintained in accordance with legislative requirements.  

The Service adopt the following principles for handling personal information based on the Privacy 

Act VIC (2000) 

 Collection of information will be lawful and fair 

 People will be told why information is collected, and collected with his/her consent 

 People will have access to their own records 

 Use of personal information will be relevant to the service 
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Information that is kept in a record as required by the Education and Care Services National 

Regulations (2011), will not be communicated (either directly or indirectly) with anyone other than: 

 Educators who require the information for the education and care of the child 

 Medical personnel who require the information for medical treatment of the child 

 The parent of the child that the record relates to (except for a educators record), or 

 The Regulatory Authority or an authorised officer. 

 

Information may be communicated in other circumstances, such as: 

 If authorised or required under any Act or Law, or 

  If the person who provided the information gives written permission. For example, a parent 

may give written permission for the Service to share information about their child with a 

support agency such as Inclusion Support. 

 

Definitions 

 

Personal information:  This means information or an opinion (including information or an opinion 

forming part of a data base), that is recorded in any form including photos and videos and whether 

true or not, about an individual whose identity is apparent, or can reasonably be ascertained, from 

the information or opinion. Personal information can be any information linked to an individual such 

as name, address, sex, age, financial details, marital status, education, criminal record or 

employment history but does not include information to which the Health Records Act 2001 applies. 

Health information:  This refers to any information or an opinion about the physical, mental or 

psychological health (at any time) of an individual, a disability (at any time) of an individual. The 

Health Information Act 2001 defines "Health Information" as including information or opinion about 

a person's physical, mental or psychological health or disability that is also classified as personal 

information. This includes information or opinion about a person's health status, medical history, 

fitness levels and vital statistics, such as weight and height. 

Sensitive information:  This means information or an opinion about an individual’s racial or ethnic 

origin, political opinions, membership of a political party, religious beliefs or affiliations, 

philosophical beliefs, membership of a professional or trade association, membership of a trade 

union, sexual preferences or practices, criminal record, that is also personal information. Applied 

under the Information Privacy Act 2000, sensitive information is defined as “information relating to a 

person's racial or ethnic origin, political opinions, religion, trade union or other professional or trade 

association membership, sexual preferences or criminal record, is also classified as personal 

information about an individual”. 

Unique identifier:  This means an identifier (usually a number) assigned by an organisation to an 

individual in order to uniquely identify that individual for the purposes of the operations of the 

organisation e.g. Tax File Number. 
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Procedures for the Confidentiality of Records  

 

All personal information about users of the Service is stored in a locked filing cabinet in the 

administration office and on a computer accessible only to the OSHC Coordinator, nominated 

supervisor, and the Chairperson of the OSHC Management Sub-Committee. 

In accordance with R.181 of the Education and Care Services National Regulations (2011), the Service 

will ensure that information kept in a record under these Regulations is not divulged or 

communicated, directly or indirectly, to another person other than— 

 to the extent necessary for the education and care or medical treatment of the child to 

whom the information relates; or 

 a parent of the child to whom the information relates, except in the case of information kept 

in a educators record; or 

 the Regulatory Authority or an authorized officer; or 

 as expressly authorised, permitted or required to be given by or under any Act or Law; or  

 with the written consent of the person who provided the information. 

 

Procedures for the Collection of Records & Other Documents 

 

Records will be kept in hard copy and/or electronic form, depending on the type of information and 

the Service will ensure that they are accessible as required.  

We will only collect the information we need, and for which we have a purpose that is legitimate and 

related to one of our functions or obligations.  

Personal information provided by individuals either in relation to themselves or their children using 

the service is generally collected by way of signed forms filled out by individuals. On occasion this 

may occur via personal interviews and telephone calls which may be documented. 

When collecting personal information, the Service will provide individuals, from whom we collect 

information, with a copy of our Policy on Confidentiality and the Management of records (this 

Policy). 

The type of information we collect and hold includes (but is not limited to) personal information, 

including health information regarding: 

 Children and parents/guardians before and during the child's attendance at a service 

(this information is collected in order to provide and/or administer our services to 

children and parents/guardians). 

 Job applicants, employees, volunteers and contractors (the information is collected in 

order to manage the relationship and fulfill our legal obligations). 

 School Council Members and OSHC Management Sub-Committee members. 

 Other parties with which  the Service deals, e.g. contracted services. 
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Procedures for the Use & Disclosure of Personal Information 

 

We will use the personal information we collect for its primary purpose of collection. We may 

also use the information for such secondary purposes that are related to the primary purpose of 

collection and can be reasonably expected, or to which the individual concerned has consented. 

From time to time we may be obliged to disclose some personal information held about an 

individual to: 

 Government departments or agencies as part of their legal and funding obligations; 

 Local Government in relation to enrolment details for planning purposes; 

 Organisations providing services related to educators entitlements and employment; 

 Insurance providers in relation to specific claims; 

 Law enforcement agencies; 

 Health organisations and/or families in circumstances where the person requires urgent 

medical assistance and is incapable of giving permission; 

 Anyone to whom the individual authorises the Service to disclose information. 

 

Procedures for the Security & Storage of Records & Other Documents 

 

In order to protect the personal information from misuse, loss, unauthorised access, 

modification or disclosure, the School Council, OSHC Management Sub-Committee, educators, 

staff, students and volunteers, will ensure that in relation to personal information:  

 Access will be limited to those who require this information in order to do their jobs. 

 Information will not be left in areas that allow for unauthorised access. 

 The physical storage of all information will be in a secure cabinet in the administration 

office. 

 Computerised records containing personal or health information require password 

access. 

 

There is additional security in transmission of information from Croydon Hills PS OSHC: 

 Emails will only be sent to a person authorised to receive this material. 

 Faxes will only be sent to a secure fax which does not allow unauthorised access. 

 Only limited personal information will be provided over the telephone to persons 

authorised to receive that information. 

 Transfer of information interstate and overseas will only occur with the permission of 

the person concerned or their parent/guardian. 
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In accordance with R.183 of the Education and Care Services National Regulations (2011), the Service 

will ensure that records and documents set out in R.177 of the Education and Care Services National 

Regulations (2011) are stored in a safe and secure place in the administration office; and for the 

relevant period set out in subregulation (2) of R.177.  See Appendix for record keeping 

requirements table. 

 

 

Procedures for Access to Records & Information 

 

The only persons permitted to access staff/child/family records or the enrolment files are: 

 The parent/legal guardian of the child concerned; 

  The Service employees (where appropriate); 

 Authorised Officers – Department of Education and Early Childhood Development 

 Authorised Officers – Australian Government Department of Education, Employment and 

Workplace Relations 

Individuals have the right to ask for access to personal information we hold about them without 

providing a reason for requesting access. Access will be granted in accordance with the relevant 

legislation. Please note that the legislation allows us to deny access, in accordance with the 

limited reasons for denial that are contained in the legislation. 

 

Personal information may be accessed in the following way: 

 View and inspect information 

 Take notes 

 Obtain a copy 

 

Under the privacy legislation, an individual has the right to: 

 ask for access to personal information that the service holds about them; 

 to access this information; and 

 to make corrections if they consider the data is not accurate, complete or up to date 

 

A person may seek access to view or update their personal health information: 

 If it relates to action on behalf of their child, by contacting the OSHC Coordinator; 

 For all other requests, by contacting the OSHC Coordinator, OSHC Management Sub-

Committee or the Corydon Hills Primary School Council. 
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There are some exceptions set out in the Acts where access may be denied in part or in total. 

Examples of some of the exemptions are: 

 If the request is frivolous or vexatious; 

 If providing access would have an unreasonable impact on the privacy of other individuals;  

 If providing access would pose a serious threat to the life or health of any person 

  If the Service is involved in the detection, investigation or remedying of serious improper 

conduct and providing access would prejudice that. 

 

Requests for access or to update personal information should nominate the type of access 

required, and specifying where possible, what information they seek. No reason is required in 

relation to why the request is made. The person seeking information, if the employee or School 

Council/OSHC Management Sub-Committee member does not know them, must provide photo 

identification. 

The Coordinator/School Council member/OSHC Management Sub-Committee member 

receiving the request will record the request and the date received. Each request will be 

acknowledged within 14 days, but preferably within 2 working days. Requests will be complied 

with within 30 days. However there could be a delay in responding if the timeline occurs over a 

period when the Croydon Hills Primary School OSHC Service is closed. 

The Coordinator/School Council member/OSHC Management Sub-Committee of the Service will 

provide access in line with the Privacy legislation. If the requested information is not given, the 

reasons for denied access will be given in writing to the person requesting the information. 

In accordance with the legislation, the Service reserves the right to charge for information 

provided, in order to cover the costs involved in providing the information, if necessary.  

Personal information, including health information is not given to others without authorised written 

consent.   

 

Procedures for the Collection & Access to Information about Educators & Staff 

 The Service will adopt the following principles for the collection of and access to information about 

educators: 

 Information about educators collected by the Service will be essential for management of 

human resources. 

 Information about educators collected by the Service will be essential for meeting industrial 

obligations. 

 Employees may request for information not be shared with other educators or members of 

the School Council. 

 Personal information collected during employment opportunity processes for educators that 

do not subsequently become the Service employees, is destroyed. 



Croydon Hills Primary School Outside School Hours Care Service: 
Policy: Illness & Infections Diseases 

29 

 

Reviewed March 2017  
 

 When families cease enrolment at the Service, information is kept for the statutory period 

pertaining to that record only. All other recorded information is destroyed, once it is no 

longer required. 

 Educators records will be maintained in compliance with the National Law, and stored 

securely in the administration office. 

 

The Service collects information from educators from a personal unique identifier assigned by the 

Australian Government to the employee for the purposes of the operations of the Australian Tax 

Office in the form of a Tax File Number for all employees related to the deduction and forwarding of 

tax to the Australian Tax Office. Failure to provide this would result in maximum tax being deducted. 

 

Procedures for the Collection of and Access to Information about Children & Families 

The Service adopts the following principles for the collection of and access to information about 

children and families: 

 Information about children collected by the Service will be essential to providing a high level 

of individual care for each child 

 Information about families collected by the Service will be essential to enabling the 

processing of payments 

Information about children/families is not given to others without the parents’ or legal guardians’ 

written consent.  The only persons permitted to access children’s records or the enrolment files are: 

 The parent/legal guardian;  the Service employees (where appropriate); 

 Authorised Officers of the Victorian Government Department of Education & Early 

Childhood Development; and 

 Authorised Officers of the Australian Government Department of Education, Employment & 

Workplace Relations.  

Procedures for the Confidentiality of Family Assistance Payments 

CCB assessment notices, enrolment forms, attendance sheets, attendance amendments, payment 

sheets and medical certificates will be kept in the office.  

Information regarding Child Care Benefit and fees is kept in a locked area and is only accessible to: 

 The Coordinator and 2IC; and 

 Officers of the Australian Government Department of Education, Employment & Workplace 

Relations during compliance checks. 

The Service collects information from families from personal unique identifiers assigned by the 

Australian Government to the family for the purposes of the operations of the Family Assistance 

Office in the form of a Customer Reference Number (CRN) for children and families attending 
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childcare services in order for them to access Childcare Benefit (CCB). Failure to provide this would 

result in the parents/guardian not obtaining the Childcare Benefit. 

 

Procedures for Photography & Video of Children 

The Service adopts the following principles for protecting children and families in the 

photography/filming of children at the Service: 

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

from the parent/guardian and remain the property of the Service. 

 Permission is required for all films/photographs/negatives/videos of children used by the 

Service for the purposes of sharing information with families about their child/ren’s 

wellbeing, learning and development, and for pedagogical purposes. 

 Permission is required if films/photography/negatives/videos are used for publicity or 

promotions for the Service. 

 Films/photographs/negatives/videos of the children will remain the property of the Service. 

 Photographs will be used and displayed at the Service only, unless written permission has 

been obtained from the family to do otherwise. 

 Films/photographs/negatives will not be used for private or personal use. 

 A personal camera may only be used if the Service does not have a camera, or in the 

instance of flat batteries. All films/photographs/negatives etc. will remain the property of 

the Service. 

 Families may request copies of photos and videos, an administration fee may apply. 

 

Procedures for Confidential Conversations 

All personal information about educators, children and their families is to be confidential to  the 

Service.  In practice, this means that some information can be discussed between educators and the 

OSHC Service Coordinator, or between the OSHC Coordinator, educators and children’s families. 

 Confidential conversations that educators have with parents/guardians/families, or that the 

Coordinator has with other educators, will be conducted quietly away from other children 

and families. 

 Educators, including students and volunteers, will not disclose the names of children who 

have caused injury to other children while at the Service to families. 

 Educators will treat as confidential any information gained about a family’s private 

circumstances.  Such information is only shared with other educators when it is in the 
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family’s/children’s best interests that circumstances or strategies be more widely 

communicated.   

 Families have the right to withhold any information which they feel is not relevant to  the 

Service and the complete care of their child/ren. 

 Interviews will take place in private where appropriate.  

 The Service administration office will be available for confidential conversations/interviews 

in accordance with the Education and Care Service Nation Law Act. 

 

Procedures for the Disposal of Information 

The Service will not store personal information longer than necessary. In disposing of personal 

information we will ensure that it is either shredded or destroyed in such a way that no one can 

access the information. 

 When children and families leave the Service, information is kept for the statutory period. All 

other recorded information is destroyed, when it is no longer required. 

 Children’s wellbeing, learning and development records will be kept for one year after they have 

exited from the Service, and will then be destroyed.  Educators may choose to keep the records 

of some children for longer, if deemed appropriate. 

 Personal information collected during the interview/enquiry process, for people who do not 

subsequently become the Service users, is destroyed. 

 

Confidentiality – The OSHC Management Sub-Committee of School Council 

At times, the Coordinator or Chairperson of the OSHC Management Sub-Committee may deem it 

necessary for OSHC Management Sub-Committee/School Council members to be privy to personal 

information about a child or family using the Service. A decision to disclose such information is not 

taken lightly and is done so on the basis of confidentiality. 

Given the nature of the community management structure at the Service and the personal 

relationships that can develop between children and families, the Service acknowledges that there 

may be occasions where the child or family whose personal information is being disclosed has a 

relationship/friendship with a OSHC Management Sub-Committee/School Council member. 

In circumstances where a OSHC Management Sub-Committee/School Council member feels 

compromised by the disclosure of such information, he/she is encouraged to temporarily absent 

themselves from the discussion or meeting. 

OSHC Management Sub-Committee members and School Council members have a legal and moral 

responsibility not to disclose any personal information they might obtain in the course of their 

duties. Any breach of this policy jeopardises the confidence that users of Croydon Hills Primary 

School OSHC Service have in the education and care service being provided. 
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The Service will adhere to all confidentiality guidelines except where it involves: 

 Serious and/or illegal action on the part of  the Service users; 

 Any issue which could endanger the safety of other  the Service users, including educators, 

students and volunteers, or children and/or their families; 

 Any issue where the OSHC Coordinator or educators are obliged by moral obligation or law 

to disclose the information.   

 

 

Related  Croydon Hills Primary School OSHC Service Policies, Procedures and Guidelines 

 

Policies Social Media; Code of Professional Conduct; Establishing a Protective Care Environment (Child 

Protection) 

Appendices Record Keeping Requirements  

 

Sources  

Australian Government Department of Education, Employment and Workplace Relations (2009) The National 

Quality Standard for Education and Care and School Age Care, Canberra. Commonwealth of Australia. 

Australian Government Department of Education, Employment and Workplace Relations (2011) Child Care 

Service Handbook 2011-2012, Canberra. Commonwealth of Australia. 

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 

Practice template – Confidentiality/Privacy Accessed February 2012 from www.pscalliance.gov.au   

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 

Practice template – Records Management. Accessed February 2012 from www.pscalliance.gov.au   

Office of the Victorian Privacy Commissioner: www.privacy.gov.au  

Health Services Commissioner: www.health.vic.gov.au  

Community Childcare Association Inc: www.cccinc.org.au 

 

 

 

 

 

 

http://www.pscalliance.gov.au/
http://www.pscalliance.gov.au/
http://www.privacy.gov.au/
http://www.health.vic.gov.au/
http://www.cccinc.org.au/
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Statement of Confidentiality  

This Statement of Confidentiality is applicable to the Service Coordinators, Educators, ancillary 

staff, volunteers, students, Approval Provider (School Council) and Nominated Supervisor, who as 

a condition of their association with the Service, agree to the following statements: 

 All parties respect the rights to privacy of enrolled children and their families, the 

Coordinator, educators, staff, students, volunteers, the School Council, the OSHC 

management sub-committee members and their families, and comply with the National; 

Privacy Principles (NPPS’) included in the Privacy Act; 

 Information pertaining to children and their families, the Coordinator, educators, staff, 

students, volunteers, the School Council, the OSHC management sub-committee 

members and their families, is not discussed or made available to any other person who 

has not been authorised by the afore mentioned parties except in circumstances 

involving an authorised government officer covered by legislation. This includes any 

discussions about the service or any of the above name persons on social media 

platforms and websites; 

 Information about individual children or their families is only discussed with authorised 

persons within the Service. All discussions relating to individual children and their 

families by educators, staff, students, volunteers, School Council or the OSHC 

management sub-committee members will be on confidential, professional basis; 

 Information about a staff member and their families is not discussed with other staff at 

the service of with any other person within or external to the service without the staff 

members consent; 

 Photos of children of any information that may identify a children of their family are not 

publicised on social or digital media sites of used for any purposed without the specific 

written consent from the authorised family member; 

 Information pertaining to the service’s confidential business transactions is not 

discussed with any other person within or external to the service except where this is 

within the staff or School Council/OSHC management Sub-Committee member’s 

professional work at the service.  

 

I agree to abide by the above statement: 

Print Name:      Position:     

Signed:       Date:       
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Enrolment, Orientation & Custody Arrangements 

Policy 

DEEWR Child Care Service Handbook 2011-2012 – Sections 5.5, 5.6, 6.6, 6.10 & 9 

Education & Care Services National Law Act 2010 (Vic) – Part 1 – Preliminary – 3(3)(a)&(c); 175 

Education & Care Services National Regulations (2011) – Regulations 75, 88, 102, 168(2)(k), 170, 171, 172, 173, 
174, 175, 177, 180 & 181 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Elements 4.2.1, 
6.1.1, 7.3.1 & 7.3.3 

Framework for School Age Care in Australia (2012) – Holistic & Responsive Practices; Outcome 1 

Family Assistance Law – Priority of Access & Administration of Child Care Benefit 

Children, Youth & Family Act (2005) – Reporting & Referral 

Information Privacy Act Vic (2000) – Information Privacy Principles 

 

Policy Statement & Commitments 

Croydon Hills Primary School Outside School Hours Care Service (the Service) supports equal 

opportunity principles and considers that where possible it has an obligation to promote equal 

access to the Service it provides within Australian Government guidelines.  

The enrolment process is open and equitable. In the interests of children’s welfare and protection, 

access to children referred to the service by appropriate agencies will be accommodated wherever 

possible, whilst still ensuring the safety and care of every child in attendance. The enrolment process 

takes into account all requirements of the Education and Care Services National Regulations, and the 

guidelines contained within the Australian Government Child Care Service Handbook 2011-2012.  

We understand the importance of an orientation process that provides clear guidelines to families 

to help families and children to settle the Service successfully.  Families will be carefully oriented to 

the Service before their children attend. The orientation process is a time for educators to share 

information with families about how the Service operates, and how the child is settling. It is also a 

time for families to share information about the child and their expectations of the Service and the 

educators. 

 

 

 

 

The Service is committed to: 

 Providing children with support and comfort to settle into the service and establish 

new friendships and relationships, and advocacy for children’s wellbeing and 

protection  
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 Providing families with enrolment for their child/ren; assistance in separating from 

their child; confidentiality; confirmation that their child has settled; support in the 

event of needing additional or emergency care for their child; and priority of access 

within Australian Government Guidelines  

 Providing educators with clearly explained enrolment process; time to get to know 

families before children start full time care; strategies to support families in introducing 

children to Croydon Hills Primary School Outside School Hours Care Service; time to 

develop close professional relationships with families; support from referral agencies; 

and information about custodial issues.   

 Proving the School Council. Through the OSHC Management Sub-Committee with 

assurance that there is a transparent enrolment process for all families, and the 

ability to obtain an equal balance between sound management practices and 

individual rights. 

 

Enrolment Procedures 

 

 Enrolments will be accepted according to the Australian Government 'Priority of 

Access'. Parents/guardians will be advised that families of children enrolled with low 

priority access may be required to alter their days or leave the service in order to 

provide a place for a higher priority child.   

 An Enrolment Form must be completed by each enrolling family. Where enrolling 

families are not fluent in English the enrolment interview will wherever possible be 

conducted in their primary language.  

 On enrolment families will be given the Service Family Handbook. 

 The enrolment record will include the following information for each child:  

o Full name, gender, date of birth and address of the child;  

o Name, address and contact details of each parent of the child; any emergency 

contacts; any person nominated by the parent to collect the child from the 

service; any person authorised to consent to medical treatment or to authorise 

administration of medication to the child; any person authorised to give 

approval for an educator to take the child out of the service;  

o Details of court orders, parenting orders or plans, and/or details of court 

orders relating to the child’s residence or contact with a parent or other 

person;  

o Language used in the child’s home and cultural background of the child and 

child’s parents; and 

o Any special considerations for the child e.g. cultural, religious or dietary 

requirements or additional health care/medical or inclusion needs, including 

details of allergies or anaphylaxis, dietary restrictions. 

o Authorisations for the OSHC Service to seek medical treatment for the child 

from a registered medical practitioner, hospital or ambulance service, and 
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transportation of the child by an ambulance service. 

o Name, address and telephone number of the child’s registered medical 

practitioner or medical service. 

o Child’s Medicare number (if available). 

o Any medical management plan, anaphylaxis/asthma/diabetic management or 

risk minimisation plan. 

o Immunisation status of the child. 

o Noted sighting of health record for the child by approved provider or 

educator/educators. 

 At enrolment parents are encouraged to provide any further information about their 

child that will support continuity of care between home and the service. 

 A Privacy Statement attached to the enrolment form which details  

 the name and contact details of the service;  

 the fact that enrolling parents/guardians are able to gain access to their 

information;  

 why the information is collected;  

 the organisations to which the information may be disclosed;  

 any law that requires the particular information to be collected;  

 and the main consequences for not providing the required information 

 See also Confidentiality and Management of Records Policy 

 Enrolment Forms will be updated annually or more frequently if/when a family's 

circumstances change, to ensure information is current and correct.  

 Enrolment information will be kept in a confidential file.  Access to this information is 

available only to the Coordinator, some educators, the enrolling parent/guardian, and 

authorised Government Officers. Refer also to Confidentiality and Management of Records 

Policy. 

 If a place is not immediately available at the service the family may be put onto a waiting 

list.  When a place becomes available the family will be contacted by the Coordinator and 

registration and enrolment may proceed. 

 School Council members' children will not be given special consideration above their own 

priority of access. Placement to be organised at the convenience of the Service through 

the Coordinator. 

 

Procedures for Supporting Custody Arrangements 

The Education and Care Services National Law requires the Service to have details of all custodial 

and access arrangements. 
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 Enrolling family members are responsible for informing the Coordinator of custody and 

access arrangements on enrolment, and must advise the Coordinator immediately of any 

subsequent alterations to these arrangements.  

 All relevant legal documentation is to be shown to the Coordinator and a copy will be 

maintained in the child’s enrolment record. 

 No child will be permitted to leave the Service with anyone other than those authorized on 

the child’s enrolment form, or by written authorization from the custodial parent/guardian. 

See policy on arrival and departure of children. 

 If a person other than those mentioned in legal documentation relating to custody and 

access arrangement arrives at the Service to remove a child, and is not a person who is 

authorized by the enrolling parent/guardian on the child’s enrolment form, the Coordinator 

will explain the Service’s legal responsibilities and explain that by law the child’s legal 

guardian will be contacted before the child is taken from the service. In this instance, two 

educators will contact the Guardian, to listen to, discuss and document this verbal authority. 

 

Procedures for the Exclusion of Children & Families  

 Exclusion of children from the service due to behaviour issues will only occur after all 

other avenues of communication and support have been exhausted and when 

professional advice confirms a child is in psychological danger as a result of an unusually 

prolonged inability to settle into care away from the parent/guardian, or a child puts the 

majority of children at risk through inappropriate behaviour. (See also Behaviour 

Guidance Policy). 

 For exclusion due to non-immunisation and infectious diseases refer to the Service’s 

Health, Hygiene and Infection Control Policy. 

 Subject to equal opportunity legislation, the Service reserves the right to exclude a child 

from the OSHC Service for any reason connected to the welfare of the child and the 

welfare of educators and other children or families who use the Service. 

 Children who are not enrolled at in the Service must only be present on a temporary 

basis, such as delivery and collection of siblings, and must remain under the direct 

supervision of their parent/guardian/responsible adult. 

 

 

 

 

 

 

Procedures for accepting referrals 

 

 Referral agency officers will be required to provide verifiable identification before 

being admitted to the Service 
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 The Coordinator will determine a threshold to the number of children with special 

needs that the Service is able to appropriately care for. 

 Where it is determined that the Service cannot accept a referred child, the referring 

agency will be advised to contact the Australian Government Department of Education, 

Employment & Workplace Relations Child Care Access Hotline by phoning 1800 670 

305 to seek alternative education and care providers. 

 Acceptance of a referral will be dependent upon: 

 The Service having the required resources to appropriately care for the 

child(ren); 

 Completion of a Referral Form; 

 A visit from the referring agency (case manager) to provide information about 

the referral; clarify any special conditions of enrolment; provide necessary 

details about the child(ren)’s care arrangements including foster care details; 

and determine a suitable orientation process (child to the OSHC Service, and 

educators to children’s needs). 

 Reaching agreement in regard to the cost for providing care and any special 

requirements e.g. transport, clothing, food etc.; 

 subsequent enrolment according to the Service’s usual enrolment procedure 

 Ensuring that the child/ren are entered into the Child Care Management 

System before care commences; 

 Agreement to a debriefing from the case manager at the conclusion of the 

referral period. 

 The Service will determine a fee schedule for referrals which includes contingencies 

for extra ordinary arrangements such as payment for special transport, clothing and 

food, and additional educator support. The referral agency will be invoiced for the 

agreed cost of providing care determined during the case manager’s visit to the 

Service. 

 The Service will ensure the strictest confidentiality in relation to information about 

referred children at all times. Access to confidential information will only be given on 

a need to know basis. However, educators involved in the care of referred children 

will be provided with information that is considered to be essential to ensure the 

safety and protection of both the referred child(ren) and other children in care. 

 

 

 

 

Orientation Procedures 

 

 The Service will provide options for orientation which includes: 
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o An orientation evening/meeting for new families to meet one another and the 

educators in a relaxed atmosphere outside normal service hours. Typically this 

occurs at prep information evenings hosted by Croydon Primary School. 

o Inviting new families to visit the service with their child at times that suit them, 

together with the Coordinator, to familiarise families with the Service prior to 

the child’s attendance. 

o Providing all new families with a conducted tour of the premises which will 

include introductions to other educators, children and families, and highlights 

specific policies and procedures that families need to know about the Service. 

o Ensuring each family has a copy of the Family Handbook (provided on 

enrolment) and an opportunity to have any questions answered. 

o Giving family members the opportunity to stay a while in the morning, or arrive 

early in the afternoon, to support their child during the settling in process. 

o Ensuring all new families are encouraged to share information about their child 

and any concerns, doubts or anxieties they may have in regard to enrolling 

their child in the OSHC Service. 

 

 When children first attend the Service the needs of both families and children will be 

respected. Parents/guardians will be encouraged to remain with their child when 

delivering or collecting them for as long a period as the parent/guardian and/or 

educators feel may be necessary to ensure the child's wellbeing.  The parent/guardian 

will be encouraged to telephone the Service during the day for reassurance that their 

child has settled in if necessary. Educators will make a special point of discussing the 

child's day with the family member when they come to collect the child. 

 

 Families will be assisted to develop a routine for saying goodbye to their child, if 

necessary. 

 

 Children who are distressed at separating from their family in the morning will be 

closely observed and offered reassurance until they are settled. 

 

 Croydon Hills Primary School Outside School Hours Care Service will use an 

orientation checklist to ensure that every important aspect of the services operations 

and procedures is discussed with the new family. 

 

 

Related Croydon Hills PS OSHC Service Policies, Procedures &Guidelines 

Policies Confidentiality & Management of Records; Dealing with Complaints; Delivery & Collection of 

Children; Inclusion of Children with Additional Needs; Establishing a Protective Care 
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Environment (Child Protection); Illness & Infections; Immunisation; Breast Feeding & Infant 

Formula;  Code of Professional Conduct; Communication with Families; Payment of Fees & 

Bookings 

Appendices Enrolment Form (including Privacy Statement); Waiting List Form; Referral Form; Orientation 

Checklist; Feedback Questionnaire   

 

Sources 

DEEWR Child Care Service Handbook 2011 – 2012;  – Retrieved 9 May 2012, from www.deewr.gov.au  

UNICEF (n.d.). Fact sheet: A summary of the rights under the Convention on the Rights of the Child. 

Retrieved 19 April 2011, from http://www.unicef.org/crc/files/Rights_overview.pdf  

Early Childhood Australia (ECA). (2006). The Code of Ethics. – Retrieved 19 April 2011, from  

http://www.earlychildhoodaustralia.org.au/code_of_ethics/early_childhood_australias_code_of_ethics.ht

ml  

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 

Practice template – Enrolment and Orientation. Accessed February 2012 from www.pscalliance.gov.au   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.deewr.gov.au/
http://www.unicef.org/crc/files/Rights_overview.pdf
http://www.earlychildhoodaustralia.org.au/code_of_ethics/early_childhood_australias_code_of_ethics.html
http://www.earlychildhoodaustralia.org.au/code_of_ethics/early_childhood_australias_code_of_ethics.html
http://www.pscalliance.gov.au/
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Payment of Fees & Bookings Policy 

DEEWR Child Care Service Handbook 2011-2012 – Sections 4.9, 5.5, 6.3, 8.1, 9.3, 10, 11, 13, 14 & 15 

Education & Care Services National Law Act Vic (2010) 0 Sections 3(3)(c) & 175 

Education & Care Services National Regulations (2011) – Regulations 75, 158 & 168 (2)(n) 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Standard 7.3, 

Elements 6.1.1, 6.1.3, 7.3.1 & 7.3.5 

Information Privacy Act Vic. (2000) – Information Privacy Principles 

A New tax System Act Cth. (2000) – Family Assistance Law 

Privacy Act Cth. (1988) – National Privacy Principles 

 

Policy Statement & Commitments 

Croydon Hills Primary School Outside School Hours Care Service (the Service) aims to provide a 

quality education and care service before school, after school, and over the school holiday periods at 

an affordable price to families eligible to attend under the Australian Government Priority of Access 

(POA) Guidelines.  

Fee for each component will be set each year by the OSHC Management Sub Committee, under the 

auspices of the Croydon Hills Primary School Council, on completion of the annual budget and 

according to the Service’s required income in order to provide a quality education and care service. 

The setting and payment of fees takes into account all requirements of the Education and Care 

Services National Regulations (2011), Australian Tax Office requirements, Privacy Legislation and the 

guidelines contained within the Australian Government Child Care Service Handbook 2012-2013. The 

Service understands the importance of maintaining accurate fees statements and providing clear 

information to families on fees payment processes.  

The Service is committed to: 

 Ensuring that children are provided with continuity of care and family support where 

payment of fees is an issue; 

 Ensuring that families are provided with information and advice about fee levels and the 

Child Care Benefit (CCB) application process, affordable fees, a simple fee payment 

process, accurate fee payment statements, information about financial support, and a 

process where family difficulties in maintaining fee payment can be addressed in order 

to prevent any negative impact on the care provided to their child/ren 

 Ensuring that educators are provided with a clearly explained fee payment process to 

communicate with families in a way that any fee payment issues do not impact 

negatively on the relationships between educators, children and families 



Croydon Hills Primary School Outside School Hours Care Service: 
Policy: Illness & Infections Diseases 

42 

 

Reviewed March 2017  
 

 The School Council, through the OSHC Management Sub-Committee, have sufficient fee 

income to ensure maintenance of a quality service, and processes to ensure fee 

payments are up to date with accurate collection records maintained. 

All records held will be maintained in accordance with the Service’s Policy on Confidentiality & 

Management of Records. 

 

Child Care Benefit (CCB) & the Child Care Management System (CCMS) 

 The Service will comply with the Australian Government requirements to be an approved 

education and care service for the purposes of Child Care Benefit (CCB).  

 The on-line Child Care Management System (CCMS) reporting requirements and any other 

requirements for claiming and administering CCB will be maintained by the service. 

 It is the enrolling parent/guardian’s responsibility to complete and lodge their CCB 

application with the FAO.  Families who utilize mixed care arrangements will need to apply 

for each type of care they will use i.e. Long Day Care, Family Day Care. 

 All fees are charged at the full rate and submitted to the CCMS office.  Each family’s 

eligibility for CCB is then calculated and the Service is then forwarded these funds.  

Deductions may then be made to each individual family’s accounts. 

 Any changes in a family’s financial circumstances may result in cancellation of CCB.  It is the 

family’s responsibility to contact the FAO if they wish to dispute this or discuss it further. 

 CCB will be deducted from a family’s fees within 14 days of the service being notified of the 

amount via CCMS. 

 Families with children under 7 years seeking CCB for the first time will be required to meet 

the Australian Government’s immunisation requirements. The Service will provide 

information to these families in regard to this requirement in the family handbook. 

 Families will only be eligible for CCB if child care attendance records are accurately 

completed and signed by the parent/guardian or other responsible adult, and other 

eligibility requirements are met. 

 Families are entitled to 42 absence days for each registered child in each financial year. CCB 

is paid for these days provided that the child would normally have attended on that day, 

and fees have been charged. 

 Additional absences can be claimed when the first 42 days have been used. Supporting 

documentation may be required for approval of additional absences 

 Additional Absence guidelines are as follows: 

o an illness (with a medical certificate). 

o An outbreak of an infectious disease, when the child is not immunized. 

o Any other absences due to sickness of the child, a parent or sibling, supported by 

medical certificates. 

o A parent being on a rotating shift or rostered day off. 

o A temporary closure of the Service or a pupil free day. 

o Shared custody arrangements due to a court order, consent order or parenting order. 
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o Attendance at preschool. 

o Exceptional circumstances. 

 

 All documentation pertaining to CCB will be kept for the specified period of time and made 

available to authorized Australian Government Officers on request. 

 Educators at the Service have a basic knowledge of CCB requirements but will refer all 

specific queries to the Coordinator. 

 The Coordinator will be trained in the implementation and administration of CCMS 

reporting CCB fee payment procedures. 

 The Service is not responsible for the calculations or allocation of Child Care Benefit 

to families.  Families must liaise with the Family Assistance Office for all of these 

matters. 

 

Procedures for Fee Setting & Providing Accounts 

 The OSHC Management Sub-committee's recommendations on the required fee level to 

meet budget prediction for the next year will be presented to the School Council for final 

determination. 

 The fee schedule and fees payment policy will be fully explained to families during the 

enrolment process. 

 Fees payable will be based on either daily or weekly amounts. 

 Families will be given a minimum of 14 days’ notice of any fee increase. 

 The same fee will be charged to all families for equivalent care arrangements. 

 Details of an individual's account and all completed forms kept by the Service will be 

confidential and stored appropriately.  Individual families may access their own account 

records at any time.  Particulars of fees will be available in writing to families upon 

request. Families may also view details about their child care usage and total fees charged 

and the fee reductions calculated by the Family Assistance Office (FAO) on the View Child 

Care Attendance online statement available through the FAO website. 

 Families should contact the Service to advise of their child's inability to attend as soon as 

this is known.   

 

 

 

 

Procedures for Payment of Fees 

 Families are required to pay fees in advance. A dated receipt, in accordance with 

Australian Government Guidelines, will be provided for each payment. 

 Families pay for a place and may elect to book a full-time, part-time or occasional place. 
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Fee payment will be recorded according to Australian Government Guidelines. 

 Fees are payable from the agreed commencement date. 

 In the event of a cheque payment being dishonored any associated charges incurred (such 

as bank dishonor fee) will be redirected to the family concerned. 

 EFTPOS payments may only be made when the School office is attended. 

 Limited cash is kept on the premises and therefore change cannot always be given. In this 

case, credit will be made for the following weeks of childcare if the incorrect amount is 

given. 

 

Procedure for Dealing with Overdue Fees 

Families with overdue fees will be encouraged by the Coordinator to discuss any difficulties they 

may have in meeting payments and make suitable arrangements to pay, including the option of a 

payment plan.  If this is not done, or the agreed arrangements are not kept, the following 

procedure will apply: 

 

After 1 week overdue A polite written reminder will be forwarded to the 

family member nominated on the enrolment form as 

the person responsible for the payment of fees. 

After 2 weeks overdue Another letter will be sent and include a reminder that 

family members nominated on the enrolment form 

as the person responsible for the payment of fees are 

encouraged to discuss payment difficulties and make 

suitable arrangements to pay with the Coordinator.  

This letter will be followed up with a phone call from 

the Coordinator. 

After 3 weeks overdue A letter will be issued advising that the place may be 

cancelled if the account should become four weeks 

overdue.  

This letter will be followed up by a phone call from the 

Coordinator.  

After 4 weeks overdue If no arrangements to pay have been made or kept, 

the place will be cancelled.  

A letter to the family member nominated on the 

enrolment form as the person responsible for the 

payment of fees, will be sent from the School Council 

advising the family of this, and will include a copy of 

the Services grievance and complaints procedure. 

After cancellation of The Service employs the services of a Debt Collection 
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place agency in this process and legal action will be taken to 

recover any fees not paid. 

 

Procedure for administering ‘Late Collection’ Fees 

 Whenever possible the family should ring the Service to advise they will be late to 

collect their child. Refer to the Service’s Arrival & Departure of Children Policy. 

 A late collection fee will be charged to families for each child not collected from the 

Service by closing time. 

 The fee charged for late collections is determined by: 

o The Service’s need to recoup expenses incurred in employee overtime wages; 

o The need to deter families from making a habit of late collections;  

o Special circumstances i.e. traffic accident or vehicle breakdown, will be given 

consideration in relation to the administration of late collection fees. 

 When a family is continually and regularly late arriving at the service to collect their 

child, the Coordinator will discuss other child care options with the family. (See 

Delivery and Collection of Children policy.) 

 

Related Croydon Hills Primary School Outside School Hours Care Service Policies, Procedures and Guidelines 

Policies Dealing with Complaints;  Confidentiality & Records Management; Delivery & Collection of 

Children; Enrolment, Orientation & Custody Arrangements; Illness & Infection; Immunisations; 

Communication with Families;  

Appendices Enrolment Form; Authority to Collect; Authority to Disclose Personal Information;  Late 

Collection Form;  

 

Sources 

Family Assistance Office – Family Assistance Payments – Child Care Benefit – Retrieved 2 May 2012, from 

http://www.familyassist.gov.au/payments/family-assistance-payments/child-care-benefit/ 

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 

Practice template – Payment of Fees. Accessed February 2012 from www.pscalliance.gov.au   

 

 

 

 

http://www.familyassist.gov.au/payments/family-
http://www.pscalliance.gov.au/
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Dealing with Complaints Policy 

Education & Care Services National Law Act (2010) – Sections 3 (3)(a)&(e); 174 (2)(b)&(4) 

Education & Care Services National Regulations (2011) – Regulations 75, 76, 80, 88(2), 93(2)&(5), 94(2), 99, 

157, 168 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Standards 6.1 & 

6.2; Elements 1.1.4 & 7.3.4 

Framework for School Age Care in Australia ‘Mt Time, Our Place’ (2011) – Outcomes 1, 2 & 3 

  

Policy Statement & Commitments 

Croydon Hills Primary School Outside School Hours Care Service (the Service) welcomes each 

complaint as a means of improving its service delivery, and upholding positive relationships between 

the Service and its stakeholders.  

The Service is required to have a documented procedure for dealing with grievances and complaints 

that is available at the service and to families and educators. 

The Service also understands that negative feedback or issues may threaten the communication 

between families and the Service, and how these issues are responded to will determine the 

Service’s ongoing relationships with families.  

It is important to the Service that children experience respectful and warm relationships between 

families and educators in a positive environment, with an appropriate avenue to raise issues with 

the Service as they arise.  

The Service provides families with opportunities to influence decisions about their child’s 

experiences at the Service, ensuring that families experience that their primary influence on their 

children’s lives is respected and supported. We ensure that families are kept informed about any 

issue or incidents that affect their child, and that any concerns are taken seriously and acted upon.  

Through implementation of this policy, Educators at the Service experience regular open two way 

communication with families, where educators have time to speak with families about any concerns, 

and the confidence that complaints will be dealt with in a positive and open manner. 

 

 

The Service is committed to: 

 Procedural fairness and natural justice; 
 Ethical conduct; 

 A service culture free from discrimination and harassment; and 
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 The opportunity for review and further investigation 

 

This policy applies to all educators and families who of  the Service, ensuring that all stakeholders 

have the right to a positive and sympathetic response to concerns. 

 

Procedures for Making Complaints 

 Every family is provided with clear written guidelines details grievance procedures, 

included in the Service’s family handbook.  

 

 Families may make a complaint directly to their child’s primary educator, the 

Coordinator, or the person in charge in the Coordinators absence. 

 

 Families and children will be surveyed regularly to provide them with an opportunity to 

identify areas of concern, or ways in which the Service could be improved along with 

areas of strength. 

 

  The Service provides other means for input such as a suggestion box, daily contact with 

children’s educators, invitations to attend special and social events, email surveys, and 

advisory committees. 

 

 Educators will discuss complaints procedures with children and encourage them to 

raise any issues they have with their educators and families, where appropriate. 

Children’s complaints will be taken seriously and resolutions will be sought. 

 

 In order to assist families that wish to contact the regulatory authority, that contact 

details for the Victorian Government Department of Education and Early Childhood 

Development  are included in the Family Handbook, and are on display in the foyer. 

 

 A current copy of the Education and Care Services National Law Act (2010), and the 

Education and Care Services National Regulations (2011) are available in the foyer and 

from the administration office for all to read at any time. 

 

 

 

 

 

Procedures for Managing Complaints  

 All complaints or grievances will be dealt with promptly and confidentially in a manner 

that: 

o Values the opportunity to be heard; 
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o Promotes conflict resolution; 

o Encourages the development of harmonious partnerships; 

o Ensures that conflicts and grievances are mediated fairly; and 

o Is transparent and equitable. 

 

 Where possible, complaints will be dealt with on the spot by the child’s educator as this 

is usually the person with the closest relationship with the family. If the complaint is 

about an issue that the educator considers to be outside their control, or the family does 

not feel they wish to share it with the educator, the family may be directed to the 

Coordinator, or appropriate person for their complaint to be resolved. 

 Educators will always thank a family that raises a complaint or issue of concern, and 

explain why they appreciate the opportunity to improve the service or rectify a mistake. 

 All confidential conversations and discussions with families will take place in a quiet 

area away from the children, other families and educators who are not involved. 

 Where a family wishes their grievance to remain confidential this will be honored. 

However families will be advised that issues cannot always be resolved if they choose to 

remain anonymous. 

 Where an educator believes they will have to share a confidence with another person in 

order to resolve and issue, or of the nature of a complaint requires that a third party has 

to be informed in order to meet legislative requirements, they will inform the family of 

the need prior to any further discussions on the matter. 

 The complaint will be welcomed and appreciated with respect to quality improvement. 

 The complaint will be documented and any legal requirements in relation to the 

complaint considered, such as the need to notify regulatory authorities -   the Service has 

an obligation to inform the Victorian Government Department of Education and Early 

Childhood Development (as the regulatory authority) of complaints alleging ‘that the 

safety, health or wellbeing of a child or children was or is being compromised while that 

child or children is or are being educated and cared for by the approved education and 

care service, or that the Education and Care Service National Law Act 2010 (2010) has 

been contravened’. 

 The complainant will be asked to provide information regarding how the situation could 

be rectified to their satisfaction. 

 The person receiving the complaint will clarify issues by actively listening and 

questioning the complainant to further understand the issues. 

 If possible, the problem will be resolved immediately. If this is not possible, the 

complainant will be advised that the issue will be given high priority and dealt with as 

soon as possible. 

 If the issues are complex the complainant will be asked to put their concerns in writing. 

 Where mediation is required all parties will have the right to agree to the appointment 

of the mediator. 

 If the complaint is about an issue outside of the control of  the Service, the person 

receiving the complaint will explain this to the complainant and let them know who they 
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should contact if they wish to take the matter further. 

 Any promises made to the complainant in regard to addressing the issue will be 

followed up and the results given to the complainant as soon as possible. 

 A few days after the incident,  the Service will contact the complainant to find out if they 

are happy with the way the problem has been resolved. 

 Each complaint will be evaluated to determine how the Service responded and whether 

further action is required. 

 

Procedures for Dealing with Complaints 

The Service has developed grievance procedures for dealing with the following possible complaints. 

The following points are subject to the above items in this policy on making, managing and dealing 

with complaints, and should be read in conjunction with these.  

Complaints made by a child 

 If a child wishes to raise a complaint against another child at the Service, they will be 

encouraged to talk to their primary educator/s about the issue. Educators will support 

children to manage their relationships and behaviors at the Service in accordance with the 

Service’s policies on interactions and relationships with children, and guiding children’s 

behavior. 

 If a child wishes to raise a complaint against an educator at the Service, the child will be 

encouraged to talk to another educator, or the Coordinator. Children are supported to 

discuss their experiences at the Service with their families.  

 If a child wishes to raise a complaint against another family member or other adult, the 

educator will assess the complaint and discuss any serious issue with the Coordinator who 

will advise on the resolution of this.  For any serious allegations, refer to  the Service’s policy 

on establishing a protective care environment. 

 If a child has a concern about anything or anyone at the Service, they are encouraged to 

discuss the issue with the educator they know best. 

 Educators support children to talk about things they like and things they don’t like with 

their families. 

 Families may need to assist children to communicate with educators about issues at the 

Service, and times to talk about these may be arranged at pick up or collection times. 

  

Complaints made by a family member 

 If a family member wishes to raise a complaint against a child or other family member at 

the Service, the Coordinator will discuss with the family member raising the complaint 

about the issue. The child or family member who the complaint is about will not be included 

in any conversation or confrontation by the family member, and in allegations of a serious 

nature the Coordinator will use professional discretion when assessing the other child and 
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their family’s involvement. 

 If a family member wishes to raise a complaint against an educator at the Service, this is to 

be communicated with the Coordinator only, and where possible be provided in writing.  

 If a family member wishes to raise a complaint against the Coordinator at the Service, the 

complaint must be provided in writing to the OSHC Management Sub-Committee of School 

Council, outlining what the issue is and how the family member would like the issue 

rectified.  

 If parents have any queries, concerns or issues regarding the care of the children or the 

management of the Service they are asked to address these concerns to the Coordinator.   If 

this is deemed inappropriate, given the nature of the concern, or the parent feels their issue 

was not adequately addressed, any further communication should be directed to the 

Croydon Hills Primary School Council 

 All grievances and complaints received by the Coordinator will be discussed with the OSHC 

Management Sub-Committee of School Council and/or the School Principal. 

 

Complaints made by educator/employees 

 If an educator wishes to raise a complaint against a child at the Service, this is to be 

communicated with the child (where appropriate) if the complaint is with regard to 

interactions, relationships, or behaviour; the educator must discuss the issue with the 

Coordinator who will advise if further action is necessary.  

 If an educator wishes to raise a complaint against a family member or other adult at the 

Service, this is to be discussed with the Coordinator, and where possible be provided in 

writing. 

 If an educator wishes to raise a complaint against another educator, they are encouraged 

to discuss the issue with the educator and where possible deal with the matter on the spot. 

Where this is not possible, educators are asked to have these conversations away from 

children and families and with the support of the Coordinator where necessary.  

 If an educator wishes to raise a complaint against the Coordinator, it is to be done so in 

writing to the School Council outlining the issue and how the educator would best like the 

issue rectified. 

 If an educator wishes to raise a complaint against the OSHC Management Sub-Committee 

of School Council, they are encouraged to discuss the matter with the Coordinator, and 

present the issue in writing to the School Principal. 

 

 Procedures for educators to resolve a grievance or complaint regarding their employment 

will follow the appropriate award.  Information about these procedures will be made 

available to educators upon employment by the School Council. 

 Educators can raise comments, suggestions, concerns, grievances or complaints about the 

Service during staff meetings, and can raise these with the Coordinator at any time. 

Educators will actively monitor their own behaviour and practices in line with the Service 
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policy and procedures. 

 

 

Complaints made by the School Council/ OSHC Management Sub-Committee of School Council  

 If the School Council or the OSHC Management Sub-Committee of School Council wishes to 

raise a complaint, it will be done in writing, based on advice provided by the Victorian 

Government Department of Education & Early Childhood Development.  

  Complaints made by the School Council may be against: 

o A family member or other adult; 

o An educator at  the Service; 

o An individual involved in the management (School Council Member or OSHC 

Management Sub-Committee of School Council) of  the Service;  

o The OSHC Coordinator; or 

o A member of the community.  

 

Complaint made by a community member 

 Community members may wish for any reason to put forward a complaint about the Service.  

 Community members will be encouraged to put the complaint in writing addressed to the 

School Council, who will respond in writing to the community member.  

 If the complaint is about an issue outside of the control of  the Service, the School Council 

will explain this in writing to the complainant and let them know who they should contact if 

they wish to take the matter further, if known. 

 

Procedures for Follow-up & Review of Complaints  

 Each complaint will be viewed as an opportunity for improvement. After the complaint 

or grievance has been dealt with it will be analyzed to find out how the problem 

occurred and determine if the Service should implement any changes to policy or 

operational procedures to avoid similar problems in the future. 

 The School Council will follow through to determine that complaints and grievances 

have been successfully resolved to everyone’s satisfaction. Families will be contacted to 

determine if they were satisfied with the way the issue was resolved, and educators’ will 

be consulted about the outcome from an operational viewpoint. 

 The Service’s Grievance and Complaints policy is reviewed annually, and whenever an 

incident occurs to ensure the processes are clear and non-discriminatory. Family input 

is sought each time the policy is reviewed. 

 Any complaints that allege that the Service had contravened the Education and Care 

Services National Law Act 2010, or compromised the health, safety or wellbeing of any 

child at  the Service, will be reported to the regulatory authority, the Victorian 
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Government Department of Education and Early Childhood Development (DEECD) as 

required under the National Law Act. These allegations will be taken most seriously and 

an immediate resolution will be sought. 

 

 

The DEECD Eastern Regional Office can be contacted at: 

Site Address:  295 Springvale Road, Glen Waverly, VIC 3150 (Children’s 

Services) 

Regulations enquiry email:licensed.childrens.services@edumail.vic.gov.au  

Regional Office Phone: (03) 9265 2400  

 

 

Related Croydon Hills PS OSHC Service Policies, Procedures and Guidelines  

Policies Interactions with Children; Guiding Children’s Behaviour; Establishing a Protective Care 

Environment; Communication with Families; Confidentiality & Records Management; 

Acceptance & Refusal of Authorisations;  

 

 

Sources 

Gonzalez-Mena, J. & Stonehouse, A. (2003). ‘High-Maintenance Parent or Parent Partner? Working with a. 

Parent’s Concern’. Child Care Information Exchange. July/August 2003.WA: Exchange Press. 

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: 

Policies in Practice template – Grievance and Complaints Management. Accessed February 2012 from 

www.pscalliance.gov.au   

National Childcare Accreditation Council (2008) Managing Challenging Issues, Retrieved 19 March 2012 from 

www.acecqa.gov.au   

 

 

 

Occupational Health & Safety 

Education & Care Services National Law Act 2010 (Vic) -  Section 3 (2)(a); 167 & 179 

Education & Care Services National Regulations (2011) – Regulations 77, 85-101, 103, 104, 105-114 & 165 

mailto:licensed.childrens.services@edumail.vic.gov.au
http://www.pscalliance.gov.au/
http://www.acecqa.gov.au/
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National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Standards 2.3 & 
3.1, Elements 2.3.1, 2.1.4 & 7.1.4 

DEEWR Child Care Service Handbook 2011-2012 – Section 6.7 

Occupational Health & Safety Act 2004 - OH&S Regulations 2007 

Victorian Workcover Authority- Risk Management 

Australian Standards - Building Code & Equipment Standards 

 

Policy Statement & Commitments 

Croydon Hills Primary School Outside School Hours Care Service (the Service) protects the health 

and safety of children, educators, staff, families, students, volunteers and visitors by keeping 

informed about and complying with Occupational Health & Safety Act (2004) and complying with 

the Education and Care Services National Law Act 2010(Vic). 

All employees, children and families, visitors and contractors within the Service have a right to a 

safe and healthy workplace.  

 The School Council (as the provider of the Service) has legislated obligations to provide a 

safe and healthy workplace.  

 Employees and contractors also have obligations under law to take reasonable care to 

protect themselves and others in the workplace.  

Every reasonable effort is made to provide and maintain, as far as practicable, an environment that 

is safe and without risks to health and safety. Educators must report any damage to equipment or 

the general work environment to the Coordinator.   

The Service is committed to:  

 Implementing occupational health and safety practices to support its’ duty of care 

responsibilities that include: 

 Developing and implementing OH&S risk management systems; 

 Regularly evaluating and updating OH&S procedures and practices; 

 Consulting and communicating widely with all stakeholders on OH&S matters; 

 Maintaining OH&S records in accordance with the Occupational Health & Safety Act (2004) 

 Providing orientation and professional development for educators on OH&S 

 Ensuring appropriate return to work programs are in place for injured employees. 

Children’s safety is paramount. The Service endeavours to provide children with a safe and healthy 

environment in which to play and learn, and with reassurance that health and safety standards are 

maintained at the Service, and the safety of their children is paramount. 

 

Definitions 

OH&S: refers to occupational health and safety 

 

  

Procedures 
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 An Occupational Health & Safety Handbook concerning policies and procedures 

regarding the Occupational Health & Safety (OH&S) of educators, visitors, children and 

families of the Service will be produced and followed. All educators and the OSHC 

Management Sub-Committee members will be provided with a copy of the handbook. 

 The Coordfinator will ensure that information about OH&S legislation, codes of practice 

and guidelines are made available to educators and families of children attending the 

service. 

 Employee and Employer responsibilities for OH&S are included in the Occupational 

Health & Safety Handbook.  These responsibilities are highlighted to new educators and 

new OSHC Management Sub-Committee members as part of their induction.  

 Educators must report all incidents leading to risk of injury including those leading to 

high stress levels, and positive steps will be taken to remove hazards and understand 

and minimise stress suffered by individual educators. 

 Play areas and equipment will be checked daily by the educators to ensure they are in a 

hygienic, clean and safe condition and do not pose a hazard to children; and that soft fall 

surfaces under and around outdoor play equipment are adequate and evenly spread.  

 Educators/staff will notify the Coordinator and the School’s OH&S representative of any 

equipment and/or area that is not clean or in a safe condition, and will write details on a 

Hazard Report. 

 All new equipment will be checked against Australian Standards. 

 The Coordinator, through consultation with the OSHC Management Sub-Committee , will 

ensure that furnishings and equipment used will limit risk of injury or ill health in the 

workplace i.e. adult size chairs for educators, appropriate storage systems, safe 

electrical appliances and circuit breakers installed etc. 

 The OSHC Management Sub-Committee will ensure that health and safety practices 

comply with OH&S legislation and will allocate sufficient resources in the annual budget 

to ensure a healthy and safe environment. This will cover direct costs such as provision 

of safety equipment, maintenance of buildings, fittings and equipment, purchase of 

safety and health advice, training and resources. 

 All work related injuries and diseases or ‘near misses’ will be investigated to determine 

the causes, and action taken to prevent similar events in the future. 

 Educators with particular needs will be given special consideration of their OH&S needs. 

This will be achieved through careful consultation with the employee, and 

documentation, monitoring and review of the strategies established to ensure their 

special needs are met and training to enable them to work safely. These needs may 

include: 

o English as a second language, 

o Pregnancy, 

o  A medical condition such as epilepsy or asthma,  

o Physical or intellectual disabilities, 
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o Dyslexia or any other condition that means the person is unable to read,  

o People who are young and/or inexperienced. 

 

 OH&S issues and incidents will regularly be discussed at educator/staff meetings. 

 Whenever the the Service is operating, educators and visitors present will not be 

affected by alcohol or drugs that adversely affect the person’s ability to educate and care 

for children. 

 

Professional Development 

Professional development opportunities are regularly made available to ensure the Coordinator 

and all educators at the Service can identify: 

 Key elements of the Occupational Health & Safety Act 2004, including the content in general 

terms, responsibilities that apply to them, and consequences of failing to comply; 

 The Service’s health and safety policies and procedures; 

 Safe and healthy workplace practices, including immunisations, hygiene practices, special 

requirements for employees with special health needs, pregnancy, young employees etc; 

 How to report hazards; and 

 How to have a say in safe work practices and procedures. 

 

Health & Safety Education 

The Educators at The Service take an active approach in educating the children on health and safety 

issues.  This includes activities ranging from personal hygiene to discussions about matches and what 

to do in the event of a fire. The Service liaises with other community groups; such as the 

Metropolitan Fire Brigade to obtain materials and information on health and safety issues. 

 

OH&S Record Keeping 

 Educators will record their daily checks on a Daily Safety Checklist. 

 Educators will record  all  injuries  or  illness  to  children  on  the  service’s  

Accident/Illness/Trauma Record.   Details entered will include:  date, time, place of 

incident, injury or condition, brief description  of events, adult witnesses, any anticipated 

treatment or outcome. 

 Injuries or illness to educators and any visitors to the Centre must be recorded on an 

Educator/Employee Injury/Accident/Illness Record. 

 Educators will record all incidents with the potential to cause injury or illness on a Hazard 

Report. 

 The OSHC Management Sub-Committee, through consultation with the Coordinator, will  

ensure  any  records  required  to  be kept in compliance with OH&S legislation and 

regulations will be maintained as appropriate. 
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Manual Handling 

Manual handling and lifting form an integral part of work The Service. Manual handling means 

any activity requiring the use of force exerted by a person to lift, lower, push, pull, carry or 

otherwise move, hold or restrain any people, animals or objects. Ways to reduce the risk of 

injury should be followed including: 

 
 Identifying potential hazards e.g. heavy or long pieces of equipment, high or low shelves, 

unpredictable actions of children etc. and assessing the risk of each hazard e.g. how often is 

the equipment used? How awkward is it to carry? Which children may become distressed or 

angry? Etc 

 Whenever an educator/staff member has to lift they should: 

o Bend knees and tuck in bottom; 

o Keep back straight; 

o Keep load close to the body; and 

o Avoid twisting the body as they lift. 

 Heavy or awkward equipment should preferably be moved when children are not around. 

 

Worker’s compensation and rehabilitation 

 The OSHC Management Sub-Committee will ensure that appropriate workers 

compensation cover is available to all employees of the Service, and that employees 

understand the importance of reporting injuries or illness which occurs during the course 

of their work.   

 Educators will be informed about the time deadlines for completing workers compensation 

forms, and be provided with information about what can be compensated. 

 The Coordinator will ensure that injured employees are provided with appropriate 

rehabilitation and health care services and that a flexible rehabilitation program is 

implemented in the service until they are fully recovered. 

 

 

 

 

Specific Hazards 

 

Work Safe identifies some of the common hazardous tasks in the children’s services sector as: 

Working at low levels Awkward postures, tripping or falling due to 

sitting on children’s furniture or the floor. 
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Moving equipment Lifting, moving, carrying, pushing or pulling 

heavy or awkward indoor and outdoor play 

equipment. 

 

Storing supplies and equipment Tripping, falling or being hit by falling objects due 

to overcrowded or poorly designed storage 

areas. Bending, lifting, twisting and using high or 

unexpected force to move heavy or awkward 

objects. 

 

 

Using office areas Awkward body postures due to poorly designed, 

cluttered or inappropriate office areas. Tripping, 

falling or being hit by falling objects due to 

poorly designed office areas. 

 

Maintaining indoor and outdoor areas Falling from height while standing on chairs and 

tables to display artwork. Tripping or falling over 

toys or on poorly maintained, uneven or wet 

floor surfaces. 

 

 

 

 

 

 

 

 

It is the personal responsibility of Educators, including students and volunteers to: 

 Comply with the OH&S policy and procedures and follow safe working practices in performing 

their duties, with due concern for the safety of their fellow employees, themselves, and others 

and to contribute to a safe working environment 

 To do everything possible to avoid accident or injury to themselves or to others, and to maintain 

the property and equipment entrusted to their care 
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 In addition, employees must not wilfully or recklessly interfere with or misuse safety equipment 

that is provided and they must not wilfully put at risk the health, safety, or welfare of others. 

 

 

Sources 

WorkSafe Victoria Children’s Services Occupational Health & Safety compliance kit; Victorian Work Cover 

Authority, October 2013 

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 

Practice template – Occupational Safety & Health. Accessed February 2013 from www.pscalliance.gov.au 

Business.gov.au – Occupational health and safety – topics for business – Retrieved September 2013 from 

www.business.gov.au 

Rowell, P – As safe as houses: Occupational Health and Safety in child care – extract from Putting Children First, 

the Newsletter of the National Childcare Accreditation Council – Issue 37, March 2011, Retreieved February 

2013 from www.acecqa.gov.au  

WorkSafe Advisory Service – phone 1800 136 089, or email info@worksafe.vic.gov.au  

Additional resources are available from WorkSafe Victoria www.worksafe.vic.gov.au  

 

Related Croydon Hills Primary School OSHC Service Policies, Procedures and Guidelines 

Policies Accident, Injury, Trauma & Administration of First Aid; Delivery & Collection of Children; 
Immunisation; Establishing a Protective Care Environment; Illness & Infection Control; Nutrition, 
Special Dietary Requirements, Food Safety & Hygiene;  Guiding Children’s Behaviour; Providing a 
Child Safe Environment; Dealing with Medial Conditions & Medication; Sun Smart; Payment of 
Wages & Conditions; Recruitment & Retention of Educators; Smoke-Free Environment; 
Supervision of Children; Establishing a Protective Care Environment; Missing Children; 
Emergency & Evacuation; Excursions; Dealing with Complaints; Independent Toileting & Nappy 
Changes; Communication with Families; Ongoing Professional Development 

Appendices Hazard Report; Accident Plan; Accident/Illness/Trauma Report for children, educators & visitors; 
Action Plans & Risk Minimisation Plans for Anaphylaxis/Asthma/Diabetes; Safety Checklist; 
Professional Development Plan;   

Guidelines The Service’s Occupational Health & Safety Handbook – available in the administration office 

 

 

 

 

 

Educational Equipment & Toys 

http://www.pscalliance.gov.au/
http://www.business.gov.au/
http://www.acecqa.gov.au/
mailto:info@worksafe.vic.gov.au
http://www.worksafe.vic.gov.au/
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Education & Care Services National Law Act 2010 (Vic) -  Section 3(2)(a)(b); 3(3)(a)(b)(c)(f); 167; 168 

Education & Care Services National Regulations (2011) – Regulations 73, 75, 103, 105, 115 & 122 

My Time, Our Place, Framework for School Age Care in Australia 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – 

Standards 3.1 & 3.2, Elements 1.1.1, 1.1.2, 1.2.1, 1.2.2, 1.2.3, 2.2.2, 2.3.1, 2.3.2 

Australian Standards for Equipment & Safety - Safe Equipment Guidelines 

Occupational Health & Safety Act 2004 - Providing a safe environment 

  

Policy Statement & Commitments 

 

Croydon Hills Primary School Outside School Hours Care Service (the Service) believes that children 

benefit from an environment that is focused on their individual interests, needs and abilities. 

Choosing equipment and toys that can be used in multiple ways allows the environment to be 

regularly and readily rearranged or adjusted to provide additional interest, variety and challenge. 

Children’s safety when using equipment is also of paramount importance.  

Appropriate play equipment and materials that facilitate a wide range of learning and leisure 

opportunities that are suitable for the developmental stages of each age group of enrolled children 

are provided to children at the Service. 

 

The Service is committed to: 

 Providing children with a safe environment that stimulates their interest when they can 

enjoy themselves and learn new things;  

 Ensuring that Equipment is culturally inclusive and appropriate suitable for different ages 

and stages of development where children are taught to care for things; and  

 Ensuring that equipment is easy to store, access and to maintain in a safe condition, 

appropriate to the learning programs being offered at  the Service, and that the price is 

within the budget. 

 

Procedures 

 All equipment and toys purchased will meet the Australian Standards and be appropriate to 

the developmental stages, interests and cultures of children at the Service. 

 All equipment will be maintained in accordance with  the Service’s Child Safe Environment 

Policy. 

 The equipment and material needed to facilitate learning and leisure opportunities for 
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children will be identified as part of the planning process and provided by  the Service for 

the delivery of the education and care program. 

 Specific equipment and other resources will be obtained to support the inclusion of children 

with additional needs. 

 Equipment that encourages and supports children’s physical activity will be readily available 

for children to use independently or in groups, in both spontaneous and planned activities.  

 The Service equipment must remain at the Service for all to use and must not be taken 

home.  Equipment taken from the Service can disrupt programmed activities when missing 

and many replacements are costly.   

 Children using play equipment will be supervised at all time to ensure their safety when 

using the equipment. Equipment that should only be used under supervision will be stored 

in the storeroom which can only be accessed with adult supervision. 

 How children use the equipment, the value of equipment in supporting children learning and 

development, and spontaneous play, will be assessed with the Service’s ongoing cycle of 

review and critical reflection. 

 Educators and the Coordinator will determined which equipment is more appropriate taking 

into account: 

o Previous assessments of equipment use; 

o Durability and ease of maintenance; 

o Benefit to the children’s program. 

o Flexibility to create interesting and challenging environments for children; 

o Cultural value; 

o Opportunities for children to use the equipment in a variety of ways; 

o Ability to stimulate children’s curiosity; 

o Ability to encourage children to explore, discover and experiment;  

o Cost. 

 The OSHC Management Sub-Committee will determine an amount each year based on 

budget provisions for each room and seek Educator’s input on compiling an existing 

resources inventory and a prioritized list if items of equipment to be purchase within the 

amount offered by the OSHC Management Sub-Committee.  

 Families are invited to provide information about their toys their children enjoy at home at 

the time of their enrolment and through continuous conversation with educators. 

 An up-to-date inventory of toys and equipment is kept in the office at the Service, 

maintained by the Coordinator. 

 The Coordinator is responsible for the purchase of new items and equipment. 

o The Coordinator will consult with other educators regarding the equipment 
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requirements of the Service 

o The Coordinator will gain written approval from the School Principal for any 

purchases over $500. The Principal will consider the budget through consultation 

with the Coordinator before approving purchases. 

o When large/expensive items are requested, the OSHC Management Sub-Committee 

will determine the Service’s budget limitations with consultation with the 

Coordinator. 

o Written approval will be filed in the OSHC financial records. 

 The Service may accept donations of furniture, equipment and toys for children, through 

consultation with the Coordinator. 

 

Special equipment for the inclusion of children with physical support needs 

Ballarat Health Services –Specialist Equipment Library (SEL) provides equipment for loan to child care 

services, building on their capacity to include children with high physical support needs. 

The SEL is staffed by experienced equipment specialists from Ballarat Health Services who assist with 

the selection of equipment, provide professional advice, and in conjunction with the child's 

therapist, monitor the ongoing suitability and safety of equipment on loan.  

Eligible Victorian child care services (as defined in the Inclusion and Professional Support Program 

Guidelines) which include a child with a diagnosed disability and have identified the need for 

specialist equipment through a Service Support Plan (SSP), may borrow specialist equipment. 

This might include equipment to: 

 Provide access to the environment (portable ramps); 

 Position a child to allow participation (seating, adjustable tables, standing frames, positioning 

equipment); 

 Provide play experiences (switch toys, adapted bikes, swings); or 

 Allow educators to safely lift, toilet and change a child. 

 

Safety Guidelines, components sheets and manufacturers manuals accompany most pieces of 

equipment provided to child care services through SWEP’s Specialist Equipment Library Program. 

Specialist equipment may be provided from the existing pool of equipment, or if it is not available in 

the pool, SWEP will purchase the required equipment. 

The equipment includes items which would not usually be found in an ECEC and must have the 

purpose of facilitating a child’s inclusion into a child care service and may: 

The State Wide Equipment Program (SWEP) is funded through the Australian Government 

Department of Education, Employment and Workplace Relations (DEEWR), Office of Early Childhood 

Intervention and Childcare, and manages the Specialist Equipment pool on behalf of the Professional 

Support Co-ordinator, Gowrie Victoria. 
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Phone: 1300 747 937 (between 8.30 and 5pm Monday to Friday) 

Website: http://swep.bhs.org.au/specialist-equipment-library  

Email: swep@bhs.org.au  

 

 

Sources 

SAI Global – Portal for buying Australian Standards – Retrieved 16 June 2012, from 

http://infostore.saiglobal.com/store2/ 

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: 

Policies in Practice template – Equipment & Toys. Accessed February 2012 from 

www.pscalliance.gov.au   

Ballarat Health Services - http://swep.bhs.org.au  

KidSafe http://www.kidsafevic.com.au/  

 

 

Related Croydon Hills PS OSHC Service Policies, Procedures and Guidelines 

Policies Superhero Play; Children’s Personal Items from Home; Providing a Child Safe 

Environment; Occupational Health & Safety; Supervision of Children; Program 

Planning;  

Appendices Daily Safety Checklist  

 

 

 

 

 

Providing a Child Safe Environment 

Education & Care Services National Law Act Vic. (2010) – Sections  

http://swep.bhs.org.au/specialist-equipment-library
mailto:swep@bhs.org.au
http://www.pscalliance.gov.au/
http://swep.bhs.org.au/
http://www.kidsafevic.com.au/
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Education & Care Services National Regulations (2011) – Part 4.2, 4.3 & 4.4; Regulations 158, 160, 161, 162, 

165, 166 & 168 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Standards 2.1, 

2.2 & 2.3; Elements 3.1.2, 4.1.1, 6.2.2, 7.1. &, 7.3.3 

Victorian Early Years Learning & Development Framework (2009) 

Victorian Child Wellbeing & Safety Act (2005) – Part 2: Principles for Children 

Occupational Health & Safety Act Vic (2004) 

Building Code of Australia  

  

Policy Statement & Commitments 

Croydon Hills Primary School Outside School Hours Care Service (the Service) aims to provide and 

maintain a healthy and safe environment in which children may play in and explore their world free 

from harm.  

The Service will protect the health and safety of children and every person who enters the Service’s 

premises or uses the Service’s equipment by keeping informed about and complying with relevant 

legislation including the Occupational Health and Safety Act 2004 and the Education and Care 

Services National Law Act 2010.  

The Service in committed to:  

 Providing children with a safe and healthy environment in which they can play and 

learn; 

 Reassuring families that health and safety standards are maintained at the Service and 

their children’s health and safety is assured; 

 Providing educators with a safe and healthy environment in which they can provide 

experiences for children with the appropriate allocation of resources to maintain a safe 

and healthy environment; and  

 Minimizing legal liability of School Council by ensuring health and safety issues are 

brought to their attention through the OSHC Management Sub-Committee 

 

The School Council, through the OSHC Management Sub-Committee, ensures that appropriate codes 

of practices, standards and recommendations from recognised authorities are followed at the 

Service to protect everyone from harm, injury, illness or abuse, as detailed in the procedures below. 

 

Supervision Procedures 

 Educators and families reinforce with children the importance of staying within the 

boundaries of the Service area and School grounds. 
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 Educators ensure that all play areas are adequately supervised at all times in a manner 

that is sufficient to ensure the safety and wellbeing of the children appropriate to their 

stage of development. 

 

Maintenance of buildings, equipment and outdoor area Procedures 

 A maintenance register is maintained to record and track the maintenance of buildings 

and equipment and monitor the effectiveness of safety checks. This is kept in the 

School administration office. 

 Educators complete a Daily Safety Checklist to assess the safety of all areas at the 

Service. This is kept in the administration office. 

 The Service will comply with the Education and Care Services National Regulations 

2011 in regard to the provision of: 

o Premises, furniture and equipment to be safe, clean and in good repair. 

o Indoor space requirements. 

o Outdoor space requirements. 

o Ventilation and natural light. 

o Toilet and hygiene facilities. 

o Food and beverage storage and handling facilities. 

o Furniture, materials and equipment. 

o Fencing and security. 

o Administrative space. 

o Visibility. 

o Outdoor space and natural environment. 

o Shaded outdoor space. 

 All heating and cooling systems used at the Service will meet the requirements of the 

Occupational Health and Safety Act 2004. 

 All requirements for electrical installations set down in AS/NAS 3000:2007 Electrical 

Installations (known as the Australia New Zealand Wiring Rules) will be met. Power points 

will be to an approved safety standard and will be out of reach to children, or if within reach, 

will be fitted with approved safety shutters or with an earth leakage circuit breaker. 

 Electrical appliances and chords will be kept out of reach of children. 

 Wall mounted fans will have blade guards fitted in accordance with manufacturer’s 

instructions. Wall and ceiling fans will not be operated whilst children are present if their 

pose a hazard to children. Free standing fans will only be used in areas not used as rooms to 

provide education and care to children in, such as the administration office. Educators will 

ensure that any free standing fans are located so that children are adequately protected 

from inadvertent physical contact with the blades. 
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 The Service will meet standards for window glazing in public buildings set down in the 

Building Code of Australia and will ensure that windows when opened do not create a 

hazard to children. 

 The Service ensures that hot water taps to which a child has access will be 

thermostatically controlled at less than 42oC, or will be fitted with a device which 

prevents the operation of the tap by a child. 

 

Equipment Safety Procedures 

 The equipment and toys purchased at the Service will meet Australian Standards for safety. 

 The Australian Standards relating to the construction and installation of fixed and 

temporary outdoor play equipment will be adhered to, to ensure children’s safety when 

using play equipment. This includes the types of materials and installation requirements 

used for outdoor surfaces.  

 The School Council, the Coordinator and the Educators at the Service will ensure that 

outdoor play equipment does not pose a hazard to children because of its design, 

manufacture, installation or use, and soft fall surfaces are provided under and around any 

outdoor play equipment from which there is reasonable likelihood of a child falling because 

of the equipment’s design or the manner in which it is used. 

 Educators will check the surfaces under and around outdoor play equipment on a daily basis 

to ensure it is adequate and evenly spread. 

 Educators will be diligent to ensure that all equipment and toys are kept in a thoroughly 

safe, clean and hygienic condition and in good repair at all times, and stored in a safe 

manner. 

 Educators who become aware of faulty or broken equipment will remove this equipment 

from use in the education and care program and advise the Coordinator of the need for the 

Service will ensure that adequate furniture is available to meet the physical and 

developmental needs of children attending. 

 The OSHC Management Sub-Committee will ensure that the Coordinator and the Educators 

at the Service have ready access to a telephone whenever children are being educated and 

cared for. 

 Sandpits will be covered at night and over weekends, and raked daily to dispose of any 

contaminants or potentially dangerous objects.  

 The outside playing area will be checked regularly for poisonous vegetation, to ensure that 

it is not accessible to children. 

 Children will be carefully introduces to new toys and pieces of equipment and taught how to 

use and care for them appropriately. 

 Children using play equipment will be supervised at all times. Equipment that should only 

be used under supervision will be stored in a safe place out of reach of children. 

 Wading or paddling pools will only be used under the direct supervision of an educator. 

When not in use, this equipment will be emptied and stored in such a manner that it cannot 
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collect water. Wading and paddling pools must be of a size that can be emptied by one 

person. 

 

Procedures for Storage of potentially dangerous products 

 Educators will be made aware of which products may post a danger to children at the 

Service and will do their best to minimize the use of these products without jeopardizing 

the hygiene of the children or themselves. 

 The Service will purchase and use less toxic products whenever possible. 

 The Service will maintain a register of all hazardous substances kept on the premises. 

This register is accessible from the administration office. 

 All potentially dangerous products will be clearly labeled and stored in their original 

labeled containers with the relevant Material Safety Data Sheet (MSDS) for that product, 

out of reach of all children, or unauthorized adults. Storage areas will be clearly labeled 

to assist relief educators. (See the Service’s policy on chemical storage). 

 All hazardous products are used in accordance with the manufacturer’s written 

instructions and specific workplace procedures, and dangerous chemicals are only used 

when children are not present at the Service premises. 

 First Aid Action Plans are developed for each hazardous product kept on the education 

and care premises. 

 Flammable materials are stored separately from anything that constitutes or is likely to 

constitute a fire hazard. 

 Educators discuss the dangers of certain products with children 

 

Procedures for the Protection of visitors 

Visitors may be present at the Service from time to time and will have their safety assured whilst on 

the premises through the following procedures: 

 The Service will require visitors to report on arrival to the Coordinator, or the 

nominated responsible person present if the Coordinator is not on the premises. 

 The Coordinator or Nominated Supervisor will be aware of where visitors are at all 

times. 

 Visitors will be restricted from any hazardous areas. 

 Educators will be inducted on safety issues concerning visitors. 

 Visitors will be inducted about hazards on the premises, if any. 

 

Related Croydon Hills PS OSHC Service Policies, Procedures & Guidelines 

Policies Establishing a Protective Care Environment; Occupational Health & Safety; Communication with 
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Families; Interactions with Children; Supervision of Children; Expectations of Educators; 

Chemical Storage; Environmental Protection and Care & Sustainable Practices; Missing Children; 

Program Planning; Excursions & Routine Outings; Emergency & Evacuation; Independent 

Toileting & Nappy Changes; Dealing with Illness, Infection, Trauma & the Administration of First 

Aid; Educational Equipment & Toys; Dealing with Complains; Water Safety; 

Appendices Daily Safety Checklist; Hazard Report; Accident/Illness/Trauma Report; 

Guidelines Croydon Hills Primary School Outside School Hours Care Service’s Occupational Health & Safety 

Handbook, and Emergency Management Manual – available in the administration office 

 

Sources 

Department of Education and Early Childhood Development. (2009). Victorian Early Years Learning and 
Development Framework: For all children from birth to eight years. Melbourne, VIC 

Safe Work Australia, Model Work Health and Safety Laws Fact Sheet, Retrieved July 2013 from 
www.safeworkaustralia.gov.au/AboutSafeWorkAustralia/WhatWeDo/Publications/Documents/553/ModelWo
rkHealthAndSafetyLawsFactSheet.pdf  

SAI Global, Portal for buying Australian Standards Retrieved July 2013 from 
www.infostore.saiglobal/com/store2/  

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 
Practice template- Maintenance of a Safe Environment. Accessed February 2013 from www.pscalliance.gov.au   

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 
Practice template- Establishing a Protective Environment. Accessed February 2013 from 
www.pscalliance.gov.au   

KidSafe www.kidsafevic.com.au  

 

 

 

 

 

 

Illness & Infectious Diseases in OSHC Policy 

Education & Care Service National Law Act Vic (2010) 0 Sections 2(2)(a) & 167(1)(2)(3) 

Education & Care Services National Regulations (2011) – Regulations 4, 85, 86, 87, 88, 95, 98, 99, 103, 106, 

http://www.safeworkaustralia.gov.au/AboutSafeWorkAustralia/WhatWeDo/Publications/Documents/553/ModelWorkHealthAndSafetyLawsFactSheet.pdf
http://www.safeworkaustralia.gov.au/AboutSafeWorkAustralia/WhatWeDo/Publications/Documents/553/ModelWorkHealthAndSafetyLawsFactSheet.pdf
http://www.infostore.saiglobal/com/store2/
http://www.pscalliance.gov.au/
http://www.pscalliance.gov.au/
http://www.kidsafevic.com.au/
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161, 162, 168(2)(b)(c)(d) & (m) 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Elements 2.1.1, 

2.1.4, 2.3.2, 4.1.1 & 7.3.3 

Occupational Health & Safety Act Vic. (2004) 

Public Health & Safety Wellbeing Regulations Vic (2009) – Schedule 7 

 

Policy Statement & Commitments 

 

Physical wellbeing contributes to children’s ability to concentrate, cooperate and learn. Croydon Hills 

Primary School Outside School Hours Care Service (the Service) operates to provide education and 

care for well children, and aims to ensure a healthy environment for all children, families and 

educators.  

The health and safety of all children is of major concern to educators, and families utilising the 

Service.  Since we do not have separate facilities for the care of sick children, families are asked 

not to send sick children to the Service.   

We are not able to provide the 1:1 care and support that a sick child requires to ensure their health 

and wellbeing, and we have the responsibility not to compromise the health, safety and wellbeing of 

other children and educators, as children that are unwell pose a risk of infection to other children 

and educators. More importantly, staff: child ratios prevent staff from providing the degree of 

individual care and comfort that a child deserves who is unwell. 

Children at the Service are risk of catching coughs and colds because of increased exposure to 

infections a mixed age group setting. The Service will therefore provide information to families 

about infection control requirements, including hygiene and respiratory etiquette. 

The Service acknowledges that medications contain potent chemical active agents which affect 

the body’s metabolism and should be treated with respect and care at all time and will   

encourage families to only use over the counter medications when directed to do so by their 

child’s doctor. 

 

 

 

The Service is committed to: 

 As far as practicable, providing a safe and healthy environment for all children, staff, and 

any other persons participating in the program. 

 Responding to the needs of the child if the child becomes ill whilst in attendance. 

 Ensuring safe and appropriate administration of medication in accordance with 

legislative requirements (see Croydon Hills PS OSHC Service’s “Dealing with medical 

conditions and administration of medication” policy). 
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 Providing up-to-date information for parents/guardians and educators regarding 

immunisation and the protection of all children from infectious diseases. 

 Complying with the exclusion requirements for infectious diseases cases and contacts 

set out in Schedule 7 of the Public Health and Wellbeing Regulations 2009. 

This policy documents our approach to the provision of a healthy environment, and to the 

implementation of effective infection control procedures to assist in the protection of all staff, 

children and families from, and minimise the potential risk of, illness and infectious disease.  

 

Responsibilities 

 

The Service implements this policy to ensure that: 

 Children are protected from infections and are supported to feel physically and 

emotionally well, and feel safe in the knowledge that their wellbeing and individual 

healthcare needs will be met when they are not well. 

 Families are kept informed about their child’s wellbeing whilst at the Service,  and can 

expect that educators will protect their child from unnecessary exposure to infection, 

and will care for their child should they become unwell whilst at the Service. 

 Educators are protected from infection and receive support to understand the issues 

regarding the care of children who are feeling unwell; maintain communication with 

families and support families to take responsibility for their child when they are sick; 

and be provided with information on childhood illness, communicable and notifiable 

diseases and vaccinations offered to educators at risk.  

 The OSHC Management Sub-Committee, through the auspices of the School Council will 

empower the Coordinator (and Educators at the Service) to take action when they 

suspect a child is not well enough to be in attendance at the Service, and support 

families to co-operate in keeping sick and infectious children away from the Service. 

 

To support the OSHC Service to actively implement this policy, families have a responsibility to 

ensure that:  

 Any child with a fever (higher than normal temperature) should be kept at home (or will 

be sent home) and is required to stay at home fever free for at least 24 hours. 

 A child who has been prescribed antibiotics for an acute illness should be kept at home 

for at least 24 hours.  

 A child who is vomiting is kept at home for 24 hours after the cessation of vomiting. 

 A child who is experiencing diarrhoea is kept at home for at least 24 hours after the 

cessation of diarrhea. 

 The medical permission included in the Enrolment Form is signed before care 

commences. This allows staff to seek medical, hospital or ambulance assistance for their 

child and the family will pay for that all costs connected with this treatment. 
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 The accident/illness report is signed after educators have informed them of the specific 

incident to demonstrate that they have been notified. 

 Additional Provisions  for families whose child/ren require antibiotics: 

o Antibiotics are prescribed to help combat an infection.  At times this infection 

may not be potentially harmful to others but in all instances of an infection, a 

child's immunity to other illnesses is lowered.   

o Children are required to be cared for away from the Service for the first 24 hours 

upon commencement of a course of antibiotics. This should occur unless the 

child fits the criteria for being `well’; AND the condition is not at significant risk 

of transmission.  Eg: urinary tract infections, otitis media (ear infections), 

prophylaxis (preventative) antibiotic use etc. 

 

Infectious Diseases Cases requiring exclusion periods from the Service include 

Amoebiasis (Entamoeba 

histolytica) 

Campylobacter 

Chickenpox 

Conjunctiveitis 

Diarrhoea 

Diptheria 

Hand, foot and mouth 

disease 

Haemophillius influenza 

type B (Hib) 

Hepatitis A 

Herpes 

Impetigo 

Influenza & Influenza type 

illnesses 

Leprosy 

Measles 

Meningitis (bacteria – other 

than meningococcal 

meningitis) 

Meningococcol infection 

Mumps 

Pertussis (whooping cough) 

Poliomyelitis 

Ringworm, scabies, 

pediculosis (head lice) 

Rubella (German measals) 

Salmonella, Shigella 

Severe Acute Respiratory 

Syndrome (SARS) 

Strptococcal infection 

(including scarlet fever) 

Tuberculosis 

Typhoid fever (including 

paratyphoid fever) 

Verotoxin producing 

Escherichia coli (VTEC) 

Worms (Interstinal) 

 

 

Identifying signs and symptoms of illness 

It is important to remember that educators are not health care professionals and are unable to 

diagnose an illness. However, educators are to be aware of symptoms which may indicate possible 

infection or serious medical illness or condition –The publication Staying Healthy in Child Care 

recommends the following things to look for: 

 Severe, persistent or prolonged coughing (child goes red or blue in the face, and makes a 

high-pitched croupy or whooping sound after coughing) 
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 Severe, Breathing trouble 

 Yellowish skin or eyes 

 Unusual spots or rashes 

 Patch of infected skin (crusty skin or discharging yellow area of skin) 

 Feverish appearance 

 Unusual behaviour (child is cranky or less active than usual, cries more than usual, 

seems uncomfortable or just seems unwell) 

 Frequent scratching of the scalp or skin 

 Sore throat or difficulty in swallowing 

 Headache, stiff neck 

 Loss of appetite 

 

Procedures for when an Educator feels that a child is unwell  

 Children who are unwell cannot be educated or cared for at the  Service, to safeguard 

the health of other children and educators. 

 A child who has any of the following symptoms cannot be admitted to the Service: 

o Discoloured ear, eye or nasal discharge; 

o An undiagnosed rash; 

o High temperature; 

o Infectious sores or diseases ( in this case children will need doctor’s clearance 

before readmission to the Service); 

o Vomiting and/or abnormally loose bowel actions for that child (exclude for 

24hours after last bout). The Service will contact the public health unit when 2 

or more children or educators present with a gastroenteritis illness at the same 

time. 

 To reduce the risk of spreading infection, children will not be accepted at the Service, 

or will be sent home from the Service if they display any of the symptoms listed above, 

and if the child is generally unwell and not coping with normal routine as determined 

by the Coordinator and/or Educators. 

 Children must stay at home for the recommended period of exclusion for infectious 

diseases cases and contacts as listed in Schedule 7 of the Public Health and Wellbeing 

Regulations 2009. 

 An educator will telephone the family and discuss their concerns. 

 The parent may opt to collect the child early. 

 The parent will be asked to collect the child if, in the Coordinator's judgment, the child is 

too ill to continue the session at the Service, or may be suffering an infectious disease. 
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 In the event that no parent can be contacted, the emergency contact person as listed on 

the child's enrolment form will be contacted. 

 Educators concerned will document details of signs and symptoms, observations and 

record of contact or attempted contact with the parents, in the Accident/Illness 

Record kept in the administration office. 

 When the parent arrives to collect the child, the parents must read and sign the 

Accident/Illness Record. 

 In the event that no contact can be made with either a parent or emergency contact 

person, it shall be the discretion of the Coordinator to seek medical attention.  In this 

case the listed doctor of the child shall be called in the first instance.  However, if the 

child's own doctor is unable to attend, the Coordinator shall have the direction to seek 

the attention of another doctor. 

 Educators will contact the parent/guardian of a child whom they suspect is displaying 

likely signs of an illness on the Exclusion Table and ask that the child be removed from 

the Service, and further require a diagnosis made by a Medical Practitioner, prior to the 

child returning.  

 The parents of the child shall be responsible for medical costs incurred. It shall be a 

condition of enrolment that parents sign the authority for the Coordinator to seek 

medical attention for their child on their behalf. 

 

Procedures for dealing with illness  

 A suitably equipped and labelled first aid kit (as recommended by the Department of 

Education and Early Childhood Development) is maintained in a readily accessible position, 

available for educators who hold first aid qualifications  

 Each suspected illness is assessed and appropriate first aid is applied as soon as practicable 

if applicable 

 Children are monitored and recorded for any further signs or symptoms of illness 

 Where a child requires further medical treatment the families will be contacted as soon as 

practicable 

 Where a child requires medical or hospital assistance the Department of Education and 

Early Childhood Development , as the regulatory authority, will be notified 

 All illnesses will be documented using the appropriate form provided 

 Families and the community will be notified of the occurrence of any infectious 

disease at the Service through a notice on the notice in the main entrance. 

 In the event of an outbreak of a communicable disease at the Service, educators, 

families, visitors, and the local public health unit will be notified immediately and in 

accordance with the National Health & Medical Research Council (NHMRC) 
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recommended notifiable diseases, to help minimise the number of people who become 

unwell. 

 

Procedures for dealing with infectious diseases 

 The Coordinator will ensure that the Exclusion Table is part of the family handbook, 

and is displayed at the Service. 

 Educators will adhere to the exclusion requirements for infectious diseases, as set out in 

the Exclusion Table. 

 The Service will notify families and the community of any outbreak of an infectious 

disease within the service. 

 Educators will request the parent/guardian to notify the Service if their child has an 

infectious disease. 

 The Service will keep the children’s enrolment records up-to-date; including the 

immunisation status of each child, by ensuring an enrolment form is completed EACH 

calendar year for every child. 

 Educators will ensure that hygiene is maintained at all times by personally practicing 

infection control procedures e.g. hand washing, disinfecting toys and equipment.  

 Children and contacts will be excluded from the Service when they have an infectious 

disease, in keeping with the recommended periods of exclusion outlined in the School 

Exclusion table. 

 Families are required to notify the service if their child has an infectious disease, and of 

their child’s immunisation status. 

 Families are also required to provide accurate and current information regarding the 

immunisation status of their child/children when they commence care and any 

subsequent changes while they are attending the Service. 

 

 

 

 

Procedures for dealing with High Temperature  

 If a child has a temperature of 37.2 degrees the child will be monitored and efforts will 

be made to reduce the temperature. Should the child’s temperature increase to 37.5-38 

degrees, families will be contacted to collect their child, or arrangements will be made 

for an ambulance if the child’s parent/guardian/authorised contact cannot collect the 

child. It should be kept in mind that if other symptoms are present then arranging the 

collection of the child earlier may be necessary. 
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 If a child has a temperature of 37.2 degrees and is also displaying signs of ill health such 

as drowsiness, paleness, breathing difficulty, less urine than usual or any of the 

symptoms listed on the exclusion criteria, the child’s paren’t/guardian/emergency 

contact will be notified and asked to collect the child from the service. 

 If the parent/guardian/emergency contact cannot be contacted to arrange collection of 

the child an ambulance will be called. While waiting for the ambulance the educators 

will take physical steps to try to reduce the child’s temperature such as: 

o Remove the child’s clothing as appropriate 

o Laying the child in a cool placer 

o Encouraging the child to drink cool water 

o The use of a cold/wet face washer 

 Over the counted medications will not be administered to children with a 

temperature as this may mask signs of serious illness. 

 

Procedures for dealing with Diarrhoea & Vomiting 

 

In comparison with normal stools, diarrhoea is defined by the Victorian Health Department as either 

an increase in the number of stools passed in a 24 hour period, or a decrease in their consistency.  

Diarrhoea can be a particular problem as it is infectious and generally difficult to control. Diarrhoea 

is not considered to have ceased until the rate of bowel actions has returned to normal for 24 hours 

and, after a normally formed stool is passed. 

 A child passing loose stools or suspected of being potentially infectious will be required 

to stay home for a minimum of 24 hours, or until after having passed a solid stool.  

 The parents of a child who is returned to the Service within 24 hours and who continues 

to pass loose stools may be asked to immediately remove the child the Service, and in 

this case the child must not be returned within 24 hours from the collection time. 

Vomiting is generally a sign of ill health. 

 If a child has vomited at home either the night before, overnight or in the morning, we 

request the child is cared for at home for 24 hours to ensure there are no further signs of 

illness.  

 

Procedures for Managing Staff Illness & Infectious Diseases 

 If an educator becomes ill whilst on duty, if circumstances allow, try to remain on duty until 

a reliever is in attendance and/or where there are sufficient educators to allow for correct 

child/educators ratios. 

 Educators must report any illness/infectious disease to the Coordinator as soon as possible. 
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 If the illness/infectious disease is of a serious nature, the Coordinator will arrange for 

medical attention for the educator.  

 Educators who are unwell should not attend the Service for duty.  To assist in the smooth 

running of the Service, educators are required to notify the Coordinator, giving as much 

notice as possible before the start of their shift, of their expected absence, and its likely 

duration. 

 Educators must notify the Coordinator of contagious illness so that children may be 

observed for early symptoms.  After exposure to contagious illnesses, educators must be 

aware of the incubation periods and monitor their health. 

 Educators will be excluded when they have an infectious disease in line with the 

recommended periods of exclusion in the School Exclusion table. 

 Educators with the symptoms listed below will not attend work or will be replaced and 

sent home if they start to display these symptoms while at work: 

o Discoloured ear, eye or nasal discharge; 

o An undiagnosed rash; 

o High temperature; 

o Infectious sores or diseases ( in this case children will need doctor’s clearance 

before readmission to the Service); 

o Vomiting and/or abnormally loose bowel actions for that educator. 

  If an  educator has a work-caused illness it will be notified to WorkSafe as required by 

the Occupational Health & Safety Act 2004. 
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Related Croydon Hills PS OSHC Policies, Procedures & Guidelines 

 

Policies Dealing with Medical Conditions and Medication; Administration of First Aid; Immunisations; 

Anaphylaxis; Asthma; Diabetes; Blood-borne viruses; Occupational Health & Safety Head Lice; 

Establishing a Protective Care Environment (Child Protection); Delivery & Collection of Children 

Appendices Minimum period of exclusion from primary schools and children’s services Outside School Hours 

Care Services for infectious diseases cases and contact; Enrolment Form, including health of 

child; Authority to Administer Medication; Authority to Collect; Illness & Accident Registers for 

Children and Educators;   

 

 

 

 

Sources 

Department of Health, Victoria, Australia, Minimum Period of Exclusion from Primary Schools and Children's 

Services Outside School Hours Care Services for Infectious Diseases Cases and Contacts (Public Health and 

Wellbeing Regulations 2009) Retriever February 2012 from www.health.vic.gov.au  

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 

Practice template- Health Hygiene & Infection Control. Accessed February 2012 from www.pscalliance.gov.au   

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 

Practice template - Ilness. Accessed February 2012 from www.pscalliance.gov.au   

National Health and Medical Research Council. (2005) Staying Healthy in Child care. Preventing infectious 

diseases in child care.. 4
th

 ed. 2005.  NHMRC Publications Unit. Available on line. 

http://www.nhmrc.gov.au/publications/synopses/_files/ch43.pdf 

Outside School Hours Care Service for Community Child Health.  Royal Children’s Hospital. Melbourne.  Child 

Care and Children’s Health. “Infection control and some common infections in young children.”  Vol 8 No 3 

May 2005. http://www.rch.org.au/emplibrary/ecconnections/CCH_Vol8_No3_May2005.pdf 

Department of Human Services.  Victorian Government Health information. Head lice – scratching for answers.  

Includes resources for newsletters and info for families, accessed February 2012 from 

http://www.health.vic.gov.au/headlice/resources_pages/childcare.htm 

 

 

 

 

 

 

 

 

http://www.health.vic.gov.au/
http://www.pscalliance.gov.au/
http://www.pscalliance.gov.au/
http://www.nhmrc.gov.au/publications/synopses/_files/ch43.pdf
http://www.rch.org.au/emplibrary/ecconnections/CCH_Vol8_No3_May2005.pdf
http://www.health.vic.gov.au/headlice/resources_pages/childcare.htm
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Medical Conditions & the Administration 

of Medication for Children Policy 

Education & Care Services National Law Act VIC (2010) Sections 167(1)(2)(3) & 175(1) 

Education & Care Services National Regulations (2011) – Regulations 4, 90, 91, 92, 93, 94, 95, 168(2)(d), 177, 

181, 183 & 184 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Standard 4.1; 

Elements 2.1.1, 2.1.4, 2.3.2 & 7.3.5 

Information Privacy Act VIC (2000) – Information Privacy Principles 

A New Tax System Act Cth. (2000) – Family Assistance Administration 

Privacy Act Cth. (1988) – national Privacy Principles 

Health Records Act Vic (2001) – Management of Private Health Information 

Disability Discrimination Act Cth (1992) – equal opportunity for people with diabilities 

Equal Opportunity Act Vic (2010) – protection against discrimination 

Victorian Charter of Human Rights & Responsibilities Vic. (2011)  

Occupational Health & Safety Act Vic (2004) 

Public Health & Wellbeing Regulations Vic (2009) – Immunisation & Exclusion  

 

Policy Statement & Commitments 

Families that utilise Croydon Hills Primary School Outside School Hours Care Service (the Service) 

place a high level of trust and responsibility on educators in the belief that, in their absence, their 

children will be kept safe and secure and their well-being protected. Families can expect that 

educators will act in the best interests of the children in their care at all times in meeting the 

children’s individual health care needs, maintaining continuity of medication for their children when 

the need arise, and providing information on  administering any medications according to policy 

requirements. 

The Service promotes all aspects of children’s health ensuring that their individual health 

requirements are met where possible, to ensure that Children are supported to feel physically and 
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emotionally well, and feel safe in the knowledge that their wellbeing and individual health care 

needs will be met when they are not well. 

 The Service is mindful of the fact that educators are nor qualified medical practitioners and will 

therefore never attempt to diagnose a child’s illness or decide on the dose of medication to be 

given. Educators will be provided with sufficient information and training regarding the 

administration of medication and other appropriate treatments to ensure their competence to 

perform their duties of employment and understanding their liabilities and duty of care 

requirements.  

Educators responsible for administering medications will be trained in the administration of 

medications and also know what first aid measures to take should an adverse reaction to the 

medication occur. Administering medication to a child is considered a high risk practice, and 

legislative requirements contained within the Education and Care Services National Law Act 2010 

(including the Education and Care Services National Regulations) are to be strictly adhered to by 

Croydon Hills Primary School Outside School Hours Care Service, including educators, students and 

volunteers. 

The Service committed to: 

 The management of medical conditions, including asthma, diabetes or a diagnosis that a 

child is at risk of anaphylaxis. 

  Informing the School Council/OSHC Management Sub-Committee, Educators (including 

student and volunteers), families and their children of the practices in relation to 

managing those medical conditions. 

 The requirements arising if a child enrolled at the Service has a specific health care need, 

allergy or relevant medical condition. 

Please note: Children under 6 years of age will not be administered medication to treat cough and 

cold symptoms, in accordance with the Therapeutic Goods Administration review of the safety and 

efficacy of registered over-the-counter cough and cold medicines (15 August 2012).  

 

Definitions 

Medication - medicine within the meaning of the Therapeutic Goods Act 1989 of the 

Commonwealth. 

Registered medical practitioner - a person registered under the Health Practitioner Regulation 

National Law to practice in the medical profession (other than as a student). 

Trained Educator – for the purposes of this policy, this refers to those educators who have received 

relevant professionally run training in the treatments or techniques required to administer 

medication, and hold first aid training, anaphylaxis management training, and emergency asthma 

management training qualifications approved by ACECQA, as prescribed in the Education and Care 

Services National Law Act 2010 in accordance with regulation 137 (1) (e).  
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Procedures for Dealing with medical Conditions 

Educators at Croydon Hills Primary School Outside School Hours Care Service are not medically 

trained and therefore cannot diagnose appropriate treatment.   

 

Consequently, educators will not perform the following: 

 

 Administer medications to children without written parental/guardian authority; 

 Administer nonprescribed medications that are required for more than one day 

without written medical authority; 

 Perform any treatments without first receiving appropriate professional training; 

 Provide education and care to children who require a care regime which uses medical 

procedures, before they are appropriately and professionally trained, and feel confident 

and comfortable with that training and the process for administering any required 

medication; 

 Provide education and care to a child with special health needs without a risk 

minimisation plan being completed on enrolment of the child; or 

 Accept a child for education and care without their prescribed medication. 

 

Whenever possible, medication should be administered by parents or guardians at home. However 

this will not always be feasible. Therefore to ensure children’s safety and welfare, the giving of 

medication at the Service will be strictly monitored. 

 Parents/guardians should consider whether their child who requires medication is well 

enough to be at the service, and to keep the child at home if unwell. 

 If children are receiving medication at home but not at the service, the parent/guardian 

should advise the educator of the nature of the medication and its purpose and any 

possible side effects it may have for the child. 

 Only prescribed medications or medications accompanied by an Action Plan or an 

explanatory letter from the child’s doctor will be administered by educators for any 

period longer than one day. Educators must be fully trained to all requirements 

contained within Action and Support Plans. 

 

The Service promotes all aspects of children’s health ensuring that their individual health 

requirements are met where possible, through implementing the following general service 

procedures with regard to dealing with the administration of medication, and dealing with medical 

conditions. 
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Training & Authority to Treat 

 

 Educators at the Service will complete First aid training, anaphylaxis management 

training, and emergency asthma management training qualifications as approved by the 

Australian Children’s Education and Care Quality Authority, as prescribed in the 

Education and Care Services National Law Act 2010 in accordance with regulation 137 

(1) (e). 

 Medication will only be administered by an educator who holds a current First Aid 

Certificate, who is trained (see definitions in this policy), and where the: 

o Conditions listed above are met, and 

o The parent/guardian has completed and signed an Authority to Administer 

Medication Form on the day on which the medication is to be administered. 

 In some circumstances where specific training is required in relation to medical 

procedures or medication administration, where an educator is prepared to undertake 

the training, any costs incurred will be borne by the child’s parent/guardian. 

 Where the Service cannot provide sufficient numbers of adequately and appropriately 

trained educators who feel comfortable and confident to perform medical procedures or 

administer medication to the child, it may be agreed that the parent will come to 

Croydon Hills Primary School Outside School Hours Care Service to administer the 

medication, or arrangements made for a health professional to attend the Service and 

administer the medication. Without one of these strategies in place, education and 

care at the Service will not be possible. 

 In accordance with regulation 93 of the Education and Care Services National 

Regulations,  the administration of medication to a child is authorised if an authorisation 

to administer the medication: 

o Is recorded in the medication record for that child;  

o In the case of an emergency, is given verbally by a parent or a person named in 

the child's enrolment record as authorised to consent to administration of 

medication; or  

o If a parent or person named in the enrolment record cannot reasonably be 

contacted in the circumstances, a registered medical practitioner or an 

emergency service.  

 

Procedures for Administration of Medications 

 

Refer the Service’s Anaphylaxis Policy, Asthma Policy & Diabetes Policy for information on how the 

risk of anaphylaxis, asthma and/or hyperglycemia will be minimised at the Service, and how the 

Service will respond to children at risk, including first aid, the administration of preventative or 

reliever medication including an adrenalin auto-injector, and contacting medical emergency services 

assistance. 
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 Families are required to fill out the Medication Record/ Authority to Administer 

Medication Form before educators will give any medication to a child.   

 A separate entry must be made in full if there are two or more medications to be given 

on the same day, including two doses of the same medication. 

 Parents/Guardians are responsible for verbally informing educators that medication is 

required during the day.   

 Educators cannot administer any medication that is not in its original container; does 

not have the child's name on it; or is past its use-by date.   

 As it is important for medication to be administered accurately, medication will only be 

given with written authority.  

 Any over the counter (OTC) medication must be labeled with the child's name, the date, 

the dosage; and time to be administered (See section on OTC’s).   

 To reduce/ prevent inappropriate use of medication, educators will only administer 

over-the-counter medication for one day in any one week unless a doctor's note is 

provided supporting the use of the medication. 

 Any consent received from a doctor must be updated each time it is required - that is, 

the note must be dated to coincide with the date the medication is required. 

 In the case of children who suffer a chronic condition, such as asthma, a general 

authority to administer medication, as required may be given.  It is the responsibility of 

the parents/guardians to inform educators of their child's condition and to ensure 

educators have a thorough understanding of the management of their child's condition.  

 Families are required to dispose of any empty medication containers and any out-of-

date medication. 

 Before medication is given to a child the trained educator will verify the correct dosage 

and child with another educator known to the child. 

 After giving the medication the educator will complete the following details on the 

Authority to Administer Medication Form: date, time, dosage, medication given, 

person who administered, person who verified, and  signed by both educators 

 For each child being educated and cared for to whom medication is or is to be 

administered, the details to be recorded are— 

o The name of the child; 

o The authorisation to administer medication (including, if applicable, self-

administration), signed by a parent or a person named in the child's enrolment 

record as authorised to consent to administration of medication; 

o The name of the medication to be administered;  

o The time and date the medication was last administered;  

o The time and date, or the circumstances under which, the medication should be 

next administered;  

o The dosage of the medication to be administered;  

o The manner in which the medication is to be administered; 
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o If the medication is administered to the child—  

 the dosage that was administered; and  

 the manner in which the medication was administered; and  

 the time and date the medication was administered; and  

 the name and signature of the educator who administered the 

medication; and  

 the name and signature of the educator who checked the identity of the 

child, the dosage and administration.  

 Medication will NEVER be put into a child’s drink bottle. 

 Where the medication requires administration via other than an oral route or external 

application, those educators who have a current First Aid Certificate and have received 

specific instruction from a health care professional, will administer the medication. 

 See the Service’s Anaphylaxis Policy, Asthma Policy, and Diabetes Policy for information 

on how the risk of anaphylaxis, asthma and hypoglycaemia will be minimized at the 

Service, and how the Service will respond to children at risk, including first aid and the 

administration of an adrenaline auto-injector, insulin, and/or asthma reliever 

medication, including what to do in case of emergency. 

 Other medical conditions and on-going medication for the prevention and/or treatment 

of other medical conditions that fall outside of this policy and other special conditions 

policies will be dealt with as the need arises on a case by case basis, informing the 

review/development of relevant policies and procedures.  

 

Procedures for Children with Special Health Needs 

 

Refer to the Service’s Anaphylaxis Policy, Asthma Policy & Diabetes Policy for information on how 

the risk of anaphylaxis, asthma and/or hyperglycemia will be minimised at the Service, and how the 

Service will respond to children at risk, including first aid, the administration of preventative or 

reliever medication including an adrenalin auto-injector, and contacting medical emergency services 

assistance 

 On application for enrolment families will be required to complete full details about 

their child’s medical needs. The Service will assess whether educators are appropriately 

trained to manage the child’s special health needs at that time. 

 Where children require medication or have special medical needs for long term 

conditions or complaints, the child’s doctor or allied health professional and 

parent/guardian must complete a Special Health Needs Support Plan and/or an 

Emergency Action Plan. Such a plan will detail the child’s special health support needs 

including administration of medication and other actions required to manage the child’s 

condition. 

 The Coordinator will also consult with the child’s family to develop a risk minimisation 

plan. This plan will assess the risks relating to the child’s specific health care needs, 



Croydon Hills Primary School Outside School Hours Care Service: 
Policies and Procedures Manual 

83 

 

November 2013 V1 
 

allergy or medical condition; any requirements for safe handling, preparation and 

consumption of food; notification procedures that inform other families about allergens 

that pose a risk; procedures for ensuring educators/students/volunteers can identify 

the child, their medication and Emergency Action Plan. 

 Children with specific medical needs must be reassessed in regard to the child’s needs 

and the Service’s continuing ability to manage the child’s special needs, on a regular 

basis, depending on the specific child’s medical condition. 

 If a child’s medical, physical, emotional or cognitive state changes the family will need to 

complete a new Special Health Needs Support Plan and the Care Service will re-assess 

its ability to care for the child, including whether educators are appropriately trained to 

manage the child’s ongoing special needs. 

 The family will be provided with a copy of the Service’s Dealing with Medical 

Conditions & Medication policy (this policy) on enrolment or when their child is first 

diagnosed with a specific health need or other medical condition.  

 If an Enrolled child with special health needs presents for a session of care at the service 

without their medication, they will not be accepted until their prescribed medication is 

available. 

 

Planning to support children’s health needs 

Refer to the Service’s Anaphylaxis Policy, Asthma Policy & Diabetes Policy for information on how 

the risk of anaphylaxis, asthma and/or hyperglycemia will be minimised at the Service, and how the  

Service will respond to children at risk, including first aid, the administration of preventative or 

reliever medication including an adrenalin auto-injector, and contacting medical emergency services 

assistance 

Medical Management Plans are required if a child enrolled at the Service has a specific health 

care need, allergy or relevant medical condition. This involves: 

 Requiring a parent of the child to provide a medical management plan for the child; and  

 Requiring the medical management plan to be followed in the event of an incident 

relating to the child's specific health care need, allergy or relevant medical condition;  

 

Risk Minimisation Plans are required to be developed in consultation with the parents of a 

child: 

 To ensure that the risks relating to the child's specific health care need, allergy or 

relevant medical condition are assessed and minimised;  

 If relevant, to ensure that practices and procedures in relation to the safe handling, 

preparation, consumption and service of food are developed and implemented;   

 If relevant, to ensure that practices and procedures to ensure that the parents are 

notified of any known allergens that pose a risk to a child and strategies for minimising 

the risk are developed and implemented;  
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 To ensure that practices and procedures ensuring that all educators members and 

volunteers can identify the child, the child's medical management plan and the location 

of the child's medication are developed and implemented; and  

 If relevant, to ensure that practices and procedures ensuring that the child does not 

attend the service without medication prescribed by the child's medical practitioner in 

relation to the child's specific health care need, allergy or relevant medical condition are 

developed and implemented.  

 

Communication plans are developed and maintained by the Service: 

 To ensure that relevant educators members and volunteers are informed about the 

medical conditions policy and the medical management plan and risk minimisation plan 

for the child; and 

 A child's parent can communicate any changes to the medical management plan and risk 

minimisation plan for the child, setting out how that communication can occur. 

 

Procedures for the Storage of Medication 

 

 Medication must be given directly to the Coordinator and not left in the child’s bag. 

 All prescribed medications must have the original pharmacist’s dispensing label, or 

details provided by the doctor giving the child’s name, name of medication, dosage, 

frequency and way it is to be administered, date of dispensing and expiry date. 

 All medication will be stored safely out of reach of children, but readily accessible to 

authorised educators/educators, and in accordance with the medication requirements 

e.g. refrigeration 

 Families are required to alert educators of their child’s medication requirement and give 

the medication to an educator on arrival to Before School Care. 

 Under no circumstances is medication to be left in a child's bag. 

 In circumstances where the child’s medication is stored within the school 

(classroom/administration office) for medication administration during school hours, 

the child will collect their medication from the School office and give it to an educator on 

arrival to After School Care. 

 

Multiple medications 

 

 Where a child is unwell to the point of needing more than one medication, that child will 

be deemed unfit for attendance at Croydon Hills Primary School Outside School Hours 

Care Service, unless a Doctor’s Clearance Certificate Form stating the child as “fit for 

attendance at Croydon Hills Primary School Outside School Hours Care Service, and will 

not jeopardise the health of other children or educators”, is provided. 
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 Children on regular medication for chronic conditions e.g. insulin, anti-epileptic 

medication, adrenaline auto- injector etc. may be prescribed more than one medication 

and be deemed as fit for attendance at the Service. 

 

Antibiotics 

Antibiotics are prescribed to help combat an infection.  At times this infection may not be 

potentially harmful to others but in all instances of an infection, a child's immunity to other 

illnesses is lowered.   

 

 Children are required to be cared for away from the Service for the first 24 hours upon 

commencement of a course of antibiotics.  

 This should occur unless the child fits the criteria for being `well’; AND the condition is 

not at significant risk of transmission.  E.g.: urinary tract infections, otitis media (ear 

infections), prophylaxis (preventative) antibiotic use etc. 

 

Non-prescribed medications; Over the Counter medications (OTCs) 

 

 Children under 6 years of age will not be administered medication to treat cough and 

cold symptoms, in accordance with the Therapeutic Goods Administration review of the 

safety and efficacy of registered over-the-counter cough and cold medicines (15 August 

2012). 

 Non prescribed medications (other than those applications listed on the enrolment 

form) that are authorised by the child’s parent/guardian  and are applicable to the 

child’s age, in the original packaging with clear dosage instructions, and within the 

expiry date of the medication, will be administered for one day only per week. 

 If a child needs medication for a longer period, the parent/guardian must take their 

child to the doctor to obtain prescribed medication or the doctor’s letter confirming that 

the over the counter medicine can continue to be administered for a specified length of 

time.  

 

Application of Ointments or Creams 

 

 The Service provides a list to families during enrolment of the brands of ointments, 

creams and applications used at the service, such as sun screen, insect repellent, 

antiseptic cream, band aids etc., provided for first aid, or to offer protection from the sun 

or biting insects. 

 When choosing ointments, creams and applications for use at the Service, every attempt 

will be made to choose a product that is appropriate to the age of the children, and 

contains no additives that may cause allergic reactions in some children. The advice of a 

pharmacist will be sought where necessary. 

 At enrolment families will be required to confirm that to their knowledge their child is 

not allergic to the service’s brands, and to sign their consent that these preparations can 
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be applied to their child, or may opt to provide the service with an alternative brand for 

their child’s use. Whenever a family provides their own brand the parent/guardian will 

be required to complete and sign an Authority to Administer on the day on which the 

medication is to be administered. 

 Educators will not apply ointments, creams or applications to children whose 

parents/guardians have not provided written consent. 

 Other creams or ointments not listed by the service as being regularly applied to 

children, must be detailed on an Authority to Administer Medications Form, and will 

only be applied by educators for one day within the week, unless prescribed by the 

child’s doctor. 

 

Related Croydon Hills Primary School OSHC Service Policies, procedures and guidelines 

Policies Enrolment, Orientation & Custody Arrangements; Administrating of First Aid; Anaphylaxis; 

Asthma; Blood-borne viruses; Diabetes, Emergency & Evacuation; Illness & Infection; 

Immunisation; Nutrition, Food & Beverages, Dietary Requirements & Food Allergies; 

Occupational Health & Safety; Chemical Storage; Providing a Child Safe Environment; Excursions 

& Routine Outings; Rest & Sleep; Health of Educators; SunSmart; Supervision of Children  

Appendices Authority to Administer Medication; Communication Plan;  Doctors Clearance Certificate Form; 

Emergency Action Plan; Enrolment Form, including health of the child; Risk Minimisation Plans; 

First Aid Cabinet Checklist; CPR Flow Chart; Ambulance Contact Card; Orientating Checklist, 

including Anaphylaxis, Asthma & Diabetes;  

 

 

Sources 

National Health and Medical Research Council – Staying Healthy in Child Care – 4
th

 Edition 2005 – Retrieved 

February 2012, from http://www.nhmrc.gov.au/_files_nhmrc/file/publications/synopses/ch43.pdf 

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 

Practice template – Medication & Medial Conditions. Accessed February 2012 from www.pscalliance.gov.au  

 

 

 

 

 

 

http://www.pscalliance.gov.au/


Croydon Hills Primary School Outside School Hours Care Service: 
Policies and Procedures Manual 

87 

 

November 2013 V1 
 

 

Acceptance & Refusal of Authorisations 

Education & Care Services National Regulations (2011) – Regulations 93, 94, 99, 102, 158, 158, 168 (2)(m), 170, 

171, 172, 181 

Victorian Occupational Health & Safety Act (2004) – Providing a Safe environment 

Victorian Child Wellbeing & Safety Act (2005) – Part 2: Principles for Children 

 

Policy Statement & Commitments 

In some circumstances, Croydon Hills Primary School Outside School Hours Care Service (the Service) 

may require additional written authorisation from parents and/or authorised adults in relation to 

specific items or instances which are not or cannot be addressed during enrolment, In some 

circumstances, authorisations may be refused. The Service exercises the right of refusal if written or 

verbal authorisations to do not comply with the Service’s policies. 

The Service is committed to ensuring that educators and families are provided with clear 

information about the legal requirements to: 

 Obtain authorisation from families and authorised adults in some circumstances,  

 When or why these authorisations might be refused, and  

 What educators and families need to do for administration purposes.  

 

Authorisation Procedures 

 The Service will ensure that any documentation provided to families regarding 

authorisations required under the Education and Care Services National Law always 

includes the name of the child, date of affect, and Signature of the child’s parent/guardian or 

authorized person in connection with those identified on the child’s enrolment form for 

certain purposes. 

 These authorisations, and any other personal and/or health information will only be 

disclosed to whom the enrolling parent/guardian authorises the Service to disclose 

information to. 

 Additional authorisations will be sought by the Service in relation to the administration of 

medication, children leaving the premises with someone other than their parent/guardian, 

and for children to be taken on excursions. 

 The Service require written authorisation from parents for particular instances where there 

may be risk associated. Families singing the enrolment form upon provide consent for these 
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items, which includes a declaration of: 

o Any person authorised to consent to medical treatment or to authorise 

administration of medication to the child; 

o Authority to administer prescribed medication in accordance with any medical 

management plan such as anaphylaxis/asthma/diabetic management or risk 

minimization; 

o  Authorisation for  the Service to seek medical treatment for the child from a 

registered medical practitioner, hospital or ambulance service, and 

transportation of the child by an ambulance service;  

o Authorisation for any person nominated by the parent to collect the child from 

the service;  

o Any person authorised to give approval for an educator to take the child out of 

the service;  

o Authorisation for the Service to take the child on regular outings; 

o Authority to access personal records; 

o Authority for the Service to take and display photo, videos etc;  

o Authority for the Service to apply sunscreen. 

 

Administration of Medication – Acceptance & Refusal of Authorisation 

The information below provides an overview of authorisations required in dealing with the 

administration of medication. Educators and families are asked to refer to  theService’s Dealing with 

medical conditions and Medication Policy for detailed information on the administration of 

medication.  

The following authorisations will be accepted for administering medication to children (r.93); 

 The parent/guardian has completed and signed an ‘Authority to Administer or Self 

Administer Medication Form’ on the day on which the medication is to be administered. 

 Prescribed medications or medications accompanied by an Emergency Action Plan a 

Special Health Needs Support Plan or an explanatory letter from the child’s doctor will be 

administered by educators for the specified period. 

 In the case of an emergency, is given verbally by a parent or a person named in the child's 

enrolment record as authorised to consent to administration of medication, or if a parent or 

person named in the enrolment record cannot reasonably be contacted in the 

circumstances, a registered medical practitioner or an emergency service 

 Despite regulation 93, medication may be administered to a child without authorization in 

case of an anaphylaxis or asthma emergency, in compliance with regulation 94.  
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The following authorisations are not acceptable: 

 Educators will not administer any medication where permission has not been authorized  

 The Service will not accept authorization from a parent who is prohibited by a court order 

from having contact with the child. 

 Educators will not administer medications to children without written parental/guardian 

authority where  the form is complete, signed and dated; 

 Educators will not administer non-prescribed medications that are required for more than 

one day without written medical authority; 

 Educators will not perform any treatments without first receiving appropriate professional 

training; 

 The Service will not provide education and care to children who require a care regime 

which uses medical procedures, before they are appropriately and professionally trained, 

and feel confident and comfortable with that training and the process for administering any 

required medication, even if the family asks them to do so and offers to train educators in 

using personal equipment; 

 The Service will not provide education and care to a child with special health needs without 

a risk minimisation plan being completed on enrolment of the child; 

 The Service will not accept a child for education and care without their prescribed 

medication. 

 Authorisation will not be accepted if ‘authority to administer medication’ form is 

incomplete, not dated, not signed, or completed dated and signed by someone other than an 

approved person authorized on the child’s enrolment form as being authorized to give 

permission for  the Service to administer medication. 

 

Children leaving the premises - Acceptance & Refusal of Authorisation 

The information below provides an overview of authorisations required for children leaving the 

service with someone other than their parent/guardian. Educators and families are asked to refer to  

theService’s Delivery and Collection of Children Policy for detailed information on the delivery and 

collection of children. 

The following authorisations will be accepted for collecting children from  the Service (regulation 

99); 

 The parent/guardian has completed and signed an ‘Authorisation to collect form’ for the 

day of which the person other than the child’s parent/guardian is authorised to collect the 

child. If this form cannot be completed, a letter from the parent/guardian on the day is 

required. 

 The signed and dated authorization to collect children form nominate an authorized person 

on the child’s enrolment form who has been previously been nominated by the parent to 

collect the child from the service 

 Any request from a family to authorize a person to collect their child from the service is 

subject to that person being over the age of 18yrs. 
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 If someone other than the enrolling parent/guardian arrives to collect the child, and the 

family have not provided the Service with an authorization to collect form for that day, the   

Coordinator will confirm that the authorized person has been named previously on the 

enrolment form and contact the enrolling parent/guardian to obtain their authorisation in 

writing via fax or email. If the authorised person is not known to the Service, the 

enrolling parent/guardian will be asked to provide a description of the person concerned, 

who will also be required to provide proof of their identity. In this instance, two educators 

will contact the Guardian, to listen to, discuss and document this verbal authority  

 In emergency situations, a child may be given into the care of a person or taken outside the 

premises because the child requires medical, hospital or ambulance care or treatment, or 

because of any other emergency. Under these circumstances, authorization on the child’s 

enrolment form for the Service to seek medical treatment for the child from a registered 

medical practitioner, hospital or ambulance service, and transportation of the child by an 

ambulance service will have been sought during enrolment. 

 

The following authorisations are not acceptable: 

 The Service will not accept authorization from a parent who is prohibited by a court order 

from having contact with the child. 

 Under no circumstance will a child be permitted to leave the Service unaccompanied by an 

authorized adult, even if the parent/guardian has requested the Service to allow this e.g. for 

the child to walk home etc. 

 Authorisation will not be accepted if ‘authorization to collect’ form (or in the absence of this 

form the accompanying letter from the parent/guardian) is incomplete, not dated, not 

signed, or completed, dated and/or signed by someone other than an approved person 

authorized on the child’s enrolment form as being authorized to collect the child on behalf of 

the family. 

 

Children being taken on excursions – Acceptance & Refusal of Authorisation 

The information below provides an overview of authorisations required for children to be taken on 

excursions or regular outings from Care Service as part of the education and care program provided. 

Educators and families are asked to refer to the Service’s Excursion Policy for detailed information 

on excursions. 

 

The following authorisations will be accepted for children to leave the premises (regulation 102) 

 The parent/guardian has completed and signed an ‘Excursion Permission form’ prior to the 

day of the excursion which includes emergency contact details particular to the day of the 

excursion for that child 

 If not the parent/guardian, an adult who is authorized to give approval for an educator to 

take the child out of the service has provided a completed and signed ‘Excursion 

Permission Form’ 

 For the purposes of regular outings, the parent/guardian has provided in the child’s 
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enrolment form an authorization for the Service to take the child on regular outings.  

 The parent/guardian has given approval for an educator to take their child out of the service 

which has been authorized in child’s enrolment form 

 

The following authorisations are not acceptable: 

 Educators will not take any child outside the premises on an excursion if written 

authorization has not been provided. Verbal permission will not be accepted unless under 

authorized instruction from the School Principal. 

  The Service will not accept authorization from a parent who is prohibited by a court order 

from having contact with the child. 

  The Service cannot utilize the authorization for the child to be taken on a routine outing in 

place of excursion permission.  

 Educators will not take children on excursions or routings outings if emergency contacts 

particular to the day of the event have not been provided, even if permission has been given 

and emergency contact are the same as enrolment.  

 Authorisation will not be accepted if forms are incomplete, not dated, not signed, or 

completed dated and signed by someone other than an approved person authorized on the 

child’s enrolment form as being authorized to give permission to the Service on behalf of the 

family to remove the child from the service. 

 

Related Croydon Hills Primary School OSHC Service Policies, Procedures and Guidelines 

Policies Dealing with Medical Conditions & Medication;  Excursions & Regular Outings; Delivery & 

Collection of Children; Record Management; Digital & Social Media 

Appendices Authority to administer medication; Enrolment forms; Authority to Collect; Authority to disclose 

personal information;  Information relating to Anaphylaxis & Asthma 
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Incident, Injury, Trauma & the Administration of 

First Aid Policy 

Education & Care Services National Law Act Vic (2010) 0 Sections 167(1)(2)(3) & 175(1) 

Education & Care Services National Regulations (2011) – Regulations 4, 12, 85, 86, 87, 88, 89, 90, 92, 93, 94, 

95, 169(2)(d), 1771, 181 & 183 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Standard 41, 

Elements 2.1.1, 2.1.4, 2.3.2, 2.3.3 & 7.4.5 

Information Privacy Act Vic. (2000) – Management of personal information 

A New Tax System Act Cth. (2000) – Family Assistance Administration 

Privacy Act Cth. (1988) – National Privacy Principles 

Disability Discrimination Act Cth. (1992) – Equal Opportunity for peoples with disabilities 

Equal Opportunity Act Vic. (2010) – Protection against discrimination 

Victorian Occupational Health & Safety Act (2004) – Providing a Safe environment 

Victorian Child Wellbeing & Safety Act (2005) – Part 2: Principles for Children 

Victorian Public Health & Wellbeing Act (2008) – Public Health & Wellbeing Regulations 

Victorian Charter of Human Rights & Responsibilities(2011) 

  

Policy Statement & Commitments 

All children, educators (including students and volunteers) contractors, and visitors to Croydon Hills 

Primary School Outside School Hours Care Service (the Service) have the right to a safe environment 

that is free from hazards that may cause harm.   

 

The Coordinator holds a current Level 2 First Aid Certificate. The Service will fund first aid training for 

all educators and ensure that it remains valid. All educators are encouraged to complete accredited 

first aid training.   
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The Service is committed to:  

 A duty of care to respond to accidents and emergencies that occur, which may include the 

administration of First Aid. 

 Ensuring that first aid is administered by trained educators.  

 Ensure that in the event of an accident, appropriate care including CPR will be applied by a 

trained educator. 

 Ensuring that a trained educator is on duty whenever the service is in operation. 

 

Procedures to ensure the administration of first aid by trained educators: 

Trained Educator – for the purposes of this policy, this refers to those educators who have received 

relevant professionally run training in the treatments or techniques required to administer 

medication, and hold first aid training, anaphylaxis management training, and emergency asthma 

management training qualifications approved by ACECQA, as prescribed in the Education and Care 

Services National Law Act 2010 in accordance with regulation 137 (1) (e).  

 At least one educator with a current approved first aid qualification that is appropriate 

to children will be on duty at the Service at all times children are on the premises. 

 At least one educator who has undertaken anaphylaxis management training will be on 

duty at the Service at all times children are on the premises. 

 At least one educator who has undertaken Emergency Asthma Management (EAM) 

training will be on duty at the Service at all times children are on the premises. 

 At least one fully equipped and properly maintained first aid kit will be kept at the 

Service. 

 The first aid box together with the trained educator in charge must also comply with the 

Occupational Health and Safety Act 2004. 

 A cold pack will be kept in the freezer for treatment of bruises and sprains. 

 A cold pack will be kept in the fridge for treatment of head injuries.  

 Each first aid kit will be checked regularly using the Service’s First Aid Box Checklist to 

ensure it is fully stocked, and that all medications are within the expiry date. 

 First aid will only be administered by qualified first aiders (trainer educators) in the 

event of minor accidents or to stabilize the victim until expert assistance arrives. 

 The OSHC Management Sub-Committee will ensure that adequate funds are allocated in 

each annual budget to ensure that educator's first aid qualifications and emergency 

asthma and anaphylaxis management training are updated as required. 

 

 

 

 

Procedures for Dealing with Incidents & Injuries: 
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Families are required to provide written authority (included in the enrolment form) for educators to 

seek medical attention for their child if required. When a minor accident occurs, educators who are 

qualified in first aid will follow the service’s Accident Plan to: 

 Assess the injury; 

 Attend to the injured child and apply first aid; 

 Check that no-one has come into contact with the injured child's blood/body fluids; 

 Require those who have to wash any contaminated areas in warm soapy water; 

 Clean up the spill using disposable gloves if bleeding/body fluids involved; 

 Contact the parent/guardian (depending on the nature of the injury). If the 

parent/guardian is not contacted at the time of the accident they will be informed about 

the incident when they arrive to collect their child; 

 Write full details about the incident and the treatment given on an 

Accident/Illness/Trauma Report Form, and require the parent/guardian/authorised 

person to sign this form to confirm their notification of the incident. 

 

When a serious accident which requires more than simple first aid treatment occurs at the Service, 

an educator who is qualified in first aid and CPR will: 

 assess the injury and report to the Coordinator that an ambulance should be called; 

 Provide the child's medical record for the ambulance officer; 

 Discuss with the Coordinator which educator will accompany the child in the 

ambulance; 

 Ensure that any contact with the injured child's blood or body fluids has been 

appropriately dealt with; 

 Complete a full report of the accident detailing the incident and the action taken, on an 

Accident/Illness/Trauma Report Form and require the parent/guardian to sign the 

form to confirm their notification of the incident. 

 The Coordinator will contact the child's parents/ guardians or emergency contact 

person to advise them of the incident and where they may meet their child from the 

ambulance. Every effort will be made not to panic the parent/guardian at this stage. 

 The Coordinator will endeavour to rearrange staffing, or where possible for emergency 

relief educators to attend the service, so that an educator known to the child can 

accompany the injured child in the ambulance where possible. The remaining children 

will be kept together until the emergency relief educator has arrived at the Service. 

 The Coordinator will contact the OSHC Management Sub-Committee/School Principle to 

inform them of the incident and steps taken. 

 

Procedures for dealing with trauma, serious injury and/or death,  
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If the tragedy of the death or serious injury of a child should occur whilst the child is at the Service, 

the Coordinator will: 

 Contact the School Principal to advise of the situation and request they notify the 

Victorian Government Department of Education and Early Childhood Development 

(DEECD)  and arrange for trauma counseling for all those who may need it. 

 In the event of a child’s death, contact the police, who should advise the child’s 

parents/guardians in person and assist them with transport to the service or hospital. 

 Contact the families of the other children to advise them of an emergency, and request 

they arrive to collect their children as soon as they are able. On arrival families will be 

advised about the serious injury/death of the child, and will be given information about 

trauma counseling for their child if needed. 

 Educators will comfort children and be aware that some children may have shock 

reactions to the incident. Educators will do all they can to ensure each child’s health and 

wellbeing, and will apply appropriate first aid in response to children’s shock reactions 

if required. 

 At the end of the day, hold a debriefing session with all educators and provide 

information about trauma counseling for those educators who feel they need it. 

 

After a death or serious incident at the service:  

 The Coordinator will notify the service's insurers and also provide them with a copy of 

the Accident/Illness/Trauma Report Form. 

 The Coordinator will notify DEECD of the death, or injury that results in a child being 

admitted into hospital, of an enrolled child during a care session, within one working 

day after the incident occurred. 

 All costs incurred in ensuring prompt medical attention for a child will be met by the 

parents/guardians. The Service will provide families with information on available 

insurance cover to insure against these and other accident related costs.  

 Accidents which result in death or serious injury to employees must be reported to 

WorkSafe. 

 Educators in each room maintain a register of accident/illness/trauma regarding that 

room, which is accessible to the Coordinator and OH&S Representative for evaluation. 

 The Coordinator and the OH&S Officer will be responsible for completing an evaluation 

of all the Accident/Illness/Trauma Reports which is discussed at educator/staff 

meetings, and presented to the School Council monthly. 

 

 

 

Procedures for Incident Reporting to the Regulatory Authority 
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The Department of Human Services revised Incident reporting instruction 2008, sets out the 

reporting requirements for incidents involving children in education and care services, 

compliant with the Education and Care Services National Law Act. 

Category one incidents are serious incidents that are required to be reported to the relevant 

DEECD executive officer, regional Coordinator or other nominated officer for the services by the 

organisation as soon as possible, within 24 hours of the incident occurring. They include: 

 The death of, or serious injury to a child. 

 The death of a child while being cared for or educated by the children's service. 

 Any incident involving an accident or injury or trauma to a child while being cared for or 

educated by the service requiring the attention of a registered medical practitioner or 

admission to a hospital. 

 Where a child appears to be missing or otherwise cannot be accounted for or appears to 

have been taken or removed from the service. 

 An allegation of sexual or physical assault of a child in a child care Outside School Hours Care 

Service. 

 A serious fire (involving death, serious injury, closure or significant damage to parts of a 

building or its contents). 

 Serious property damage, which poses a threat to the health and safety of staff or clients. 

 An event that has the potential to involve the Minister. 

 An event that has the potential to subject the department or funded organisation to high 

levels of public or legal scrutiny.

Category two incidents are reported as soon as possible, and within two working days, via an 

incident report form. Funded organisations must report all category two incidents to the DEECD 

children's services advisor or authorised officer. Category two incidents involve events that 

seriously threaten clients or staff, but are less serious than category one incidents and include: 

 An injury to a child for which the child receives treatment from a medical officer but is not 

admitted to hospital as an in-patient. 

 Minor assaults. 

 Serious threats of behaviour made against children or staff in a licensed children's service. 

 Incidents that have the potential to escalate to a category one.  
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Category three incidents are reported as soon as possible, and within two working days, via an 

incident reporting form. Category three incidents occur where normal work and routine is 

interrupted, but the significance of the incident does not extend beyond the workplace or 

facility. Category three incidents include those which have minor impact on clients, and can be 

dealt with by the facility or work unit. 

 

Related Croydon Hills PS OSHC Service Policies, procedures and guidelines 

Policies Dealing with Medical Conditions & Medication; Anaphylaxis; Asthma; Blood Borne Viruses; 

Chemical Storage; Diabetes; Emergency & Evacuation; Illness & Infections; Occupational Health 

& Safety; Personal Safety & Security; Providing a Child Safe Environment; Establishing a 

Protective Care Environment; Inclusion of Children with Additional Needs; Communication with 

Families; Recruitment & Retention of Educators; Supervision of Children;  

Appendices Position Descriptions; Authority to Administer Mediation; Enrolment Form; Authority to Disclose 

Personal Information; First Aid Box Checklist; Accident/Illness/Trauma Report Form; CPR Flow 

Chart; Anaphylaxis – Risk Minimisation Plan/Action Plan/Enrolment Checklist;  Asthma – Risk 

Minimisation Plan/Action Plan/Enrolment Checklist;  Diabetes – Risk Minimisation Plan/Action 

Plan/Enrolment Checklist;  Emergency Action Plan; Special Diet Record; Special Health needs 

Support Plan; Educator/Employee Injury/Accident/Illness Report Form; Hazard Report; 

Sunscreen application authority;  

 

Sources 

National Health and Medical Research Council – Staying Healthy in Child Care – 4
th

 Edition 2005 – Retrieved 

June 2012, from www.nhmrc.gov.au/_files_nhmrc/publications/attachments/ch43.pdf  

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 

Practice template – Accidnets, Emergencies & First Aid. Accessed February 2012 from www.pscalliance.gov.au   

John Ambulance – First Aid Fact Sheets – Retrieved June 2012, from www.stjohn.org.au  

KidSafe - http://www.kidsafe.com.au  . 

 

 

 

 

 

 

http://www.nhmrc.gov.au/_files_nhmrc/publications/attachments/ch43.pdf
http://www.pscalliance.gov.au/
http://www.stjohn.org.au/
http://www.kidsafe.com.au/
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Blood-Borne Viruses:  

HIV/AIDS & Hepatitis B/C 

Education & Care Services National Law Act 2010 (Vic) -  167 (1) (2) and (3), 175 (1) 

Education & Care Services National Regulations (2011) – Regulations 4, 90, 91, 95, 168, 177, 181, 

183 & 184 

My Time, Our Place, Framework for School Age Care in Australia 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – 

Standards 4.1, Elements 2.1.1, 2.1.4, 2.3.2, & 7.3.5 

Information Privacy Act 2000 (Vic) - Management of personal information 

A New Tax System Act 2000 (Cth.)- Family Assistance Administration 

Privacy Act 1988 (Cth.) - Information Privacy Principles 

Health Records Act 2001 (Vic) - Personal Information 

Disability Discrimination Act 1992 (Cth.) - Aims to ensure that people with disabilities have the 

same human rights as all members of the Australian community 

Equal Opportunity Act 2010 (Vic)- Covers discrimination in education, amongst other things. It 

does not assume everyone is the same and it does not mean treating everyone the same 

Victorian Charter of Human Rights & Responsibilities 2011- Sets out the rights, freedoms and 

responsibilities that are shared by all Victorians and protected by law. 

Occupational Health & Safety Act 2004 - Providing a safe environment 

Public Health & Wellbeing Regulations 2009 - Immunisation & Exclusion 

 

Policy Statement & Commitments  

Croydon Hills Primary School Outside School Hours Care Service (the Service) provides this 

policy for children, families and educators infected with a blood-borne virus with regard to 

participation and access to the Service, disclosures, infection control, confidentiality of records 

and anti-discrimination practices. 
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Participation and access to the Service and the management of blood-borne viruses is based on 

the following two principles: 

 People who are chronic carriers of either virus, but are otherwise healthy and who pose no 

risk of infection to other people, should not be treated any differently from any other 

worker or child.  (i.e., isolate the infectious organism, not the person). 

 

 People who are carriers have a responsibility to their fellow workers/children to act in 

ways that do not expose them to the risk of infection. 

 

No employee, prospective employee, family or child will be discriminated against on the 

grounds of having or assumed to have, HIV/AIDS or Hepatitis B, Hepatitis C or viral 

hemorrhagic fevers. There is no evidence that HIV/AIDS or Hepatitis B or Hepatitis C are spread 

by insects, food, water, coughing, toilets, swimming pools, sweat, shared eating and drinking 

utensils, or casual person-to-person contact such as sitting next to an infected person.  

Following medical advice, it can be expected that parents would consult with the Director if 

their child has HIV infection. Such children are more likely to have severe infections than others, 

and more consideration and care must be given to their immunisation with common vaccines. It 

can also be expected for families to disclose that their child is infected with Hepatitis – and in 

the case of Hepatitis C, to protect the liver from further viral infections, it is important that the 

child be vaccinated against hepatitis A and hepatitis B, if they are not already vaccinated or 

immune. 

Information regarding the HIV/AIDS or Hepatitis B/C status of any child, parent, or staff 

member will remain confidential, and all reasonable steps will be taken to protect the privacy of 

that person.   

Unlike HIV/AIDS, Hepatitis is a notifiable disease under the Health Act, and hence parents are 

obliged to inform the Service if their child is infected.   

Definitions 

Blood-borne - A blood-borne virus or disease is one that can be spread through contamination 
by blood. The most common examples are HIV, hepatitis B, hepatitis C and viral hemorrhagic 
fevers. 

Procedures 

The prevention of HIV/AIDS and Hepatitis B and C infection at the Service is based on the 

universal application of work practices that prevent the introduction of other people's blood, 

body fluids and tissues into the body.  These include work procedures incorporating the 

handling and disposal of potentially infected waste, and the use of the appropriate equipment 

when necessary.  Staff in The Service must utilise universal precautions as outlined in this 

policy. 
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Hepatitis B can be transmitted via urine, tears, saliva (and, thus, possibly through sneezing) and 

possibly in faeces.  These are listed in decreasing order of infectivity and none are as high risk as 

blood-blood contact. The Director will ensure that at all times first aid equipment will include 

material for protection against risk from HIV/AIDS or Hepatitis B. 

Exclusion 

 

HIV/AIDS - Exclusion is not necessary. Children who have developed impairment of immunity 

should remain away from The Service   during outbreaks of serious contagious diseases such as 

measles or chickenpox. Children with HIV are more susceptible to such infections. 

 

Hepatitis B & C – Exclusion is not necessary. A child who is unwell may need to stay away until 

they are feeling well. 

 

Procedures for dealing with body fluids/hazardous materials 

 

 Staff must use disposable gloves provided when dealing with body fluids (i.e., blood).   

 The hands and any other surfaces of the body splashed with blood or other body fluids must 

be washed with soap and water as soon as possible.   

 Soiled equipment must be cleaned with cold water and detergent and then washed with 

1:10 dilution of bleach. 

 

Cleaning blood spills 

Standard infection control practices should be employed in all situations dealing with blood-

contaminated items, regardless of whether or not it is known that a child has a blood borne 

virus. 

 Educators must: 

 Where possible, isolate the area. 

 Wear gloves and apply absorbent paper to soak up blood. Discard immediately into double 

plastic bag. 

 Cover the area with freshly prepared bleach dilution for 10 minutes. 

 Wipe the area with bleach, and then wipe with warm water and detergent.  (Don't use hot 

water as it makes the blood stick to the surface.) 

 Dry the area so that it is not slippery. 

 Place gloves and all disposable paper towels in a double plastic bag.  Tightly seal the bag and 

dispose of it.  

 Wash hands thoroughly. 
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Cleaning spills of other body fluids 

Body fluids spills (for example; urine or faeces) can be cleaned with detergent unless blood is 

visible (to the naked eye) in which case bleach should be used. 

Educators must: 

 Wear gloves, and apply absorbent paper to soak up substance. 

 Clean the surface with detergent and warm to hot water. 

 Dry the area and place all gloves and paper in two plastic bags. 

 Seal and dispose of the bags, then wash hands thoroughly. 

 All re-useable materials used to clean body fluids (i.e., for nappy changes) are to be 

soaked in hot soapy water for at least 12 hours, and then washed in hot water, and dried 

in the clothes drier or on a clothesline.   

 Any clothing or linen soiled with blood or other body fluids must be handled with 

gloves. 

 Open cuts or sores on children and staff must be covered with a waterproof dressing. 

 

Any potentially hazardous materials such as glass and syringes should be collected using the 

"sharps tongs" and placed in the "sharps container".  These are located in the store room. 

 

Occupational Exposure to Blood-borne Virus/Disease 

Where there has been potential exposure to blood-borne viruses, the following procedure must 

be followed: 

 If the incident involves a break in the skin through which infectious body fluids may 

have entered, bleeding should be encouraged and the area washed immediately with 

soap and water.  Dilution by water and soap of any virus is a very effective safety 

measure.  For eyes, irrigate both eyes with copious amounts of water. 

 The incident should be referred to a doctor.  High-risk exposures may require 

intervention, such as post-exposure to Hepatitis B vaccination and Hepatitis B 

immunogobulin, or AZT. (Instances of biting or scratching are not considered high-risk 

exposures.) 

 The Coordinator with the School’s Health & Safety Representative should investigate 

the incident and take immediate action to reduce the likelihood of similar occurrence. 

 All instances of exposure should be reported and recorded in the Staff Accident 

Record. 
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General Information  

Human Immunodeficiency Virus 

HIV is a virus carried in blood and body fluids. It damages the immune system of the person 

infected to the extent that the person becomes susceptible to a variety of common and rare 

diseases. HIV infection is called AIDS (Acquired Immune Deficiency Syndrome) when it becomes 

fully developed in the body. People with AIDS contract repeated infections with unusual 

organisms and cancers that do not normally affect people with healthy immune systems. 

 There is no evidence that HIV is spread from child to child in child care, pre-school or school 

through normal social contact. HIV is not transmitted through air or water, the sharing of plates, 

cups or cutlery, swimming pools, toilets, kissing, coughing, sneezing or spitting. There is no 

evidence that HIV can be spread by mosquitoes or other biting insects, as the virus dies rapidly 

outside the human body. 

HIV can be spread by: 

 Unprotected sexual intercourse (anal or vaginal) with an infected person. 

 Sharing of injecting drug equipment. 

 Infection passing from mother to child just before or during birth, or through breast 

milk. However, in Australia there have been very few cases of children being infected 

before, during or after birth when born to HIV infected mothers. In Australia, from 2001 

– 2004 96131 children were exposed to HIV before, during or after birth, and two were 

subsequently found to be infected. 

 Penetration of the skin by infected blood. 

 

Hepatitis B 

Hepatitis B infection is caused by the Hepatitis B virus. The Hepatitis B virus is spread through 

direct contact with infected blood and blood products, and through saliva, semen and vaginal 

fluids. It can also be spread from an infectious mother to her baby at the time of birth. Although 

the virus has been isolated in urine and faeces, it has not been proved to be infectious in these 

products. It is not spread through food or water or through ordinary social contact. 

Women who have this disease during pregnancy may transmit it to their newborn babies. Many 

of these babies become long-term carriers of the virus.  

Effective vaccines are available, and are now routinely given at birth, 2, 4 and 6 months of age. A 

course of 3 injections over 6 months can be given at other ages for people who have not 

previously been vaccinated. Completion of a full course of vaccine will give protection against 

hepatitis B infection in over 90% of people.   

Hepatitis B immunoglobulin is offered to non-immune people having close contact with a 

person known to be infected with hepatitis B in the following situations: 

 after birth; 
 after needle sharing or needle-stick injury; and 
 after sexual exposure; 
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Hepatitis C 

Hepatitis C infection is caused by the Hepatitis C virus, which is carried in the blood and causes 

damage to the  liver. The virus is found in the blood of an infected person. Transmission of 

hepatitis C only occurs via blood to blood contact, where the blood of an infected person gets 

into the bloodstream of another person. People most at risk are those with a history of injecting 

drug use, tattoos, body piercing, blood transfusion or haemophilia treatment before 1990.  

Hepatitis C is not transmitted though air or water, the sharing of plates, cups or cutlery, 

swimming pools toilets, kissing, coughing, sneezing or spitting. 

Out of 4 people found to be infected with the hepatitis C virus: 

 1 person will eliminate the virus from their bodies spontaneously within the first 6 – 12 
months of infection; and 

 3 people will go on to develop chronic hepatitis C infection; and some will develop liver 
damage. 

 

Sources 

National Health and Medical Research Council. (2005) Staying Healthy in Child care. Preventing 

infectious diseases in child care.. 4th ed. 2005.  NHMRC Publications Unit. Available on line. 

http://www.nhmrc.gov.au/publications/synopses/_files/ch43.pdf 

Worksafe Australia. (1989) AIDS and the Workplace. ANU:Canberra 

 

Related Croydon Hills Primary School OSHC Service Policies, Procedures and Guidelines 

 

Policies Enrolment, Orientation & Custody Arrangements; Confidentiality & Records 

Management; Dealing with Medical Conditions & Medication; Dealing with Illness & 

Infections; Occupational Health & Safety; Health of Educators;  Health of Children; 

Equity, Diversity and the Children’s Program; Inclusion of Children with Additional 

Needs;   

Appendices Hazard Report; Enrolment Form; Authority to Disclose Personal Information; 

Ambulance Contact Card; Accident Plan; Special Health Needs Support Plan 

 

 

 

 

http://www.nhmrc.gov.au/publications/synopses/_files/ch43.pdf
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Dealing with Anaphylaxis in OSHC 

Education& Care Services National Law Act Vic. (2010) – Sections 167(1)(2)(3, & 175(1)) 

Education & Care Services National Regulations (2011) – Regulations 90, 91, 92, 93, 94, 95, 168(2)(d), 177, 181, 
183 & 184 

Information Privacy Act Vic (2000) – Information Privacy Principles 

Privacy Act Cth. (1988) – National Privacy Principles 

Health Act 1958  

Health Records Act Vic (20010 – Health Privacy Principles 

 

Policy Statement & Commitments 

Anaphylaxis is a severe, life-threatening allergic reaction.  Up to two per cent of the general 

population and up to five per cent of children are at risk.  The most common causes in young 

children are eggs, peanuts, tree nuts, cow milk, bee or other insect stings, and some medications. A 

reaction can develop within minutes of exposure to the allergen, but with planning and training, a 

reaction can be treated effectively by using an adrenaline auto-injector. 

Educators and families alike need to be made aware that it is not possible to achieve a completely 

allergen-free environment at Croydon Hills Primary School Outside School Hours Care Service (the 

Service).  Educators and families should not have a false sense of security that an allergen has been 

eliminated from the environment.  Instead, the Service recognises the need to adopt a range of 

procedures and risk minimisation strategies to reduce the risk of a child having an anaphylactic 

reaction, including strategies to minimise the presence of the allergen in the Service. 

The Service believes that the safety and wellbeing of children who are at risk of anaphylaxis is a 

community responsibility. The aim of this policy is to raise the community’s awareness of 

anaphylaxis and its management through education and policy implementation, and to minimise the 

risk of an anaphylactic reaction occurring while the child is in the care of the Service. 

Should an anaphylactic reaction while a child is in the care of the Service, all Educators have 

anaphylaxis management training as required under the Education and Care Services National Law 

Act, and therefore can respond appropriately to an anaphylactic reaction by initiating appropriate 

treatment, including competently administering an adrenaline auto-injection device. Administering 

an adrenaline auto-injection device to a child is considered a high risk practice, and legislative 

requirements contained within the Education and Care Services National Law Act (including the 

Education and Care Services National Regulations) are to be strictly adhered to by the Service, 

including educators, students and volunteers. 

The Service recognises the importance of all educators responsible for the child/ren at risk of 

anaphylaxis undertaking training that includes preventative measures to minimise the risk of an 
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anaphylactic reaction, recognition of the signs and symptoms of anaphylaxis and emergency 

treatment, including administration of an adrenalin auto-injector. 

Nominated Educators at the Service hold first aid training, anaphylaxis management training, and 

emergency asthma management training qualifications approved by ACECQA, as prescribed in the 

Education and Care Services National Law Act 2010 in accordance with regulation 137 (1) (e). 

The Service is committed to: 

 Providing, as far as practicable, a safe and healthy environment in which children at risk of 

anaphylaxis can participate equally in all aspects of the children’s program and experiences. 

 Raising awareness about allergies and anaphylaxis amongst the Service community and children 

in attendance. 

 Actively involving the parents/guardians of each child at risk of anaphylaxis in assessing risks, 

developing risk minimisation strategies and management strategies for their child. 

 Ensuring each Educators member and other relevant adults have adequate knowledge of 

allergies, anaphylaxis and emergency procedures. 

 Facilitating communication to ensure the safety and wellbeing of children at risk of anaphylaxis. 

This policy applies when a the Service.  It applies to the child/ren enrolled, their parents/guardians, 

educators, and the OSHC Management Sub-Committee.  It also applies to other relevant members of 

the community, such as students, volunteers and visiting specialists. 

 

Responsibilities 

Active implementation of this policy is a shared community responsibility. 

The OSHC Coordinator will: 

 Discuss with the educators their knowledge of issues following participation in anaphylaxis 

management training. 

 Selectively audit enrolment checklists (e.g. annually) to ensure that documentation is 

current and complete. 

 Discuss this policy and its implementation with parents/guardians of children at risk of 

anaphylaxis to gauge their satisfaction with both the policy and its implementation in 

relation to their child. 

 Respond to complaints. 

 Review the adequacy of the response of the Service if a child has an anaphylactic reaction 

and consider the need for additional training and other corrective action. 

 

 

 

A Nominated Educator (as nominated by the OSHC Coordinator) will: 
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1. Conduct ‘anaphylaxis scenarios’ and supervise practise sessions in Adrenalin auto-injector 

administration procedures to determine the levels of Educators competence and confidence 

in locating and using the Adrenalin auto-injector kit. 

2. Routinely review the Adrenalin auto-injector kit to ensure that it is complete and the 

Adrenalin auto-injector is not expired. This will be recorded in the OH&S Register stored in 

the OH&S folder available in the administration office. 

3. Liaise with the OSHC Management Sub-Committee (through the Director) and parents of 

children at risk of anaphylaxis. 

 

Parents/Guardians/Families will: 

 Read and be familiar with the policy. 

 Identify and liaise with the nominated educator. 

 Bring relevant issues to the attention of both Educators and the Director. 

 

Definitions 

Adrenalin auto-injector- A device containing a single dose of adrenaline, delivered via a spring-

activated needle, which is concealed until administered. 

Adrenalin auto-injector  kit -  An insulated container, for example an insulated lunch pack containing 

a current adrenalin auto-injector a copy of the child’s anaphylaxis action plan, and telephone contact 

details for the child’s parents/guardians, the doctor/medical service and the person to be notified in 

the event of a reaction if the parent/guardian cannot be contacted.  If prescribed an antihistamine 

may be included in the kit. 

Allergen - A substance that can cause an allergic reaction. 

Allergy - An immune system response to something that the body has identified as an allergen. 

People genetically programmed to make an allergic response will make antibodies to particular 

allergens. 

Allergic reaction - A reaction to an allergen.  Common signs and symptoms include one or more of 

the following: hives, tingling feeling around the mouth, abdominal pain, vomiting and/or diarrhoea, 

facial swelling, cough or wheeze, difficulty swallowing or breathing, loss of consciousness or collapse 

(child pale or floppy), or cessation of breathing. 

Ambulance contact card - A card that the Service has completed, which contains all the information 

that the Ambulance Service will request when phoned on 000.  An example of this is the card can be 

obtained from the Metropolitan Ambulance Service and once completed by the Service it should be 

kept by the telephone from which the 000 phone call will be made. 

Anaphylaxis - A severe, rapid and potentially fatal allergic reaction that involves the major body 

systems, particularly breathing or circulation systems. 

Anaphylaxis action plan - a medical management plan prepared and signed by a Doctor providing 

the child’s name and allergies, a photograph of the child and clear instructions on treating an 
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anaphylactic episode.  An example of this is the Australian Society of Clinical Immunology and Allergy 

(ASCIA) Action Plan. 

Anaphylaxis management training - Comprehensive training provided by allergy nurse educators or 

other qualified professionals such as doctors or first aid trainers, which includes strategies for 

anaphylaxis management, recognition of allergic reactions, emergency treatment and practise with 

an adrenalin auto-injector trainer, and is reinforced at yearly intervals. 

Diagnosed as at risk of anaphylaxis - in relation to a child, means a child who has been diagnosed by 

a registered medical practitioner as at risk of anaphylaxis. 

Intolerance - Often confused with allergy, intolerance is a reproducible reaction to a substance that 

is not due to the immune system.   

No food sharing - The practice where the child at risk of anaphylaxis eats only that food that is 

supplied or permitted by the parent/guardian, and does not share food with, or accept other food 

from any other person. 

Nominated Educator- An educator nominated to be the liaison between parents/guardians of a child 

at risk of anaphylaxis and the OSHC Management Sub-Committee.  This person also checks the 

adrenalin auto-injector is current, the adrenalin auto-injector kit is complete and leads Educators 

practise sessions after all Educators have undertaken anaphylaxis management training. 

Risk minimisation - A practice of reducing risks to a child at risk of anaphylaxis by removing, as far as 

is practicable, major sources of the allergen from the Service and developing strategies to help 

reduce risk of an anaphylactic reaction. 

Risk minimisation plan - A plan specific to the Service that specifies each child’s allergies, the ways 

that each child at risk of anaphylaxis could be accidentally exposed to the allergen while in the care 

of the Service, practical strategies to minimise those risks, and who is responsible for implementing 

the strategies.  The risk minimisation plan should be developed by families of children at risk of 

anaphylaxis and Educators at the Service and should be reviewed at least annually, but always upon 

the enrolment or diagnosis of each child who is at risk of anaphylaxis.  Risk minimisation planning 

considerations are outlined in this policy. 

Community - all adults who are connected to the Service. 

Trained Educator – for the purposes of this policy, this refers to those educators who have received 

relevant professionally run training in the treatments or techniques required to administer 

medication including administration of the adrenalin auto-injector, and hold first aid training, 

anaphylaxis management training, and emergency asthma management training qualifications 

approved by ACECQA, as prescribed in the Education and Care Services National Law Act 2010 in 

accordance with regulation 137 (1) (e). 

 

 

Approved Training Qualifications 
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Nominated Educators at the Service hold first aid training, anaphylaxis management training, and 

emergency asthma management training qualifications approved by ACECQA, as prescribed in the 

Education and Care Services National Law Act 2010 in accordance with regulation 137 (1) (e). 

There is a range of providers offering anaphylaxis training, including Royal Children’s Hospital 

Department of Allergy, first aid providers and Registered Training Organisations.  Ensure that the 

anaphylaxis management training provided is comprehensive, as described in this policy, and 

approved by the Australian Children’s Education and Care Services Quality Authority (ACECQA). 

Royal Children’s Hospital Department of Allergy posts training dates on its website, follow the 

prompts to the Community Allergy Education Service: www.rch.org.au.   

 

Management Procedures 

The OSHC Coordinator/Nominated Supervisor/Responsible Person Present will: 

 Conduct an assessment of the potential for accidental exposure to allergens while child/ren 

at risk of anaphylaxis are in the care of the Service and develop a risk minimisation plan for 

the Service in consultation with educators and the families of the child/ren. 

 Ensure educators responsible for the child/ren at risk of anaphylaxis attend anaphylaxis 

management training that is reinforced at yearly intervals. 

 Ensure that all relieving educators are aware of symptoms of an anaphylactic reaction, the 

child at risk of anaphylaxis, the child’s allergies, anaphylaxis action plan and adrenalin auto-

injector kit.  If the relieving educator is not trained in anaphylaxis management, the 

Coordinator shall ensure at least one educator trained in anaphylaxis management is 

present at the Service and that educator is aware that they are responsible for the 

administration of an adrenalin auto-injector in an emergency. If this is not possible 

parents/guardians must be informed of this situation before a child at risk of anaphylaxis is 

left at the Service. 

 Ensure that no child who has been prescribed an adrenalin auto-injector is permitted to 

attend the Service or its programs without that adrenalin auto-injector. 

 Make families aware of this policy, and provide access to it on request. 

 Encourage ongoing communication between families and educators regarding the current 

status of the child’s allergies, this policy and its implementation. 

 Display an ASCIA generic poster “Action plan for Anaphylaxis” in a key location at the Service 

in the multi-purpose room, and in the store room near the first aid kit. 

 Display an ambulance contact card by all Service telephones. 

 Comply with the procedures in this policy to minimise the risk of a child at risk of anaphylaxis 

from accidental exposure to allergens. 

 

http://www.rch.org.au/
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Educators responsible for the child at risk of anaphylaxis will: 

 Ensure a copy of the child’s anaphylaxis action plan is visible to all educators, including 

students and volunteers. 

 Follow the child’s anaphylaxis action plan in the event of an allergic reaction, which may 

progress to anaphylaxis (anaphylactic shock). 

 Practise adrenalin auto-injector administration procedures using an adrenalin auto-injector 

trainer and “anaphylaxis scenarios” (as described in this policy on a regular basis, preferably 

quarterly. 

 Ask all families as part of the enrolment procedure, prior to their child’s attendance at the 

Service, whether the child has allergies and document this information on the child’s 

enrolment record.  If the child has allergies, ask the family to provide a medical management 

plan signed by a Doctor. 

 Ensure that families provide an anaphylaxis action plan signed by the child’s Doctor and a 

complete adrenalin auto-injector kit while the child is present at the Service. 

 Ensure that each child’s own adrenalin auto-injector kit is stored in a clearly labelled area 

that is easily identifiable to all educators, including relief staff; easily accessible to adults (not 

locked away); inaccessible to children; and away from direct sources of heat. 

 Ensure that the adrenalin auto-injector kit for each child at risk of anaphylaxis is carried by a 

trained educator on excursions that this child attends. 

 Regularly check the adrenalin auto-injector expiry date on all adrenalin auto-injectors at the 

Service.  (The manufacturer will only guarantee the effectiveness of the adrenalin auto-

injector to the end of the nominated expiry month). 

 Provide information to the community about resources and support for managing allergies 

and anaphylaxis. 

 Comply with the procedures outlined in the procedures to protect the child at risk of 

anaphylaxis from accidental exposure to food allergens. 

 

In the situation where a child who has not been diagnosed as allergic, but who 

appears to be having an anaphylactic reaction: 

 Call an ambulance immediately by dialling 000 

 Commence first aid measures 

 Contact the parent/guardian 

 Contact the person to be notified in the event of illness as per the child’s 

enrolment form if the parent/guardian  cannot be contacted            
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Procedures for Enrolment of a Child at Risk of Anaphylaxis 

 

All Families are required to comply with the procedures outlined in this policy designed to minimise 

the risk of a child at risk of anaphylaxis from accidental exposure to an allergen. 

 

Families of a child at risk of anaphylaxis shall: 

 Inform Educators, either on enrolment or on diagnosis, of their child’s allergies 

 Provide educators with an anaphylaxis action plan and written consent to use the adrenalin 

auto-injector in line with this action plan 

 Provide Educators with a complete adrenalin auto-injector kit 

 Regularly check the adrenalin auto-injector expiry date 

 Assist Educators by offering information and answering any questions regarding their child’s 

allergies. 

 Notify the Coordinator and educators of any changes to their child’s allergy status and 

provide a new anaphylaxis action plan in accordance with these changes. 

 Communicate all relevant information and concerns to educators, for example, any matter 

relating to the health of the child. 

 Comply with the Service’s policy that no child who has been prescribed an adrenalin auto-

injector is permitted to attend the Service or its programs without that adrenalin auto-

injector. 

 

Procedures to protect the child at risk of anaphylaxis from accidental exposure to food allergens: 

The following procedures should be implemented to help protect the children at the Service who are 

at risk of anaphylaxis from accidental exposure to food allergens: 

 

In relation to the child at risk: 

 This child should only eat food that has been specifically prepared for him/her. Where 

the Service is preparing food for the child, ensure that it has been prepared according to 

the parent’s instructions. Some parents will choose to provide all food for their child. 

 All food for this child should be checked and approved by the child’s parent/guardian 

and be in accordance with the risk minimisation plan. 

 Drink bottles and lunch boxes etc, including any treats, provided by the 

parents/guardians for this child should be clearly labelled with the child’s name. 

 There should be no trading or sharing of food, food utensils and containers with this 

child. 

 In some circumstances it may be appropriate that a highly allergic child does not sit at 

the same table when others consume food or drink containing or potentially containing 

the allergen.  However, children with allergies should not be separated from all children 

and should be socially included in all activities. 
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 Increase supervision of this child on special occasions such as excursions, in-house 

activities or family days/special events. 

In relation to other practices at the Service: 

 Ensure tables and bench tops are washed down after eating. 

 Ensure hand washing for all children upon arrival at the Service, before and after eating. 

 Restrict use of food and food containers, boxes and packaging in crafts, cooking and science 

experiments, depending on the allergies of particular children.  Educators should discuss the 

use of foods in such activities with families of this child and these foods should be consistent 

with the risk minimisation plan. 

 All children need to be closely supervised at meal and snack times and consume food in 

specified areas.  To minimise risk children should not ‘wander around’ with food. 

 The risk minimisation plan will inform the Service’s food purchases and menu planning. 

 Food preparation staff (educators, students and volunteers) should be instructed about 

measures necessary to prevent cross contamination between foods during the handling, 

preparation and serving of food – such as careful cleaning of food preparation areas and 

utensils. 

 Where food is brought from home to the Service, all families will be asked not to send food 

containing specified allergens or ingredients as determined in the risk minimisation plan. 

 

Resources & Support with Policy Implementations 

 

 Australasian Society of Clinical Immunology and Allergy (ASCIA), at www.allergy.org.au, 

provides information on allergies.  The Anaphylaxis Action Plan can be downloaded from this 

site.  Contact details for Allergists may also be provided.  Telephone 0425 216 402. 

 Anaphylaxis Australia Inc, at www.allergyfacts.org.au, is a non-profit support organisation 

for families with food anaphylactic children.  Items such as storybooks, tapes, Adrenalin 

auto-injector trainers and so on are available for sale from the Product Catalogue on this 

site.  Anaphylaxis Australia Inc provides a telephone support line for information and 

support to help manage anaphylaxis.  Telephone 1300 728 000. 

 Royal Children’s Hospital, Department of Allergy, at www.rch.org.au, provides information 

about allergies and Croydon Hills PS OSHC Services provided by the hospital.  Contact may be 

made with the Department of Allergy to evaluate a child’s allergies and if necessary, provide 

an Adrenalin auto-injector prescription, as well as to purchase Adrenalin auto-injector 

trainers.  Telephone (03) 9345 5701. 

 Brochure titled “Anaphylaxis – a life threatening reaction”, available through the Royal 

Children’s Hospital, Department of Allergy.  

 

 

 

 

 

http://www.allergy.org.au/
http://www.allergyfacts.org.au/
http://www.rch.org.au/
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Dealing with Anaphylaxis in OSHC Policy Attachments 

 Enrolment Checklist for Children at risk of Anaphylaxis 

 Adrenalin Auto-Injector (Anaphylaxis) Record 

 Anaphylaxis Management Plan 

o Snapshot of all Children with Allergies 

o Individual Risk Management Plan 

 Risk Minimisation Plan 

o General Risk Management Strategies 

 Anaphylaxis Emergency Drill Record 

o Possible exposure scenarios 

 Review Table of Anaphylaxis Management Plan & Action Plan 

 

Related Croydon Hills PS OSHC Service Policies, procedures and guidelines 

Policies Enrolment, Orientation & Custody Arrangements; Illness & Infection; Nutrition, Food & 
Beverages, Dietary Requirements & Food Allergies; Occupational Health & Safety; Providing a 
Child Safe Environment; Birthday Parties; Excursions & Routine Outings; Ongoing Professional 
Development; Recruitment & Retention of Educators; Supervision of Children; Immunisation; 
Equity, Diversity & the Children’s Program;  

Appendices Enrolment Checklist for Anaphylaxis; Risk Minimisation Plan for Anaphylaxis; Authority to 
Administer Medication; Special Health Needs Support Plan;  Anaphylaxis Action Plan (Generic 
ASCIA) 

 

Sources 

Department of Human Services, Kindergarten Parents Victoria and Royal Children’s Hospital – Department of 

Allergy, 2006,  Model Anaphylaxis Policy, Victorian Government Department of Human Services , Melbourne. 

Anaphylaxis Australia – Schools and Child Care Centres State Guidelines – Retrieved June 2012, from 

http://www.allergyfacts.org.au/schools.html 

National Health and Medical Research Council – Staying Healthy in Child Care – 4
th

 Edition 2005 – Retrieved 

June 2012, from http://www.nhmrc.gov.au/_files_nhmrc/file/publications/synopses/ch43.pdf 

http://www.allergyfacts.org.au/schools.html
http://www.nhmrc.gov.au/_files_nhmrc/file/publications/synopses/ch43.pdf
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Enrolment Checklist for Children at risk of Anaphylaxis 

 A risk minimisation plan is completed, which includes strategies to address the particular 

needs of each child at risk of anaphylaxis, and this plan is implemented. 

 

 Parents of a child at risk of anaphylaxis have been provided a copy of the Service’s 

Anaphylaxis policy. 

 

 All parents/guardians are made aware of the information in the Service’s Anaphylaxis policy. 

 

 Anaphylaxis action plan for the child is signed by the child’s Doctor and is visible to all 

Educators. 

 

 Adrenalin auto-injector(within expiry date) is available for use at any time the child is at the 

Service, stored in an insulated container, in a location easily accessible to adults (not locked 

away), inaccessible to children and away from direct sources of heat . 

 

 All educators, including relief Educators, students and volunteers, are aware of each Adrenalin 

auto-injector kit location. 

 

 Educators nominated as responsible for the child/ren at risk of anaphylaxis undertake 

anaphylaxis management training, which includes strategies for anaphylaxis management, 

recognition of allergic reactions, emergency treatment and practise with an Adrenalin auto-

injector trainer, and this is reinforced at yearly intervals. 

 

 The Service’s Emergency Action Plan for the management of anaphylaxis is in place and all 

Educators understand the plan. 

 

 Parent/guardian’s current contact details are available, including emergency contacts. 

 

 Information regarding any other medications or medical conditions (for example asthma) is 

available to educators at the Service. 

 

 If food is prepared at the Service for a child at risk, measures are in place to prevent 

contamination of the food given to the child at risk of anaphylaxis. 
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Adrenalin Auto-Injector/Anaphylaxis Record 

EpiPen Checklist is completed monthly and any necessary actions undertaken in timely manner 

Child’s Name:             

Allergic to:            

 Anaphylaxis Management Plan is up-to-date – review date has not passed 

 Anaphylaxis Action Plan is located in clear view 

 EpiPen is located in clear view, inaccessible to children, away from direct sources of heat 

 EpiPen date of expiry has not passed 

 EpiPen solution is clear (not cloudy or brown) 

 EpiPen is stored in thermo bag and clearly labelled with child’s name 

 Emergency details form is located in bag  

 Copy of Anaphylaxis action plan is located in bag for use on excursions 

 All staff are aware of children with allergies, Anaphylaxis Action Plans and EpiPen locations 

 EpiPen drills are up-to-date 

 EpiPen training of relevant staff is up to date 

 

Date: Check completed by: 

Action required: 

Date: Check completed by: 

Action required: 

Date: Check completed by: 

Action required: 

Date: Check completed by: 

Action required: 

Date: Check completed by: 

Action required: 

Date: Check completed by: 

Action required: 
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Anaphylaxis Management Plan 

An Anaphylaxis Management plan is completed to seek information about the child’s specific needs 

from parents/guardian, to determine strategies to address the particular needs of the at risk child 

and to inform parents/guardian of general strategies to minimise the risk of anaphylaxis at the 

Service. 

Snapshot of Children with Allergies at risk of Anaphylaxis at the Service: 

Child’s Name Component 

(BSC/ASC/VAC) 

Allergic to Action Plan 

location 

Epi-pen location 
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Individual Risk Management Plan - Anaphylaxis 

Child’s Name Program Allergic to Action Plan 

location 

Epi-pen location 

 

 

    

Specific risk management strategies Date completed 

 Parent/guardian has been provided with a copy of 
the service’s Food Allergy & Anaphylaxis policy 

 

 Parent/guardian has provided a complete EpiPen® 

kit and date for renewal is noted   (insert EpiPen 
expiry date) 

 

 The Service displays (insert child’s name) 
Anaphylaxis Action Plan with current photo, in a 
key location and locates a completed ambulance 
card by the telephone/s 

 

 Parent/guardian are aware of the policy that 
(insert child’s name) who has been prescribed an 

EpiPen is NOT permitted to attend the service 

without that EpiPen 

 

 Test that all staff, including relief staff, know where 
the EpiPen® kit is kept for each at risk child 

 

 Regular checks of the expiry date of each EpiPen® 

are undertaken by a nominated staff member and 
the families of each at risk child 

 

 If applicable – letter to all families at the Service 
families requesting that specific measures be 
followed for e.g. a) May request that specific food 
(allergens) are NOT sent to the service – nuts & nut 
products. b) Food packaging of risk foods –nut 
containers, cereal boxes, egg cartons are not sent 
to the service for art activities. 

 

 A new written request is sent to families if the food 
allergens change 

 

 The EpiPen kit and Anaphylaxis Action Plan is 
taken on all excursions attended by (insert child’s 
name) 

 

 What measures are in place in relation to the 
Service menu? 
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 Think about times when the child could potentially 
be exposed to allergens and develop appropriate 
strategies, including who is responsible for 
implementing them 

 

 

 

 

 

 

Anaphylaxis Risk Minimisation Plan 

The following suggestions may be considered when developing or reviewing the Service’s risk 

minimisation plan for anaphylaxis to assess how well has the Service planned for meeting the needs 

of children with allergies who are at risk of anaphylaxis. 

 

Who are the children? 

 List names and of each of the children at 

risk 

 

What are they allergic to? 

 List all of the known allergens for each of 

the children at risk 

 List potential sources of exposure to each 

known allergen and strategies to minimise 

the risk of exposure. This will include 

requesting that certain foods/items not be 

brought to the Service 

 

Does everyone recognise the children at risk? 

 List the strategies for ensuring that all 

educators, including relief Educators, 

students, volunteers and cooks, recognise 

each of the children at risk 

 Confirm where each child’s Action Plan 

(including the child’s photograph) will be 

displayed 
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Refer to Risk minimisation Strategies and scenarios, and review the risk minimisation plan with 

families of children at risk at least annually, but always upon enrolment of each child at risk and after 

any incident or accidental exposure. 

 

 

 

 

 

General risk management strategies 

General risk management strategies Date completed 

Menus are planned consulting with parents/guardians of children with allergies 

to avoid inclusion of food allergens. 

 

Service develops procedures for ensuring that each at risk child only consumes 

food prepared specifically for him/her. 

 

As far as practical the food on the menu for all children should not contain 

ingredients such as milk, egg and peanut/nut products to which the child is at 

risk. At risk children should not be given food if the label for the food states 

that the food may contain traces of a known allergen. 

 

Consider the safest place for the at risk child to be served and consume food, 

while ensuring they are socially included in all activities, and ensure this 

location is used by the child. 

 

NO FOOD is introduced to a child if the parent/guardian has not previously 

given this food to the child. 

 

Ensure each child enrolled at the service washes their hands, as soon as is 

practicable after arrival at the Service, before and after eating. 

 

Teaching strategies are used to raise awareness of all children about 

anaphylaxis and no food sharing with the child/ren at risk and the reasons for 

this. 

 

Drink bottles and lunch boxes etc. provided by the family of the at risk child 

should be clearly labelled with the child’s name. 

 

A safe ‘treat box’ is provided by the family of each at risk child and used by the 

service to provide ‘treats’ to the at risk child, as appropriate. 

 

Hygiene procedures and practices are used to minimise the risk of  
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contamination of surfaces, food utensils and containers by food allergens. 

 

 

 

 

 

 

 

 

 

 
Anaphylaxis Emergency Drill Record 

Regular emergency drills are undertaken to ensure that relevant people know what action to take 

if a child has an anaphylactic reaction. Training pens are used in these scenarios. 

Date & Time of Drill: Scenario/Location: 

Actions: 

 

Date & Time of Drill: Scenario/Location: 

Actions: 

 

Date & Time of Drill: Scenario/Location: 

Actions: 

 

Date & Time of Drill: Scenario/Location: 

Actions: 

 

Date & Time of Drill: Scenario/Location: 

Actions: 
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Date & Time of Drill: Scenario/Location: 

Actions: 

 

 

 

 

 

 

Possible exposure scenarios and strategies 

Scenario Strategy Who 

Food is 
provided by the 
Service and a 
food allergen is 
unable to be 
removed from 
the menu (for 
example milk) 

Menus are planned in conjunction with parents of child at risk/ren and 
food is prepared according to parents instructions. Alternatively the 
parent provides all of the food for the child at risk 

Kitchen staff, 
Certified Supervisor, 
Parent 

Ensure separate storage of foods containing allergen Certified Supervisor 
& Kitchen staff 

Cook and Educators observe food handling, preparation and serving 
practices to minimise the risk of cross contamination.  This includes 
hygiene of surfaces in kitchen and children’s eating area, food utensils 
and containers. 

Kitchen staff & 
Educators 

There is a system in place to ensure the child at risk is served only the 
food prepared for him/her 

Kitchen staff & 
Educators 

A child at risk is served and consumes their food at a place considered to 
pose a low risk of contamination from allergens from another child’s 
food.  This place is not separate from all children and allows social 
inclusion at mealtimes. 

Educators 

Children are regularly reminded of the importance of no food sharing 
with the child at risk. 

Educators 

Children are supervised during eating Educators 

Party or 
celebration 

Give plenty of notice to families about the event OSHC Coordinator/ 
Nominated 
Supervisor/ 
Responsible Person 
Present 

Ensure a safe treat box is provided for the child at risk if necessary Parent/ Educators 

Ensure the child at risk only has the food approved by his/her 
parent/guardian 

Educators 

Specify a range of foods that families may send for the party and note 
particular foods and ingredients that should not be sent 

OSHC Coordinator/ 
Nominated 
Supervisor/ 
Responsible Person 
Present 

Protection from 
insect bite 
allergies 

Specify play areas that are lowest risk to the child at risk and encourage 
him/her and peers to play in the area 

Educators 

Decrease the number of plants that attract bees School Council 

Ensure the child at risk wears shoes at all times outdoors Educators 
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Quickly manage any instance of insect infestation.  It may be appropriate 
to request exclusion of the child at risk during the period required to 
eradicate the insects 

School Council  

Latex allergies Avoid the use of party balloons or contact/food preparation with latex 
gloves 

Educators 

 

 

 

 

 

Review Table of Anaphylaxis Management & Action Plan 

Criteria for evaluation Notes 

Anaphylaxis Plan has been reviewed by Parent / guardian/ 

Doctor and the Coordinator. 

 

 

Review the Anaphylaxis Management Plan with families of at 

risk children six monthly, but always upon enrolment of each at 

risk child and after any incident or accidental exposure. 

 

 

Know what each child’s Action Plan says and implement it 

 

 

 

In case of emergency: 

 Know who will administer the EpiPen and stay with the 

child;  

 Know who will telephone the ambulance and the parents;  

 Know who will ensure the supervision of the other children;  

 Know who will let the ambulance officers into the Service 

and take them to the child. 

 

All staff with responsibilities for at risk children at the Service 

have undertaken anaphylaxis management training and regular 
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practice sessions. 

 

 

 

 

Dealing with Asthma in OSHC 

Education & Care Services National Law Act VIC (2010) – Sections 167(1)(2)(3) & 175(1) 

Education & Care Services National Regulations (2011) – Regulations 90, 91, 92, 93, 94, 95, 168(2)(d), 177, 181, 
183 & 184 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Standard 4.1; 
Elements 2.1.1, 2.1.4, 2.3.2 & 7.3.5 

Information Privacy Act VIC (2000) – Information Privacy Principles 

Privacy Act Cth. (1988) – National Privacy Principles 

Health Act 1958 – Public Health & Wellbeing Guidelines 

Health Records Act Vic (2001) – Health Privacy Principles 

Occupational Health & Safety Act Vic (2004) – Providing a safe work environment 

 

Policy Statement & Commitments 

Asthma is a chronic health condition affecting 1 in 9 Australian children. It is a common reason for 

childhood admission to hospital. Croydon Hills Primary School Outside School Hours Care Service 

(the Service) believes that correct asthma management and community education will assist to 

minimise the impact of asthma. 

The Service, we endeavour to provide the necessary strategies to ensure the health and safety of all 

persons with asthma involved with the Service. This policy has been designed to assist the Service to 

provide an environment in which children with asthma can participate in all activities to the full 

extent of their capabilities, along with a clear set of guidelines and expectations to be followed with 

regard to the management of asthma. 

The Service is committed to: 

 Minimising the risk of a having an “asthma attack” whilst at the Service. 

 Ensuring all educators have asthma management training as required under the Education 

and Care Services National Law Act, and therefore can respond appropriately to a 

respiratory difficulties by initiating appropriate treatment, including competently 

administering asthma reliever medication; and 

 Raising the community’s awareness of asthma and its management through education and 

policy implementation. 
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This policy applies when a child diagnosed with asthma by a qualified medical practitioner is enrolled 

at the Service.  It applies to the child/ren enrolled, their parents/guardians, educators, and the OSHC 

Management Sub-Committee.  It also applies to other relevant members of the community, such as 

student, volunteers and visiting specialists. 

Definitions 

Asthma – Asthma is a sensitivity of the airways in a person’s lungs. When someone with asthma is 

exposed to certain triggers, their airways narrow making it harder for them to breath. 

Asthma action plan - a medical management plan prepared and signed by a Doctor providing the 

child’s name and triggers, including a photograph of the child and clear instructions on treating an 

asthma attack.  An example of this is the Asthma Foundation Asthma Action Plan. 

Nominated Educator- An educator nominated to be the liaison between parents/guardians of a child 

with asthma and the OSHC Management Sub-Committee.  This person also checks the reliever 

medication is current, emergency asthma first aid kit is complete, and leads Educators practise 

sessions after all Educators have undertaken emergency asthma management training. 

Risk minimisation - A practice of reducing risks to a child at risk of asthmas by removing, as far as is 

practicable, major ‘triggers’ from the Service and developing strategies to help reduce risk of an 

asthma attack. 

Risk minimisation plan - A plan specific to the Service that specifies each child’s triggers, the ways 

that each child with asthma could be accidentally exposed to the trigger while in the care of the 

Service, practical strategies to minimise those risks, and who is responsible for implementing the 

strategies.  The risk minimisation plan should be developed by families of children with asthma and 

Educators at the Service and should be reviewed at least annually, but always upon the enrolment or 

diagnosis of each child who has asthma.  Risk minimisation planning considerations are outlined in 

this policy. 

Trained Educator – for the purposes of this policy, this refers to those educators who have received 

relevant professionally run training in the treatments or techniques required to administer 

medication including administration of reliever medication, and hold first aid training, anaphylaxis 

management training, and emergency asthma management training qualifications approved by 

ACECQA, as prescribed in the Education and Care Services National Law Act 2010 in accordance with 

regulation 137 (1) (e). 

Triggers – For people with asthma, a trigger is something that causes their airways to narrow, 

leading to asthma symptoms. Everyone’s asthma is different, and everyone has different triggers.  
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Responsibilities 

Active implementation of this policy is a shared community responsibility. 

The OSHC Coordinator will: 

 Discuss with Educators their knowledge of issues following educators participation in 

emergency asthma management training. 

 Selectively audit enrolment checklists (e.g. annually) to ensure that documentation is 

current and complete. 

 Discuss this policy and its implementation with parents/guardians of children with asthma to 

gauge their satisfaction with both the policy and its implementation in relation to their child. 

 Respond to complaints. 

 Review the adequacy of the response of the Service if a child has an asthma attack and 

consider the need for additional training and other corrective action. 

 

The Nominate Educator (as nominated by the Coordinator) will: 

4. Conduct ‘asthma response scenarios’ and supervise practise sessions in reliever medication 

administration procedures to determine the levels of Educators competence and confidence 

in locating and using the Service’s emergency asthma management first aid kit. 

5. Routinely review the first aid kit to ensure that it is complete and the asthma reliever 

medication is not expired. 

6. Liaise with the OSHC Management Sub-Committee (through the Coordinator) and parents of 

children at with asthma. 

 

Parents/guardians shall: 

 Read and be familiar with this Asthma Policy. 

 Identify and liaise with the nominated Educator. 

 Bring relevant issues concerning asthma management to the attention of the educators and 

the Coordinator. 

 

Procedures for Managing Asthma  

Due to the unpredictable nature of asthma it is very important that the management of this 

condition is closely monitored in order to maintain close control of it. 
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 Educators are provided with a copy of this Asthma Policy and are briefed on asthma 

procedures upon their appointment to the Service. 

 Emergency Asthma Management (EAM) Training is provided to educators, and the Service 

ensure at least one educator who has completed accredited asthma training is on duty 

whenever children are being cared for or educated. 

 The Coordinator identifies children with asthma during the enrolment process and informs 

educators in the centre. 

 Parents are provided with a copy of this Asthma Policy and an Asthma Action Plan upon 

enrolment. 

 Asthma Action Plans for individual children are stored in the child’s enrolment record. 

 Procedures for emergency first aid for asthma are stored with individual children’s reliever 

medication, and in the Service’s first aid kit. 

 Emergency Asthma First Aid posters are displayed in the multi-purpose room. 

 The Service provide a  First Aid Kit which contains(amongst other things) a blue reliever 

medication (e.g. Airomir, Asmol, or Ventolin), a spacer device, face mask, concise written 

instructions on Asthma First Aid procedures and 70% alcohol swabs. 

 Spacer device, face masks, and reliever medication that is administered directly to a child 

without a spacer or mask, will not be reused at the centre. These items will be given to the 

family or disposed of appropriately. 

 An accredited educator correctly maintains the asthma component of the First Aid Kit (eg. 

regular checks of expiry dates on medication). 

 An Asthma First Aid Kit for use at activities outside of the Service is carried on excursions. 

 The Coordinator and educators encourage open communication between families and 

educators regarding the status and impact of a child’s asthma. 

 The Coordinators and/or educators will promptly communicate any concerns to families 

should it be considered that their child’s asthma is limiting his/her ability to participate fully 

in all activities. 

 

Educators at Croydon Hills PS OSHC Service will: 

1. Ensure that they maintain current accreditation in Emergency Asthma Management (valid 

for three years), as approved by the Australian Children’s Education and Care Quality 

Authority. 

2. Ensure that they are aware of the children in their care with asthma. 

3. Ensure, in consultation with families, the health and safety of each child through supervised 

management of the child’s asthma. 

4. Identify and, where practical, minimise asthma triggers. 
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5. Where necessary, modify activities in accordance with a child’s needs and abilities. 

6. Ensure that all regular prescribed asthma medication is administered in accordance with the 

information on the child’s written Asthma Action Plan. 

7. Administer emergency asthma medication if required according to the child’s written 

Asthma Action Plan. If no written Asthma Action Plan is available the Asthma First Aid Plan 

outlined in this document should be followed immediately. 

8. Promptly communicate, to the OSHC Coordinator and/or parents/guardians, any concerns 

should it be considered that a child’s asthma is limiting his/her ability to participate fully in 

all activities. 

9. Ensure that children with asthma are treated the same as all other children. 

 

Families of children with asthma will: 

 Inform the Coordinators, and the Educators, either upon enrolment or on initial diagnosis, 

that their child has a history of asthma. 

 Provide all relevant information regarding the child’s asthma via the written Asthma Action 

Plan, which should be provided to the centre within seven (7) days of enrolment. 

 Notify the educators, in writing, of any changes to the Asthma Action Plan during the year. 

 Ensure that their child has an adequate supply of appropriate asthma medication (including 

reliever) at all times, along with a spacer (and face mask for children under the age of 5) 

 Ensure that they comply with all requirements and procedures in relation to the 

Medications Record. 

 Communicate all relevant information and concerns to educators as the need arises (e.g. if 

asthma symptoms were present the previous evening). 

 Ensure, in consultation with the educators, the health and safety of their child through 

supervised management of the child’s asthma. 

 

 

Procedures for dealing with an Asthma Attack 

People with asthma have sensitive airways in their lungs. When they are exposed to certain triggers 

their airways narrow, making it harder for them to breathe. Three main factors cause the airways to 

narrow: The inside lining of the airways becomes red and swollen (inflammation); Extra mucus 

(sticky fluid) may be produced, which can block up airways; and Muscle around the airways tightens. 

This is called ‘bronchoconstriction’. 

If a child or an educator develops signs of what appears to be an asthma attack, appropriate care 

must be given immediately. Regardless of whether the attack is mild, moderate or severe, treatment 
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should commence immediately as delay may increase the severity of the attack and ultimately risk 

the child’s life. 

 If the child has written instructions on their Asthma Action Plan follow these instructions 

immediately. 

 If no instructions are available then immediately commence the standard Asthma First Aid 

Plan detailed below. 

 If the child’s condition suddenly deteriorates or you are concerned at any time call an 

ambulance immediately (Dial 000) and state that the person is having an asthma attack 

 

 

 Call emergency assistance immediately (DIAL 000) if the person’s asthma suddenly 

becomes worse. 

 In an emergency the blue reliever puffer used may be the child’s own, from the First Aid Kit 

or borrowed from another child. 

Step 1 Sit the person upright 

Be calm and reassuring 

Do not leave the person alone 

Step 2 Give reliever medication 

Shake the blue reliever puffer 

Use a spacer if you have one 

Give 4 separate puffs into a spacer 

Take 4 breaths from the spacer after each puff 

Note: Giving blur reliever medication to someone who doesn’t 

have asthma is unlikely to harm them 

Step 3 Wait 4 minutes 

If there is no improvement, repeat step 2 

Step 4 If there is still no improvement call emergency assistance – 

dial 000 

Tell the operator the person is having an asthma attack 

Keep giving 4 puffs every 4 minutes while you wait for 

emergency assistance 
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 Only educators who have completed a Course in Emergency Asthma Management may 

access the blue reliever medication for first aid purposes from the First Aid Kit. 

 The parents/guardians of any child who becomes ill at the Children’s Service should be 

notified, even if the child has a complete recovery from the asthma attack.  

 The treatment given should be recorded in the Accident, Injury, Trauma and Illness Record 

and/or the Medication Record. 

 It does not matter if a different brand of reliever medication to the child’s usual medication 

is used. 

 An overdose cannot be given following the steps outlined. However it is important to note 

that some children may experience an increased heart rate or tremors but these will pass 

quickly. 

What if it is the first attack of asthma? 

A problem that may be encountered is when a child suddenly collapses, or appears to have difficulty 

breathing, and is not known to have pre-existing asthma or other health problems. In this situation 

educators should: 

 

This treatment could be life saving for a child whose asthma has not been previously recognised 

and it will not be harmful if the collapse or breathing difficulty was not due to asthma. Reliever 

puffers are extremely safe, even if the child does not have asthma. 

 The parents/guardians of any child who becomes ill at the Service will  be notified as soon as 

possible. 

Step 1 Call an ambulance immediately (dial 000) and state that the child 

is having breathing difficulty 

Step 2 Give reliever medication 

Shake the blue reliever puffer 

Use a spacer if you have one 

Give 4 separate puffs into a spacer 

Take 4 breaths from the spacer after each puff 

Note: Giving blur reliever medication to someone who doesn’t have 

asthma is unlikely to harm them 

Step 3 Keep giving 4 separate puffs of a blue reliever puffer every 4 

minutes until the ambulance arrives. 
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 In an emergency the blue reliever puffer can be accessed from the First Aid Kit by a trained 

educator or borrowed from another child in case of emergency. 

Asthma Action Plan 

The Service enrolment forms include a request for information about your child including Asthma. 

All children with a diagnosis of asthma or asthmatic symptoms must have an “Asthma Action Plan” 

completed by their treating doctor before enrolment at the Service, or within 7 days after an 

episode of asthma for children already enrolled.  This provides the Service educators with a detailed 

emergency treatment action plan and can assist with the identification of triggers of an asthmatic 

episode.   

The Action Plan also enables educators to administer a child's medication in response to any 

breathing difficulties without the need for immediate parental permission.  This means the parents 

are not required to fill in the medication booklet on a daily basis; a signature will only be required in 

the event that emergency medication was administered during the day. 

 Asthma Plans will be held with the child’s enrolment details in the office. The Service educators 

will be informed about children with Asthma in their care. 

 Educators will hold a second copy of the Asthma Plan in the child’s room together with 

Emergency Contact details. Asthma First Aid posters will be displayed in key locations. 

 Regular updates of the Action Plan are required to ensure educators are aware of current 

treatment and triggers. 

 If a child's treatment changes the parents must notify the educators immediately and a new 

Action Plan will be issued to you.  If no changes occur Action Plans will automatically be reissued 

approximately every 6 months. 

 Any parent of a child with asthma in your care is required to provide written information 

regarding the child’s asthma either on enrolment or on diagnosis.  

 

The Asthma Action Plan should include information such as: 

 Signs and symptoms specific to the child’s asthma. 

 A list of known triggers. 

 Medications taken on a regular basis when the child is “well”. 

 The preferred method for treating deteriorating asthma (that is, an asthma attack). 

 What to do in an asthma emergency. 

 Name, address and telephone number of a person who is to be notified of any accident, 

injury, trauma or illness involving the child. 

 Name, address and telephone number of the child’s doctor. 
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A sample Asthma Action Plan for children’s services can be found on The Asthma Foundation of 

Victoria’s website at www.asthma.org.au 

 

Approved Asthma First Aid Training 

The Service will ensure that: 

 At least one educators member who has completed accredited Emergency Asthma 

Management Training, as approved by the Australian Children’s Education and Care Quality 

Authority is on duty whenever children are being cared for or educated.  

 That the asthma component of the First Aid Kit as up-to-date at all times. 

 

Emergency Asthma - First Aid Kit 

The Service is required to have a ‘suitably equipped’ First Aid under the Education and Care Services 

National Law. As there are children with asthma attending the Service on a regular basis, it is 

appropriate to be prepared for an asthma emergency. 

 Only educators who have completed a Course in Emergency Asthma Management may 

access the blue reliever puffer for first aid purposes from the First Aid Kit. 

 Only educators who have completed a Course in Emergency Asthma Management are able 

to purchase and hold a blue reliever medication in the First Aid Kit. 

 An Asthma First Aid Kit contains: 

 Blue reliever puffer (inhaler) e.g. Airomir, Asmol, or Ventolin. 

 A spacer device that is compatible with the puffer. This may be a large volume spacer (e.g. 

Volumatic) or a small volume spacer with a removable mask (e.g. Breath-a-tech, Aero 

chamber or Able Spacer). 

 A face mask compatible with the spacer for use by children under the age of 5. 

 Clear written instructions on the steps to be taken in treating an asthma attack. 

 70% alcohol swabs for cleaning of devices. 

 

Asthma Medication 

'Reliever medications' are those that provide relief in the event of breathing difficulties. These 

include Ventolin, Bricanyl, Respolin or Asmol and come in a grey/blue inhaler.  These are used to 

provide almost instant relief and should stop the reoccurrence of these symptoms for 4 - 6 hours. 

Administering medication to a child is considered a high risk practice, and legislative requirements 

contained within the Education and Care Services National Law Act 2010 (including the Education 

and Care Services National Regulations) are to be strictly adhered to by the Service, including 

educators, students and volunteers. 

http://www.asthma.org.au/
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 Whilst at the Service, if a child is requiring medication 3 hourly or more frequently, the 

family will be contacted.  An episode such as this requires very close monitoring which is 

best done in a one-to-one situation. 

 The Asthma Foundation recommends an immediate visit to the doctor or hospital should the 

'reliever medication' last for less than 2 hours. 

 If a child is requiring regular use of reliever medication (4 - 6 hourly) over a long period of 

time then a visit to the doctor may be necessary as the use of a 'preventer medication' may 

be required.  These provide slower more long-term relief. 

 The Service has its own spacer and blue reliever puffer (ventolin) which may be used in case 

of an emergency, should a child’s own medication have been forgotten or is found to be 

empty.  This is held in the First Aid Kit together with concise instructions for Emergency 

Asthma First Aid procedures. This medication should not be viewed as available for daily 

usage. 

 

Cleaning of asthma devices 

Devices (reliever medication) from the First Aid Kit must be thoroughly cleaned after each use to 

prevent cross infection. In most cases a child will use his/her own puffer, spacer and face mask.  

Devices can be easily cleaned by following these steps: 

 Ensure the canister is removed from the puffer container (the canister must not be submerged) 

 Wash devices thoroughly in warm water with kitchen detergent. 

 Do not rinse. 

 Allow devices to air dry. Do not rub dry. 

 When dry, wipe the mouth piece inside and outside with a 70% alcohol swab (e.g. Medi-Swab 

available from pharmacies). 

 When completely dry, ensure the canister is replaced into the puffer container and check the 

device is working correctly by firing one or two puffs into the air. A mist should be visible upon 

firing. 
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Dealing with Asthma in OSHC Policy Attachments 

 Enrolment Checklist for Children with Asthma 

 Snapshot of children with Asthma in the Service 

Related Croydon Hills PS OSHC Service Policies, Procedures and Guidelines 

Policies Dealing with Medical Conditions & Medication; Anaphylaxis; Asthma; Blood Borne Viruses; 
Chemical Storage; Diabetes; Emergency & Evacuation; Illness & Infections; Occupational Health 
& Safety; Personal Safety & Security; Providing a Child Safe Environment; Establishing a 
Protective Care Environment; Inclusion of Children with Additional Needs; Communication with 
Families; Recruitment & Retention of Educators; Supervision of Children;  

Appendices Position Descriptions; Authority to Administer Mediation; Enrolment Form; Authority to Disclose 
Personal Information; First Aid Box Checklist; Accident/Illness/Trauma Report Form; CPR Flow 
Chart; Anaphylaxis – Risk Minimisation Plan/Action Plan/Enrolment Checklist;  Asthma – Risk 
Minimisation Plan/Action Plan/Enrolment Checklist;  Emergency Action Plan; Special Diet 
Record; Special Health needs Support Plan; Educator/Employee Injury/Accident/Illness Report 
Form; Hazard Report; Sunscreen application authority;  

 

 

 

Sources 

Asthma Foundation Victoria   Single Person Spacer Use in Schools & Children’s Services – Q&A’s retrieved 
October 2012 from http://www.asthma.org.au/LinkClick.aspx?fileticket=BfM9EbwIqHU%3d&tabid=282  

Department of Human services. Better health Channel.  Asthma (additional links to other asthma related 

topics. http://www.betterhealth.vic.gov.au/bhcv2/bhcarticles.nsf/pages/Asthma?open  

Asthma Foundations of Australia  www.asthmaaustralia.org.au   

Asthma in the Under 5’s http://www.asthmaaustralia.org.au/info/under5s.pdf  

The Asthma Foundation Victoria. www.asthma.org.au  

 

 

 

 

 

 

 

 

 

http://www.asthma.org.au/LinkClick.aspx?fileticket=BfM9EbwIqHU%3d&tabid=282
http://www.betterhealth.vic.gov.au/bhcv2/bhcarticles.nsf/pages/Asthma?open
http://www.asthmaaustralia.org.au/info/under5s.pdf
http://www.asthma.org.au/


   
Croydon Hills Primary School Outside School Hours Care Service: 

Policy: Wages & Conditions of Employment 
133 

 

 

 

 

 
 

Enrolment Checklist for Children with Asthma 

 A risk minimisation plan is completed, which includes strategies to address the particular 

needs of each child with asthma, and this plan is implemented. 

 Parents of a child with asthma have been provided a copy of the Service’s Asthma policy. 

 All parents/guardians are made aware of the Asthma policy. 

 Asthmas action plan for the child is signed by the child’s Doctor and is visible to all Educators 

 Reliever medication is available for use at any time the child is in the care of Service. 

 ‘Spare’ Reliever medication is stored in the Service’s first aid kit.  

 All educators, including relief Educators, students and volunteers, are aware of each child’s 

reliever medication, and the emergency first aid reliever medication. 

 Educators nominated as responsible for the child/ren with asthma undertake Emergency 

Asthma Management Training which includes strategies for asthma management, 

recognition of respiratory distress and/or an asthma attack, and emergency treatment. 

 The Service’s Emergency Action Plan for the management of asthma is in place and all 

Educators understand the plan. 

 Parent/guardian’s current contact details are available, including emergency contacts. 

 Information regarding any other medications or medical conditions (for example 

anaphylaxis) is available to educators. 
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Snapshot Children with Asthma in the Service: 

Child’s 

Name 

Component 

(BSC/ASC/VAC) 

Trigger/s Action Plan 

location 

Preventer/ 

Reliever location 

Self-

Administer 
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Dealing with Diabetes in OSHC 

Education & Care Services National Law Act VIC (2010) – Sections 167(1)(2)(3) & 175(1) 

Education & Care Services National Regulations (2011) – Regulations 90, 91, 92, 93, 94, 95, 168(2)(d), 177, 181, 
183 & 184 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Standard 4.1; 
Elements 2.1.1, 2.1.4, 2.3.2 & 7.3.5 

Information Privacy Act VIC (2000) – Information Privacy Principles 

Privacy Act Cth. (1988) – National Privacy Principles 

Health Act 1958 – Public Health & Wellbeing Guidelines 

Health Records Act Vic (2001) – Health Privacy Principles 

Occupational Health & Safety Act Vic (2004) – Providing a safe work environment 

 

Policy Statement & Commitments 

Children with diabetes are no more likely to be sick than other young people and can generally be 

expected to do everything their peers do. Because of their diabetes, they may, however, need 

special consideration when planning sport, excursions and other activities; extra toilet provisions; 

extra consideration if unwell; some individual supervision; to eat at additional times, especially when 

involved in physical activity; and/or special provisions if testing for blood glucose levels and injecting 

insulin. 

Administering medication to a child is considered a high risk practice, and legislative requirements 

contained within the Education and Care Services National Law Act 2010 (including the Education 

and Care Services National Regulations) are to be strictly adhered to by Croydon Hills  Primary School 

Outside School Hours Care Service (the Service), including educators, students and volunteers. 

The Service is committed to: 

 Providing the necessary strategies to ensure the health and safety of all persons with type 1 

and type 2 diabetes involved with the Service, including responding to hypoglycaemia and 

hyperglycaemia. 

 Raising the community’s awareness of diabetes and its management/prevention through 

education and policy implementation. 

 

This policy applies when a child diagnosed with diabetes by a qualified medical practitioner is 

enrolled at the Service.  It applies to the child/ren enrolled, their parents/guardians, educators, and 
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the OSHC Management Sub-Committee.  It also applies to other relevant members of the 

community, such as student, volunteers and visiting specialists. 

 

Responsibilities 

 

Active implementation of this policy is a shared community responsibility. 

The OSHC Coordinator will: 

 Discuss with Educators their knowledge of issues following educators participation in any 

diabetes information sessions and/or training 

 Selectively audit enrolment checklists (e.g. annually) to ensure that documentation is 

current and complete. 

 Discuss this policy and its implementation with parents/guardians of children with diabetes 

to gauge their satisfaction with both the policy and its implementation in relation to their 

child. 

 Respond to complaints. 

 

The Nominated Educator (as nominated by the Coordinator) will: 

 Determine the levels of the educators’ competence and confidence management diabetes, 

including responding to hypoglycaemia. 

 Routinely review the children medication, hypo-kits to ensure that it is complete and that 

nothing has expired. 

 Liaise with the OSHC Management Sub-Committee (through the Coordinator) and parents of 

children with diabetes 

 

Families will: 

 Read and be familiar with the Diabetes policy. 

 Identify and liaise with the nominated Educator. 

 Bring relevant issues to the attention of both Educators and the Coordinator. 

 Maintain a food plan and hypo kit for the Service which includes extra carbohydrates. 

 

Definitions 

 

Type 1 Diabetes – is an autoimmune condition which occurs when the immune system damages the 

insulin producing cells in the pancreas. Type 1 diabetes occurs due to a severe deficiency of insulin. 

Insulin is the hormone which controls blood glucose levels or BGLs. Type 1 diabetes is an auto-

immune disease in which the body’s own immune system attacks the insulin-making cells in the 

pancreas and destroys them over time. There is no risk of contracting diabetes from affected 

individuals. Signs and symptoms of diabetes occur over a period of days and weeks. They include 

lethargy, weight loss, increased urination and excessive thirst. Without insulin the disease 
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progresses to a life threatening condition marked by dehydration, high blood glucose levels and a 

build-up of acids (ketones) in the blood (ketoacidosis). Treatment for Type 1 diabetes involves insulin 

injections, blood glucose monitoring and food management. 

Type 2 Diabetes – occurs when either insulin is not working effectively (insulin resistance) or the 

pancreas does not produce sufficient insulin (or a combination of both). Type 2 diabetes usually does 

not emerge until adulthood and is associated with the following risk factors: being overweight, 

inactivity and a genetic predisposition. However, Type 2 diabetes affects some children, in particular 

children with identified risk factors which are compounded by disadvantaged socioeconomic 

conditions and/or other medical conditions. Type 2 diabetes is different from Type 1 diabetes. 

People with Type 2 diabetes are able to make insulin but when it is released into the blood stream it 

is unable to work efficiently (insulin resistance). This leads to high blood glucose levels 

(hyperglycaemia). 

Diabetes action plan - a medical management plan prepared and signed by a Doctor providing the 

child’s name and allergies, a photograph of the child and clear instructions on treating an 

anaphylactic episode.  An example of this is the Australian Society of Clinical Immunology and Allergy 

(ASCIA) Action Plan. 

Nominated Educator- An educator nominated to be the liaison between parents/guardians of a child 

with diabetes and the OSHC Management Sub-Committee.  This person also checks hypo kit is 

current, the adrenalin auto-injector kit is complete and leads Educators practise sessions after all 

Educators have undertaken anaphylaxis management training. 

Health Support plan - A plan specific to the Service that specifies each child’s health support needs, 

the ways that each child with diabetes could become hypoglycaemic while in the care of the Service, 

practical strategies to maintain blood glucose levels, and who is responsible for implementing the 

strategies.  The health support plan should be developed by families of children with diabetes and 

Educators at the Service and should be reviewed at least annually, but always upon the enrolment or 

diagnosis of each child who is diabetic.  

Trained Educator – for the purposes of this policy, this refers to those educators who have received 

relevant professionally run training in the treatments or techniques required to support the health 

needs of a child with diabetes, and hold first aid training, anaphylaxis management training, and 

emergency asthma management training qualifications approved by ACECQA, as prescribed in the 

Education and Care Services National Law Act 2010 in accordance with regulation 137 (1) (e). 

Hyperglycaemia – A high blood glucose level is when there is too much glucose in the blood stream 

for normal functioning. A high blood glucose level is when there is too much glucose in the blood stream. The 

number is usually above 15.0mmol/L. High blood glucose levels can be caused by not enough insulin, too much 

food, common illness (eg a cold) and stress. 

Hypoglycaemia - A low blood glucose level is when there is not enough glucose in the blood stream 

for normal functioning. The number is usually below 4.0mmol/L. Low blood glucose levels can be 

caused by too much insulin, exercise, or not eating enough exchanges (carbohydrates). 

Hypo Kit – The preferred ‘kit’ for individual children, provided by the child’s family, for use in the 

event of hypoglycaemia, or ‘hypo’. 
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Procedures 

 

Currently there are no children enrolled at the Service who have been diagnosed with diabetes. In 

preparation for potential families presenting to the Service for enrolment of a child who has been 

diagnosed:  

 

 The Coordinator will discuss with Educators their knowledge and experience of Diabetes in 

young children, and arrange for information sessions to be held at the centre. 

 The Coordinator will discuss this policy and its implementation with parents/guardians of 

children in preparation for enrolment to gauge their satisfaction with both the policy and its 

implementation in relation to their child. 

 The Coordinator will review the adequacy of the response of the Service if a child displays  

hypoglycaemia or hyperglycaemia, and will consider the need for additional training and 

other corrective action 

 

The Service will implement the following procedures to care for a child with diabetic health needs: 

 

 Whenever a child with diabetes is enrolled at the Service, or newly diagnosed as having a 

diabetes, a Health Support Plan will be developed to document special needs and 

considerations including: 

o Creating a safe environment for the child;  

o Assistance with recognition of signs and symptoms and appropriate treatment of 

hypoglycaemia (low blood glucose level) and hyperglycaemia (high blood glucose 

level); 

o Adequate supervision of and ability to perform blood glucose testing if required; 

o Taking of medication and/or insulin injections; 

o Advocating and positively supporting healthy dietary behaviour; 

o Encouraging physical activity and special precautions for exercise. 

 A communications plan will be developed to inform all relevant educators, including 

students and volunteers, of: 

o The child’s name and component of care they attend (BSC/ASC/VAC ; 

o The child’s risk minimisation plan; 

o Where the child’s Emergency Action Plan/Health Support Plan will be located; 

o Where the child’s insulin/snack box etc. will be stored; 
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o The educators will be responsible for administering treatment. 

 Young children with Diabetes at the Service may need an Educator to test their blood sugar.  

 Educators will be aware of the signs and symptoms of low blood sugar including the child 

presenting pale, hungry, sweating, weak, confused and/or aggressive. Signs and symptoms 

of high blood sugar include thirsty, need to urinate, hot dry skin, smell of acetone on breath.  

 Exercise can result in hypoglycaemia, so extra carbohydrate may be required before, during 

or after physical activity depending on the duration and intensity of the activity. Parents will 

supply the extra carbohydrate and educators will ensure that this is readily accessible from 

the place physical activity is occurring. 

 Management of diabetes in children at the Service will be supported by the child having in 

place an Emergency Action Plan which includes:  

o Administration of Insulin, if needed - information on how to give insulin to the 

child, how much insulin to give, and how to store the insulin. Insulin may be 

delivered as a shot, an insulin pen, or via an insulin pump.  

o Oral medicine – children may be prescribed with oral medication  

o Meals and snacks. – Including permission to eat a snack anytime the child needs it. 

Families are asked to provide the Service with snacks to give their child when he or 

she has signs of low blood sugar. This also includes a list of foods the child can eat, 

how much, and when, and a list of foods that the child can have during special 

occasions, such as birthday parties, excursions and special events. 

o Blood sugar testing – information on how often and when a child's blood sugar may 

need to be tested by educators. For example, the child may need his or her blood 

sugar tested before lunch and when he or she has symptoms of low blood sugar.  

o Symptoms of low or high blood sugar. One child's symptoms of low or high blood 

sugar may be different from another. The child’s Action Plan should detail the child's 

symptoms of low or high blood sugar and how to treat it. For High blood sugar, low 

blood sugar, and/or hypoglycaemia, Educators will follow the child’s Diabetes 

Emergency Action Plan 

 

Procedures for Families enrolling a child, or upon diagnosis of Diabetes 

 

Families of a child at with diabetes at the Service are required to: 

 Inform Educators, either on enrolment or on diagnosis, of their child’s diabetes. 

 Provide educators with a diabetes action plan and written consent to administer treatment 

strategies identified in the action plan. 

 Provide Educators with a complete ‘hypo kit’. 

 Regularly check the content and expiry date of the hypo kit and any medication. 
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 Assist Educators by offering information and answering any questions regarding their child’s 

diabetes, including history. 

 Notify the Coordinator and educators  of any changes to their child’s status and provide a 

new diabetes action plan in accordance with these changes. 

 Communicate all relevant information and concerns to educators, for example, any matter 

relating to the health of the child. 

 Families are also required to advise the Service of their child’s food plan for diabetes. 

 Families are responsible for the Service with the food and drink needed by their child.  

-  

Procedures for Monitoring Signs & Symptoms 

 

Signs are observable indicators; symptoms are what the person can feel and report. Monitoring a 

young person with diabetes for signs and symptoms of high or low blood glucose levels is very 

important if he or she is unable to test the blood glucose level using a blood glucose meter. 

 Educators will be trained in what signs to look for and when to take action. 

 The family and the educators  will have a system in place so that the symptoms are reported and any 

action taken is communicated. 

 Families will use the record of signs, symptoms and action to make changes to the management of 

their child’s diabetes. 

 
 
Procedures Blood Glucose Testing 

 
Blood glucose testing is used to monitor whether the insulin doses being taken are the right 
amounts. It also enables safe management of sick days and exercise. Some young people will know 
how to prick their finger and measure the blood glucose using their own blood glucose meter. 

 Educators will not be expected to do blood glucose tests, but will be trained on how to supervise this 

to support this aspect of the child’s self-management is applicable. 

 Families are required to attend the Service to administer this procedures if the child’s management 

plan required this to be completed while the child is attending the Service. 

 Should an individual educator wish to gain competence in blood glucose testing to support the child’s 

participation in the service, appropriate professional training, support and advice will be sought. 

 Educators will be provided with sufficient information and training regarding blood glucose testing to 

ensure their competence to perform their duties of employment and understanding their liabilities 

and duty of care requirements. 

 
Special precautions for Physical Activity 
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The Coordinator, and/or Educators at the Service will need to discuss a plan with families regarding 

the implications for management of the diabetes during physical activity. There are many ways in 

which this could be done.  

 The agreed strategies should be written in the individual diabetes care plan and health support plan 

and monitored through the communication book. 

 The support plan should determine how educators will ensure that food and drinks for the treatment 

of low blood glucose levels (hypoglycaemia or ‘hypo’) are available at the place of physical activity and 

sport.  

 Educators will need to have access to (or be carrying) the hypo kit. 

 Young people with diabetes need additional supervision during exercise. The younger child may also 

need to have meals supervised, especially before exercise. 

 Any sport in which a low blood glucose level would cause a risk to the child should be carefully 

planned and always occur under strict supervision.  

 Some features of a low blood glucose level may be masked by cooler body temperatures experienced 

during water based activity.  

 Water based activities need very careful planning and supervision because a low blood glucose level 

may increase the risk of drowning. For excursions in and/or around water an educator will be located 

on the edge of the water-based activity as a safety watch for the child. 

 

Procedures for the Storage of Children’s Hypo Kits 

 
 Blood glucose monitoring equipment should be safely stored so that it is accessible as required by the 

educator but is not accessible to children. Typically this equipment is stored with the child’s hypo kit. 

 Hypo kits will be stored in the first aid kit. 

 

Procedures for Dealing with Hypoglycaemia (Low Blood Glucose Levels) 

 

Hypoglycaemia may occur at any time, but there is a greater chance of this happening with exercise 

or before the next meal is due (usually morning tea or lunch). Hypoglycaemia may be dangerous. 

The signs can progress from mild to severe very quickly—prompt first aid treatment is crucial. 

 
Signs of Hypoglycaemia: 
 

Mild Moderate Severe 

 Sweating, paleness, 

trembling, hunger, 

weakness. 

 Changes in mood and 

behaviour (e.g. crying, 

argumentative outbursts, 

aggressiveness).  

 Inability to think clearly, 

 Inability to help oneself. 

 Glazed expression. 

 Being disorientated, 

unaware or seemingly 

intoxicated. 

 Inability to drink and 

swallow without much 

encouragement. 

 Inability to stand. 

 Inability to respond to 

instructions. 

 Extreme disorientation. 

 Inability to drink and 

swallow (leading to 

danger of inhaling food 

into the lungs). 
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lack of coordination. 

 
 Headache, abdominal pain 

or nausea. 

 Unconsciousness or 

seizures (jerking or 

twitching of face, body or 

limbs). 

 

 
First Aid for Hypoglycaemia 

 

Mild to moderate hypos can be treated by giving foods or drinks by mouth. Families will provide 

Croydon Hills PS OSHC Service with their child’s preferred hypo kit. 

 

 The essentials in the treatment of mild to moderate hypos are the following: 

 

Step 1 Give glucose immediately to raise the blood glucose level (e.g. half a can of normal [with 

sugar] soft or fruit drink, or 5-6 jelly beans. 

Step 2 Wait 5 minutes 

Step 3 If not improvement, repeat Step 1 

Step 4 If the condition improves, follow up with a snack of one piece of fruit or one slice of 

bread or dried biscuits, only when recovered (usually 5 minutes) 

Step 5 If there is still no improvement, call an ambulance. State clearly that the person has 

diabetes, and whether he or she is conscious. Inform emergency contacts 

Step 6 If unconscious, maintain airway, breathing and circulation (the ‘ABC’ of first aid) while 

awaiting the ambulance 

 

Severe hypos require either an injection of glucose into the vein (this can be given only by a doctor 

or a trained paramedic) or the intramuscular injection from the Glucagen Hypo Kit ® given by a 

doctor, a paramedic, or a parent or guardian.  

Never put food or drink in the mouth of a person who is unconscious, convulsing or unable to 

swallow, in case it is inhaled.  

In severe hypoglycaemia: 

 

Step 1 Lie the child on one side and protect from injury 

Step 2 Provide first aid, checking that there is no danger around, and maintain airway, 

breathing and circulation (the ‘ABC’ of first aid). Check that the mouth is clear to allow 

unobstructed breathing. Skin colour should remain pale to normal if the person is 

breathing properly. 



   
Croydon Hills Primary School Outside School Hours Care Service: 

Policy: Wages & Conditions of Employment 
143 

 

 

Step 3 Call an ambulance and inform the operator that there is a diabetic emergency 

Step 4 Inform emergency contacts as per policy 

 

 

Dealing with Hyperglycaemia (High Blood Glucose Levels) 

 

Hyperglycaemia (high blood glucose levels) can be caused by not enough insulin, too much food, 

common illness (eg a cold) and stress.  When blood glucose levels are high for a long period of time, 

the body starts to break down fat and muscle for energy. When this happens, the body makes 

ketones. A urine test can detect ketones. 

Signs for this condition may develop over several days and can include: 

 

Mild Moderate  Severe 

Educators often become aware 

of this when the child 

constantly asks for permission 

to go to the toilet and to obtain 

a drink. 

As signs develop over time, 

mild hyperglycaemia isn’t 

always visible to educators at 

the Service. Communication 

with families about children’s 

wellbeing assists in identifying 

changes to children’s health. 

 

Frequent urination 

 

Excessive thirst 

 

Change in behaviour (usually 

irritability) 

 

Lethargy 

 

Weight loss 

 

Lack of concentration 

 

Rapid laboured breathing 

 

Vomiting 

 

Sweet acetone smell to breath 

 

Abdominal pains 

 

Flushed cheeks 

 

Severe dehydration 
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First Aid for Hyperglycaemia 
 
An ambulance should be called immediately if any of the above symptoms of severe hyperglycaemia 
are observed, as hospitalisation is needed urgently. 
 
In severe hyperglycaemia,  
 

Step 1 Lie the child on one side and protect from injury 

Step 2 Provide first aid, checking that there is no danger around, and maintain airway, 

breathing and circulation (the ‘ABC’ of first aid). Check that the mouth is clear to 

allow unobstructed breathing. Skin colour should remain pale to normal if the 

person is breathing properly. 

Step 3 Call an ambulance and inform the operator that there is a diabetic emergency 

Step 4 Inform emergency contacts  as per policy 

  
 
Dealing with Diabetes in OSHC Policy Attachments 

 Enrolment Checklist for Children with Type 1 or Type 2 Diabetes 

 Diabetic Health Support - Food Plan  

Related Croydon Hills PS OSHC Service Policies, Procedures and Guidelines 

 

Policies Enrolment, Orientation & Custody Arrangements; Illness & Infection; Nutrition, Food & 
Beverages, Dietary Requirements & Food Allergies; Occupational Health & Safety; Providing a 
Child Safe Environment; Birthday Parties; Excursions & Routine Outings; Ongoing Professional 
Development; Recruitment & Retention of Educators; Supervision of Children; Immunisation; 
Equity, Diversity & the Children’s Program;  

Appendices Enrolment Checklist for Diabetes;; Authority to Administer Medication; Special Health Needs 
Support Plan;   

 

Sources 

Diabetes Australia (Victoria) – Parenting Journeys with Type 1 Diabetes – Retrieved June 2012 

http://www.diabetesvic.org.au/images/stories/PDF_files/recipes%20for%20living%20with%20D-

http://www.diabetesvic.org.au/images/stories/PDF_files/recipes%20for%20living%20with%20D-Kids.pdf?phpMyAdmin=fsgZ8MzPBx-Okd83pnoO%2CvcNPM5
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Kids.pdf?phpMyAdmin=fsgZ8MzPBx-Okd83pnoO%2CvcNPM5 

http://www.diabetesvic.org.au/images/stories/PDF_files/recipes for living with D-

Kids.pdf?phpMyAdmin=fsgZ8MzPBx-Okd83pnoO%2CvcNPM5  

 Royal Children's Hospital, Caring for Diabetes in Children & Adolescents, – retrieved Jun 2012 

http://video.rch.org.au/diabetes/Diabetes_Book_Third_Edition.pdf   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.diabetesvic.org.au/images/stories/PDF_files/recipes%20for%20living%20with%20D-Kids.pdf?phpMyAdmin=fsgZ8MzPBx-Okd83pnoO%2CvcNPM5
http://www.diabetesvic.org.au/images/stories/PDF_files/recipes%20for%20living%20with%20D-Kids.pdf?phpMyAdmin=fsgZ8MzPBx-Okd83pnoO%2CvcNPM5
http://www.diabetesvic.org.au/images/stories/PDF_files/recipes%20for%20living%20with%20D-Kids.pdf?phpMyAdmin=fsgZ8MzPBx-Okd83pnoO%2CvcNPM5
http://www.rch.org.au/diabetesmanual/index.cfm?doc_id=2352
http://video.rch.org.au/diabetes/Diabetes_Book_Third_Edition.pdf
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Enrolment Checklist for Children with Type 1 or Type 2 Diabetes 

A health support plan, which includes a food plan, identifies strategies to address the particular 

needs of each child with diabetes, and this plan is implemented. 

 

 Parents of a child with diabetes have been provided a copy of the Service’s Diabetes policy. 

 

 All parents/guardians are made aware of the procedures in the Service’s Diabetes policy. 

 

 Diabetes health support action plan for the child is signed by the child’s Doctor and is visible 

to all Educators. 

 

 A ‘hypo kit’ is available for use at any time the child is in the care of the Service. 

 

 Any management medication or apparatus is stored in a location easily accessible to adults (not 

locked away), inaccessible to children and away from direct sources of heat.  

 

 All educators, including relief Educators, students and volunteers, are aware of each hypo-kit 

location, and any other medication or monitoring apparatus. 

 

 Educators nominated as responsible for the child/ren at risk of diabetes undertake appropriate 

training, which includes strategies for management, recognition of hypoglycaemia and 

emergency treatment. 

 

 The Service’s Emergency Action Plan for the management of diabetes is in place and all 

Educators understand the plan. 

 

 Parent/guardian’s current contact details are available, including emergency contacts. 

 

 Information regarding any other medications or medical conditions (for example asthma) is 

available to educators. 
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Diabetic Health Support - Food Plan 

Child’s Name:            

 

 Family to complete Why? 

Type of food  

 

 

 

 

 

Food containing slowly absorbed carbohydrates 

must be eaten at each meal. 

 

Timing of 

Meals 

 Most food plans are based on three 

major meals (breakfast, lunch and 

evening meal) and three snacks 

(morning, afternoon tea and at 

bedtime). If the interval between 

meals and snacks is too long, a low 

blood glucose level can occur and 

an additional snack may have to be 

eaten 

Quantities of 

Food 

 The amount of food for each meal is 

also important and meals should 

never be skipped. Families are 

taught to count carbohydrate 

quantities using the exchange 

system (15g carbohydrate equals 1 

exchange). Carbohydrate foods 

have been given an exchange value 

and the young person with diabetes 

will be eating a specific number of 

exchanges at main meals and 

snacks. 

Supervision & 

Routine 

Requirements 

 Very young children may require 

extra supervision at meal and snack 

times. Most children will have a food 

plan that fits in with regular 

routines, avoiding the need to eat 

regularly in throughout the day or at 

odd times. Young people with 

diabetes usually cannot delay meal 

times 

 

Sign & Date:            
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Pediculosis Capitis (Head Lice) 

Education & Care Services National Law Act 2010 (Vic) -  Section 2 (2)(a); 167 (1)(2) and (3) 

Education & Care Services National Regulations (2011) – Regulations 4, 85 – 88, 98, 99, 106, 168 (2)(b)(c)(d), 
170 – 175, 177 

My Time, Our Place, Framework for School Age Care in Australia 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) –, Elements 2.1.1, 
2.1.4, 2.3.2, & 7.1.1 

Occupational Health & Safety Act 2004 - Providing a safe environment 

Public Health & Wellbeing Regulations 2009 - Immunisation & Exclusion 

 

 

Policy Statement & Commitments 

Pediculosis Capitis, or head lice, is an ongoing problem at Croydon Hills Primary School Outside 

School Hours Care Service (the Service) like any other school or children’s service centre.  Head lice 

are easily spread and can cause great discomfort for the child/adult carrying them.   

The Service acknowledges the importance of early identification and treatment of head lice to 

ensure the wellbeing, health and safety of children, families, educators and the community at large, 

in accordance with the Public Health and Wellbeing Act 2009. 

Both parents and educators need to work together to ensure the wellbeing of children, families, 

educators and the community, which include systematic identification and treatment of head lice, 

and building the knowledge of the community on such measures.  

Procedures 

 

Head lice are tiny insects. They do not have wings, so they cannot fly. Head lice have strong claws 

and swing from hair to hair – they cannot jump. They live on the hair and suck blood from the scalp. 

Head lice can only be spread from one person to another by direct head-to-head contact. 

Anyone can get head lice – they have no preferences for cleanliness, hair colour, hair type, ethnicity 

or age. Head lice are a nuisance but they do not cause disease or illness.  

Itching is often the first thing that raises concern about head lice, however it is not a reliable sign of 

head lice.  Head lice need to spend their entire life on human heads to survive. Head lice will die 

from dehydration within 6 – 24 hours when removed from the human head, depending upon 

humidity and when they last fed.  

Service will to be guided by procedures to minimise the outbreak of headlice, and in the event of 

head lice being detected, procedures for families and educators working together in the 

identification, exclusion and treatment of head lice at the Service will be implemented. 
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Procedures to minimise the outbreak of head lice: 

 The Coordinator will distribute policies and information on the detection and control of head 

lice to parents and educators at the beginning of each year or more frequently if required; 

 Families are asked to inform themselves about identification and treatment of head lice; 

 Families are asked to conduct regular checks for head lice on the whole family, particularly 

children once a week. If head lice are found, begin treatment immediately and check for 

effectiveness, and keep checking every 2 days until no lice are found for 10 consecutive 

days. 

 Educators will endeavour to reduce head-to-head contact, where possible, between all 

children during activities when they are aware that someone at The Service has head lice. 

 

In the event of head lice being detected: 

 Educators will provide practical advice and a sympathetic attitude to avoid stigmatising 

families who are experiencing difficulty with control measures; 

 Identification of an individual child with head lice is usually a marker of head lice in a much 

larger group and a group approach rather than an individual approach is needed. 

 Educators will encourage parents to continue regularly (preferably once a week) to check 

their child for head lice; 

 The Coordinator will place a notice in the foyer advising of current head lice outbreaks;- 

individual children will not be identified. 

 Educators will contact the parent/s of any child carrying head lice or eggs to advise they will 

need to arrange for immediate collection and subsequent treatment of their child from 

attendance until the day following treatment. 

 

 Families are asked to respond immediately and courteously to requests from The Service 

educators to collect their child/ren from care if required due to head lice detection; 

 Families are required to treat head lice with approved solutions and physically remove all eggs 

from their child (treatment solutions will not kill eggs) 

 Child/ren must be excluded from the Service until the day after appropriate treatment has 

commenced, as per Schedule 7 of the Public Health and Wellbeing Regulations 2009 - the 

Minimum Period of Exclusion from Primary Schools and Children's Services Centres for 

Infectious Diseases Cases and Contacts. 

 Educators and children with longer hair will be asked to tie their hair back during an outbreak to 

reduce the chance of transmission. 
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Identification and Treatment 

 

Itching is often the first thing that raises concern about head lice; however it is not a reliable sign of 

head lice. Most children who itch do not have head lice. You can have head lice and not know. Lice 

move fast in dry hair and are easy to miss. If you find head lice early, they are easier to treat. 

Everyone (adults and children) in the family needs to be checked, and if you find head lice, you need 

to decide on a treatment option.  

 

Using hair conditioner and combing is the most effective way of finding, and treating, head lice. 

Conditioner and combing can be used for detection and/or treatment. The conditioner stuns the lice 

for some minutes so they can be easily removed. Conditioner and combing are reasonably 

inexpensive. It also avoids the use of head lice chemicals (pesticides). 

 

Conditioner and Combing Technique: 

 

Step 1 Untangle dry hair with an ordinary comb 
 

Step 2 Apply hair conditioner to dry hair (use white conditioner as it makes it easier to see the 
nits). Use enough conditioner to thoroughly cover the whole scalp and all hair from 
roots to tips. 
 

Step 3 Use the ordinary comb to evenly distribute conditioner and divide the hair into four or 
more sections using hair clips. A mirror helps if combing your-self. 
 

Step 4 Change to a head lice comb. 
 

Step 5 Start with a section at the back of the head. Place the teeth of the head lice comb 
against the scalp. Comb the hair from the roots through to the tips. 
 

Step 6 Wipe the comb clean on a tissue after each stroke. In good light, check for head lice. 
Adult lice are easier to see – young lice are difficult to see. A magnifying glass will help. 
You may see some eggs. 
 

Step 7 Comb each section twice until you have combed the whole head. If the comb becomes 
clogged, use an old toothbrush, dental floss or safety pin to remove the head lice or 
eggs. 

 

 

Chemical Treatment: 

When choosing a chemical treatment product, ensure you only choose chemical treatments that are 

designed specifically to treat head lice. Choose only chemical treatments which have an ‘Aust. L’ or 

‘Aust. R’ number on the label. These products are licensed or registered with the Therapeutic Goods 

Administration (TGA) in Australia. This means they are approved for safety. Be wary of chemical 

treatments which are not officially approved. Be sure to follow instructions provided as there is no 

chemical treatment which will kill eggs, so repeat treatments are essential for treating young lice. 
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General Information 

 

Scientific research (NHMRC publication Staying Health in Child Care) has shown: 
 

 Sharing hats presents no risk. It does not increase the chance of getting head lice. Researchers 
examined hats worn by 1000 school children and found no head lice even when many head lice 
were found on the children’s heads. 

 

 Placing hair grooming implements in a container of very hot water (60°C) for at least 30 seconds 
will kill any head lice caught in the comb after grooming. A domestic hot water service usually 
does not reach 60°C. If you do not have a thermometer, it may be easiest to use water shortly 
after it has gone off the boil. 

 

 Researchers examined 118 carpeted classroom floors and found no head lice or eggs. When the 
students from those rooms were examined, they had a total of 14, 563 live head lice on their 
heads.  

 

Sources 

Depart,ment of Health, Victoria, Australia, Minimum Period of Exclusion from Primary Schools and Children's 

Services Centres for Infectious Diseases Cases and Contacts (Public Health and Wellbeing Regulations 2009) 

Retriever February 2012 from www.health.vic.gov.au  

National Health and Medical Research Council. (2005) Staying Healthy in Child care. Preventing infectious 

diseases in child care.. 4
th

 ed. 2005.  NHMRC Publications Unit. Available on line. 

http://www.nhmrc.gov.au/publications/synopses/_files/ch43.pdf 

 

Related Croydon Hills PS OSHC Service Policies, Procedures and Guidelines 

 

Policies Dealing with Complaints;  Communication with Families; Illness & Illness & Infections 

 

 

 

 

 

 

 

 

 

 

http://www.health.vic.gov.au/
http://www.nhmrc.gov.au/publications/synopses/_files/ch43.pdf
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Sun Protection Policy 

Education & Care Services National Regulations (2011) – Regulations 114, 168 (2)(ii) 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Elements 

Victorian Early Years Learning & Development Framework (2009) –Practice Principles 

Framework for School Age Care in Australia (2012) – Outcomes 

Australian Safety Standards (   ) – AS/NZS 4486.1:1997 

Victorian Occupational Health & Safety Act (2004) – Providing a Safe environment 

Victorian Child Wellbeing & Safety Act (2005) – Part 2: Principles for Children 

Victorian Public Health & Wellbeing Act (2008) 

 

 

Policy Statement & Commitments 

 

The Education and Care Services National Regulations require Croydon Hills Primary School Outside 

School Hours Care Service (the Service) to have in place policies and procedures in relation to safety 

matters relating to sun protection, and to ensure that each child is protected. 

 

The Service is committed to:  

 Providing children, families and staff with protection from the harmful effects caused by 

too much exposure to the sun’s ultraviolet radiation, during all aspects of the program. 

 Educating children, families, staff and other participants in the Service on the harmful 

effects of too much exposure to the sun’s ultraviolet radiation. 

 Educating children, families, staff and other participants in the Service about healthy 

Vitamin D levels 

This policy provides procedures for sun protection and providing general information on SunSmart 

practices, that supports the following factors: 

 Too much of the sun’s UV can cause sunburn, skin and eye damage and skin cancer.  

 Sun exposure in the first 10 years of life is a major factor in determining future skin 

cancer risk.  

 Too little UV from the sun can lead to low vitamin D levels. 

 Vitamin D is essential for healthy bones and muscles, and for general health. 
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Our Sun Protection Policy has been developed accordance with Cancer Council’s SunSmart 

policy for Outside School Hours Care Services to ensure the sun protection and a balance of the 

ultraviolet radiation (UV) exposure that is important for health, for children, families and staff at 

the Service. Active implementation of this policy ensures that all children attending the Service 

are protected from skin damage caused by the harmful (UV) rays of the sun. It is to be 

implemented throughout the year, but with particular emphasis from the 1st September 

through to the 1st of May.  

 

This policy applies to all children, families, staff (permanent or casual), students, volunteers and 

visitors to the Service. It is the responsibility of all staff at the Service to actively implement and 

promote this policy.  

Staff are encouraged to access the daily SunSmart UV Alert on the Service website at 

www.croydonhps.vic.edu.au or at www.sunsmart.com.au  to find out daily sun protection times to 

assist with the implementation of this policy. 

Sun Protection Procedures 

Although our senses can easily detect sunlight and infrared radiation (heat), they cannot detect the 

level of ultraviolet (UV) radiation from the sun.  UV radiation can’t be seen or felt and can be 

damaging to our skin on cool, cloudy days as well as hot, sunny ones.  Whenever UV radiation index 

levels reach 3 (moderate) and above, sun protection is required.  At that level UV radiation is intense 

enough to damage our skin and contribute to the risk of skin cancer. 

In Victoria from September to April, the UV radiation index levels are 3 and above for most of the 

day. Particular care should be taken between 10 am and 2 pm (11 am and 3 pm daylight saving time) 

when UV levels reach their peak.  

From May to August, the UV radiation index levels in Victoria are usually low (below 3). Therefore 

sun protection measures are not necessary during these months unless you are in alpine regions, or 

near highly reflective surfaces like snow or water.   

 The Service will require children to wear hats that protect their face, neck and ears whenever 

they are outside, i.e. legionnaire or broad brimmed hats (see General Information in this policy 

for description of these)  

 Children who do not have their hats with them will be asked to play in an area protected from 

the sun. 

 Children will be encouraged to use available areas of shade for outdoor play activity. 

 When outside, children are required to wear loose fitting clothing that covers as much skin as 

possible (e.g. no singlet tops). 

 The School Council will ensure that there is sufficient shelter, shade cloth and/or trees providing 

shaded for outdoor play areas. 

 The availability of shade will be considered when planning an excursion and sun protection will 

be considered in risk assessment practices in preparation for the excursion. 

 Staff will act as role models by: 

o Wearing appropriate hats and clothing outdoors 

http://www.croydonhps.vic.edu.au/
http://www.sunsmart.com.au/
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o Using SPF 30+ sunscreen for sun protection 

o Seeking shade whenever possible 

 SPF 30+, broad spectrum, water resistant sunscreen will be provided for staff and children’s use 

as necessary, when required.   

 Learning about skin and ways to protect skin from the sun will be incorporated into 

programmed activities. 

 The Sun Protection Policy will be reinforced in a positive way through parent newsletters, notice 

boards and meetings. 

 Staff and parents will be provided with educational material on sun protection. 

 Learning about skin and how to protect skin from the sun and Vitamin D will be incorporated 

into the planned experiences for children at the Service. 

 The use of wrap-around sunglasses that meet Australian Standard 1067 (Sunglasses - Category 

2, 3 or 4) is encouraged 

 

Enrolment Information 

It is helpful if families understand the Outside School Hours Care Service’s sun protection policy and 

are aware of how they can assist by providing appropriate clothing, hats, and possibly sunglasses, 

and being good role models themselves.   

 Provided with educational material on sun protection, vitamin D, and the Service’s SunSmart 

Policy, including general information on ways they can help support it. 

 Asked to buy a suitable hat for their child’s use 

 Given signed authority and directive to administer or not administer sunscreen to their child at 

the Service.   

 Encouraged to practice SunSmart behaviours themselves. 

 

The Role of the Service 

There is enormous potential for Outside School Hours Care Services to prevent skin cancer in future 

generations: 

 Protecting children from foreseeable harm is part of an Outside School Hours Care 

Service’s duty of care to children. As part of an employer's general duty of care under 

the Occupational Health and Safety Act 2004, staff working all or part of their day outside 

should be protected from the sun's UV radiation. 

 Educators as role models - Children often copy those around them and learn by 

imitation. The staff will adopt sun protection behaviours the children are more likely to 

do the same. Sun exposure for staff is also an Occupational Health & Safety issue.  

 Family and community information - Newsletters and notice boards are utilized as an 

ideal way of keeping families informed.   
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Ultra Violet Radiation Exposure & Vitamin D  

Some UV radiation exposure is important for a child’s vitamin D production.  Vitamin D is necessary 

for bone, joint, muscle and neurological function and is produced in the skin by exposure to UV 

radiation. Low levels are also present in some foods. A balance is required between avoiding an 

increase in a child’s risk of skin cancer and achieving enough UV radiation exposure to maintain their 

vitamin D levels.  

During peak UV months in Victoria (from September to April), children usually receive enough sun 

for Vitamin D production from incidental sun exposure during their day-to-day activities, even if they 

are adopting recommended SunSmart behaviour. Five minutes of sun exposure in the morning and 

another five minutes in the late afternoon on most days of the week is generally all that is required.  

Extra care should always be taken during the middle of the day when UV Index levels reach their 

peak.  Children with dark skin may need slightly longer periods of sun exposure, about 5 minutes 

more in the morning and again in the afternoon. 

From May until August UV Index levels in Victoria reach below 3 (low). Generally the lower UV Index 

levels are not intense enough to damage the skin.  When UV Index levels are low, children need 

greater exposure time to maintain vitamin D stores. Asking children to follow sun protection 

throughout the entire year in Victoria is not necessary and may lead to other health concerns for 

them 

 

The ‘Outside 5’  

The Cancer Council’s SunSmart guidelines recommend using a combination of these five important 

sun protection measures: 

1 Shade Try to use shade whenever possible. Even while in the shade, UV radiation can 

reflect from surfaces such as water, sand and concrete so it is important that 

children continue to wear a hat, appropriate clothing and sunscreen. 

 

 theService is obliged under the Education and Care Services National Regulations 

2011 (R.114) to ensure that outdoor spaces provided at  theService include 

adequate shaded areas to protect children from overexposure to ultraviolet 

radiation from the sun. 

 

2 Sun-

protective 

clothing 

As well as hats, SunSmart recommends loose fitting, close weave clothing that 

covers as much skin as possible during outside activities. Tops with elbow length 

sleeves, and if possible, collars and knee length or longer style shorts and skirts 

are best.  
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Garments especially designed for sun protection will carry a UPF 

(ultraviolet protection factor) level on their tags. The higher the 

number, the greater the protection from UV radiation. Fabric rated 

above UPF 30 provides very good protection. 

3 Hats To protect the neck, ears, temples, face and nose, children and staff are to wear a 

broad brimmed, legionnaire or bucket hat.  

 

 

 

Broad brimmed hats should have a brim of at least 7.5 cm (6 cm for very young 

children). A legionnaire hat should have the front peak and the long, back flap 

meet at the sides to protect the side of the face, neck and ears. Bucket hats 

should have a deep crown and a brim of at least 5 cm for young children. 

4 Sunglasses Eyes, like skin, can be damaged by exposure to UV radiation. SunSmart suggests, 

where practical, wearing close fitting, wraparound sunglasses that cover as much 

of the eye area as possible. The sunglasses should meet Australian Standard 1067 

(sunglasses: category 2, 3 or 4) and preferably be marked with an EPF (eye 

protection factor).  

Please remember that the colour or darkness of the lenses 

doesn’t indicate the level of sun protection and you will need to 

check the label. It is also good to find sunglasses that are 

polarised as these reduce the glare.  

While this Outside School Hours Care Service will not supply sunglasses to 

children attending the service we will encourage the wearing of sunglasses where 

they have been supplied by the parents / guardians.   

5 Sunscreen It is good to teach children to apply SPF 30+ broad spectrum, 

water resistant sunscreen 20 minutes before going outside and to 

reapply it every two hours. Sunscreen screens out UV radiation 

but does not completely block it out so some UV radiation still 

reaches our skin.   It is recommended that you inform families of 

the brand/type.  

Some children may be sensitive to some sunscreens, so families may wish to 

supply an alternative for their child. However, even if all families are asked to 

provide SPF 30+ broad-spectrum, water-resistant sunscreen, the Outside School 

Hours Care Service should still have a supply available.  

 

Broad brimmed hat Legionnaire hat Bucket hat 
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Sources 

SunSmart Schools and Early Childhood Program (2012), Sample Sun Protection Policy for Outside School Hours 

Care Services, The Cancer Council of Victoria, Carlton. 

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 

Practice template – Sun Protection. Accessed February 2012 from www.pscalliance.gov.au 

Council of Australian Governments, December (2009). National Quality Standard for Early Childhood 

Education and Care and School Age Care, Early Childhood Development Steering Committee, Barwon, ACT:  

Safe Work Australia: Guidance Note for the Protection of Workers from the Ultraviolet Radiation in Sunlight 

(2008) Retrieved February 2012 from www.safeworkaustralia.gov.au  

Victorian Government Department of Education and Early Childhood Development (2008) Building 

Quality Standards Handbook: Section 7.5.5 Shade Areas. Retrieved February 2012 from 

http://www.eduweb.vic.gov.au/edulibrary/public/propman/facility/BuildingQualityStandardsHandboo

k.pdf  

Australian Government Radiation Protection and Nuclear Safety Agency Radiation Protection Standard 

for Occupational Exposure to Ultraviolet Radiation (2006) Retrieved February 2012 from 

http://www.arpansa.gov.au/pubs/rps/rps12.pdf  

SAI Global AS/NZS 4486.1:1997 – Playgrounds and Playground Equipment Part 1: Development, installation, 

inspection, maintenance and operation Shade/Sun Protection Retrieved February 2012 from 

http://infostore.saiglobal.com/store/Details.aspx?ProductID=384087&gclid=CI3foKWLhLMCFUUSpQodRiIAkw  

 

Responsibility 

 

Related Croydon Hills Primary School Outside School Hours Care Service Policies, Procedures and 

Guidelines 

 

Policies Enrolment, Orientation & Custody Arrangements; Delivery & Collection of Children; 

Communications with Families; Occupational Health & Safety; Expectations of Educators; 

Inness, Injury, Trauma & the Administration of Medication; Child Safe Environment; Program 

Planning; Excursions & Routine Outings; Chemical Storage;  

Appendices Authority to administer Sun Screen; Enrolment Form, including Health of Child;  

 

 

 

 

 

 

 

http://www.pscalliance.gov.au/
http://www.safeworkaustralia.gov.au/
http://www.eduweb.vic.gov.au/edulibrary/public/propman/facility/BuildingQualityStandardsHandbook.pdf
http://www.eduweb.vic.gov.au/edulibrary/public/propman/facility/BuildingQualityStandardsHandbook.pdf
http://www.arpansa.gov.au/pubs/rps/rps12.pdf
http://infostore.saiglobal.com/store/Details.aspx?ProductID=384087&gclid=CI3foKWLhLMCFUUSpQodRiIAkw
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Water Safety Policy 

Education & Care Services National Regulations (2011) – Regulations 168 (2)(h)&(a)(iii) 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Elements 2.3.2 & 

3.1.1 

 

Policy Statement & Commitments  

The Education and Care Services National Regulations require Croydon Hills Primary School Outside 

School Hours Care Service (the Service) to have policies and procedures on water safety, including 

safety during any water-based activities. 

Water hazards at the Service are kept to a minimum; however some equipment, toilets, basins, and 

water play can be hazardous for children. Risk assessment strategies inform the management of 

water at the Outside School Hours Care Service to ensure that children can experience the natural 

environment and engagement in water play safely. 

 The Service is committed to:  

 Ensuring that every reasonable precaution is taken to protect children from harm and any 

hazard likely to cause injury, including when children are around water or involved in 

water-based activities. 

 Maintaining close supervision of children at all times, particularly where water is involved.  

It is the responsibility of all educators at the Service to implement this policy. 

 

Water Safety Procedures at Croydon Hills PS OSHC Premises 

 Children are closely supervised near water at all times during water-based activities. 

 Children are never left alone where water is present. 

 Cardiopulmonary resuscitation (CPR) guidelines and procedures are on display. 

 Water Safety messages will be embedded in the children’s educational program where 

appropriate, including during water-based activities such as water play, sand play and play 

with elements of nature such as mud, creek beds, watering the garden and rain catching 

from the natural environment. 

 Educators cover or make inaccessible to children all water containers, e.g. tubs, buckets, 

wading pools etc. 
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 Any wading pool, tub or bucked used for water-based activities are emptied immediately 

after every use, and are stored in a way that prevents the collection of water. 

 After rainfall, working bees, watering the garden or any other community access to Croydon 

Hills Primary School grounds, educators check the outside environment and empty water 

that has collected on equipment or in containers. 

 The thermostat on the hot water system is set to a medium temperature to ensure that hand 

washing a hygiene procedures can be carried out without risk or scalding. 

 Educator’s do not have hot drinks e.g. tea or coffee when they are caring for and educating 

children. 

 Any warm water around children will be tested to ensure that is not hot enough to cause 

scalding. 

 

Water Safety Procedures outside the premises 

The Service does not plan for excursions that involve children swimming, as we cannot provide 

Educators that have a recognised award experience in water safety and rescue procedures.  

From time to time excursions or routine outings may take effect in places where there is a body 

of water, e.g. lake or pond, in which case:  

 The planning of such excursions is subject to the Service’s excursions policy, including risk 

assessment and determining adult:child ratios for adequate supervision which is 

determined at a higher ratio for water-play and/or experiences near bodies of water. 

 Water safety messages are built into the children’s educational program. 

 Supervision near bodies of water on excursions is maintained by educators who hold a first 

aid certificate which includes Cardio Pulmonary Resuscitation (CPR) 

 Excursion permission forms will clearly state where bodies of water will be present, and will 

include added safety precautions to ensure families are informed about risk assessment 

procedures, and about community messages regarding water safety for families to share 

with their children prior to the excursion. 

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                             

Sources 

The Better Health Channel, Water Safety for Children, accessed September 2012 from 

www.betterhealth.vic.gov.au  

 

Related Croydon Hills PS OSHC Service Policies, Procedures and Guidelines 

Policies Supervision of Children; Interactions with Children; Occupational Health & Safety; Independent 

Toileting & Nappy Changes; Injury, Illness, Trauma & the Administration of First Aid; Program 

Planning; Communication with Families; Excursions, Routine Outings & In-House Activities; 

Providing a Child Safe Environment; Educational Equipment & Toys;  

http://www.betterhealth.vic.gov.au/
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Nutrition, Food & Beverages, and Dietary 

Requirements for Children Policy 

Education & Care Services National Regulations (2011) –  Regulations:77, 78, 80, 91, 91, 92, 168 

National Quality Standards for Early Childhood Education and Care & School Age Care (2010) – Elements: 2.2.1, 

3.1.1, 3.1.2, 4.2.1, 6.1.2, 6.2.1 

Victorian Early Years Learning & Development Framework (2009) – Practice Principles 1, 2, 4, 5, 8 

Framework for School Age Care in Australia (2012) –  Outcomes 1, 2, 3 

Australian Dietary Guidelines for Children & Adolescents (2003) 

Victorian Food Act (1984) 

Food Standards Australia & New Zealand (1991) 

Victorian Public Health & Wellbeing Act (2008) 

 

Policy Statement & Commitments 

The Education and Care Services National Regulations requires Croydon Hills Primary School Outside 

School Hours Care Service (the Service) to have a policy on nutrition, food and beverages, dietary 

requirements and food allergies to guide procedures through which children are provided with safe 

and nutritious meals, with consideration to their individual dietary requirements. 

The Service understands it has a duty of care to ensure that children’s nutritional needs are met and 

food is prepared and stored safely within the Service. Good nutrition is essential to healthy living and 

enables children to be active participants in play and leisure 

Meal and snack times at the Service provide positive learning experiences for children who are 

encouraged to develop healthy eating habits. Families are consulted and are asked to share family 

and multicultural values and experiences to enrich the variety and enjoyment of food planned to 

meet each child’s daily nutritional needs.  

The Service recognises that families need their religious and cultural beliefs and practices and 

lifestyle choices in relation to food to be respected, and also need input into and feedback about 

what and when their child eats. The Service aims to meet these needs to ensure that children have a 

balanced diet with their food preferences respected through regular mealtimes where they can eat 

at their own pace. 
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Children are especially prone to food borne illness because their immune systems are still 

developing and they cannot fight infection as well as adults can. The main causes of food borne 

illness are inadequate cooking, improper holding temperatures, contaminated equipment, unsafe 

food sources and poor personal hygiene.  

The Service is committed to:  

 Promoting healthy eating habits. 

 Respecting and supporting any special dietary requirements of individual children. 

 Reflecting the cultural diversity of the community in breakfast, snack times and cooking 

activities. 

 Educating children and their families about healthy food choices and healthy eating 

habits.  

 Providing a pleasant and attractive place for meals and snack times that are culturally 

appropriate occasions and provide an environment for social learning and positive 

interaction. 

 Ensuring the nutritional needs and/or dietary requirements of children are appropriately 

catered for, whilst they are attending the Service. 

 Providing a flexible approach to serving and consuming food for children attending the 

Service.  

 Complying with all legislative requirements. 

 The safety and wellbeing of all children enrolled at or visiting the Service. 

 Taking all reasonable precautions to reduce potential hazards to children on the premises. 

 The education of educators, families, other users of the Service, and the community, in the 

prevention of scalds and burns from hot drinks. 

Planning to support the nutritional needs of School-Age Children 

When planning the menu we aim to meet the nutritional needs of the school age children by: 

 Providing balanced meals and snacks, consistent with the six major principles (see table on 

next page) of the Australian Government’s ‘Dietary Guidelines for Children and Adolescents 

in Australia.  

 Providing meals and snacks that meet recommended daily nutritional needs of school-age 

children are adequate in quantity, take into account the child’s growth and developmental 

needs, and any specific cultural, religious or health requirements. 

 Wherever possible, using fresh seasonally available produce, which are free of preservatives 

and any additives. 
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 Providing attractive and well-presented meals that are appetising and provide variety in 

colour, texture and taste. 

 Incorporating nutrition education, appropriate to the age of the children, into the children’s 

program, and encouraging families’ involvement in the nutritional program. The importance 

of good, healthy food, and hygienic and safe food handling and storage practices are 

discussed with children as part of the daily program. 

 Consulting with families about their child’s individual needs, including likes and dislikes in 

relation to food and any special dietary requirements, with consideration to cultural 

perspectives and known allergies. 

 Maintaining food preparation facilities in a hygienic condition.  

The Menu will be developed in accordance with six major principles: 

Provide a nutritious diet Provide meals of high nutrition, adequate quantity and which follow 

recognized dietary guidelines. 

Provide a variety of food from each of the five food groups: 

 Meat and meat alternatives. 

 Fruits and vegetables. 

 Breads and cereals. 

 Milk and milk alternatives. 

 Fats and oils. 

Limit the fat content in the 

diet 

 Use lean meat, fish and poultry. 

 Limit fried foods in the menu. 

 Limit the use of cooking fats such as oil and margarines. 

Limit sugar intake in the 

diet 

 Only use tinned fruits in natural juices or water. 

 Limit the sugar added to cakes etc. 

Increase carbohydrate and 

fibre in the diet 

 Use wholemeal products wherever possible. 

 Include salads as well as cooked vegetables for variety. 

 Offer at least one serve of fruit per day. 

Limit salt intake in the diet  Avoid added salt in cooking. 

 Use products labeled “low salt” or “no added salt”. 

Minimise the use of 

products containing 

Including avoiding foods with additives that have been found to be: 

 Carcinogenic 
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potentially harmful 

additives 

 Mutagenic 

 Allergenic 

 

 

Procedures for Menu Planning 

The educators respect that children, like adults, do have different food preferences.  We expose 

the children to a wide variety of foods and encourage them to taste all of the foods offered, 

however children are never forced to eat.  Children’s food likes and dislikes, families’ religious or 

cultural beliefs, or family lifestyle i.e. vegetarianism will always be respected. 

 Menus are planned with input from children, families, food preparation staff, and 

educators.  

 The menu will reflect a wide variety of cultures, and especially the cultural backgrounds of 

families and the local community.  

 Menu information that accurately describes the food and beverages to be provided by the 

Service each day is displayed in the multi-purpose room, and families are notified of any 

changes to the planned menu. 

 Recipes for all meals will be available to families upon request. 

 Parents are encouraged to forward any ideas, suggestions and recipes for consideration 

in the planning of the menu. 

 

 Children are served a variety of foods and are encouraged but never forced to try all foods. 

 
Procedures for Managing Special Dietary Requirements 

It is parents’ responsibility to inform educators of any foods their child is not able to eat for any 

reason by adding the relevant information to the child’s enrolment form and advising educators on 

any changes to this requirement as the need arises. Children with special dietary needs and / or 

allergies will be catered for accordingly, with strict adherence to each of their requirements and 

special diets. 

 Where children are on special diets, the families will be asked to provide a list of suitable 

foods and the child’s food preferences. A Special Diet Record will be completed on 

enrolment by the family detailing which foods the child must avoid, and updated as 

necessary. 

 

 It is the responsibility of the individual family to inform the Service of any special 

dietary requirements their child may have.  The menu will incorporate a child's specific 

dietary requirements for medical and/or religious/cultural reasons.   
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 Diabetic Health Support Food Plans should be completed by families, including 

maintenance of a hypo-kit for children at risk of hypoglycemia. (See the Service Policy on 

Diabetes). 

 

Procedures for Meal & Snack times 

Meal and snack times at the Service provide an important developmental opportunity for the 

children both physically and socially.  It is therefore considered that educator’s participation 

enhances the value of the child's meal time.   

 The Coordinator and educators at the Service ensure that children are offered food and 

beverages appropriate to the needs of each child on a regular basis throughout the day 

as follows: 

 

Before School Care Breakfast offered from arrival through to 8.15am. 

After School Care Afternoon tea offered at 4.00pm. 

Vacation Care/Pupil Free Days Food will not be available during vacation care or on 

pupil free days, unless explicitly mentioned during 

enrolment for specific days.  

 

 Meal and snack times are a relaxing time of the day for children to practise many 

independent skills encouraged by educators.  

 Families will be encouraged to share aspects of their family life and culture in relation to 

mealtimes. The Coordinator will discuss with families which mealtime practices that can be 

accommodated within the Service and those which cannot due to health or hygiene 

concerns. 

 Snack times are held in an informal manner where children may choose when to partake. 

Snack and meal times are set to a regular schedule (as above) but individual needs are 

accommodated and children who are still hungry will be offered small nutritionally 

appropriate snacks. 

 Safe drinking water is always readily available and is regularly offered to children:  

o Individual cups will be made available during Before School Care. 

o Water bubblers (outside) are available to all children throughout the day. 

o Each meal is accompanied with water and children encouraged by educators to 

drink water after meals and snacks. 
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 Educators are encouraged to consume a small portion of the meal provided to encourage 

conversation, model appropriate behaviour and to encourage children to eat.   

 Independence is encouraged throughout all meal/snack times. Children will be assisted 

where required but will be supported to be independent and to help themselves 

wherever appropriate e.g. using tongs to serve portion of food. 

 Children will not be required to eat food they do not like, or eat more than they want. A 

second course is not used as a bribe to complete the main course, and the provision or 

denial of food will never be used as a form of punishment. 

 

Food from home 

 To ensure the protection of children, families are asked not to bring food into the Outside 

School Hours Care Service to be shared amongst other children due to the risk of allergies, 

food borne bacteria and for cultural reasons. 

 Where families provide for the nutritional requirements of their child on a regular basis, 

they will be encouraged to follow current recommendations from recognized authorities. 

The Service will provide information for families on recommended nutritional intake for 

their child. 

 For information on celebrations e.g. birthdays, see the Service’s policy and procedures on 

‘Birthdays & Celebrations’. 

 Where there is an excursion planned for the day where children are required to bring their 

own lunch in a lunch box, families will be supported to make healthy food choices, and food 

will be stored in accordance with health and safety guidelines.  

 

Procedures for Managing Food Allergies 

Food allergies in children are not uncommon.  They may result in minor symptoms such as skin 

rashes or vomiting. In severe cases Anaphylaxis (difficulty breathing, swelling of mouth and throat, 

circulatory collapse) may occur endangering life.  A child with a mild reaction to a food may go on to 

develop a severe reaction unexpectedly.   

The Service endeavours to ensure the health and safety of children with with allergies whilst 

minimising their feeling of 'difference'. 

 Medical confirmation of a child’s allergies will be required, which includes symptoms of 

allergen exposure and any medical management plan – refer to the  Service’s 

anaphylaxis policy, and dealing with medical conditions and medication. A checklist for 

children at risk of anaphylaxis is to be completed at time of enrolment. 

 The Coordinator will conduct an assessment of the potential for accidental exposure to 

allergens while child/ren with food allergies are in the care of the Service and develop a 

risk minimization plan in consultation with educators and families of the child/ren who 

have such allergies. (as per the Service’s Dealing with Medical Conditions and 

Medication, Anaphylaxis, and Diabetes policies) 
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 Educators support families in seeking specialist advice (e.g. from the Allergy Clinic at the 

Royal Children's Hospital) for a sensitive explanation of the potential seriousness of the 

allergy. 

 Relieving educators are introduced to any children with allergies as they arrive, and are 

requested not to give any child food or milk unless permission is given from the OSHC 

Coordinator. 

 As far as possible, food to which a child is allergic is not to be presented on the days on 

which that child is in attendance. If it is unavoidable that other children will be eating 

food containing ingredients to which a child is allergic, then that child's food will be 

prepared and plated separately, and covered, with the child's name on it.  This child 

should then be seated first with his/her food. 

 Children's allergies are to be clearly displayed in the storeroom, as well as in the kitchen 

on the inside of the kitchen cupboard door. Parents are requested to complete the 

Parent agreement attached to their child’s enrolment form requesting consent for the 

display of their child’s food allergy details.  

 A Risk Minimisation Action Plan for each individual with anaphylaxis will also be 

displayed, in accordance with the Service’s Anaphylaxis policy. 

 

First Aid for Allergic Reactions to Food  

 

If a child ingests food to which they are deemed or appear allergic, educators encourage the child to 

spit it out and rinse their mouth out with water. Educators follow the guidelines for that child 

regarding medication/treatment.  

 Educators follow steps for a medical emergency as per the Service’s policies and 

procedures on the administration of first aid and medication. 

 Educators do not take responsibility for diagnosing allergies nor advising parents of 

treatment options, however if an educator suspects an allergy or exposure to possible 

allergen that has resulted in a suspected allergic reaction; the Educators will talk to the 

Coordinator and develop a strategy to discuss this with the family. 

 After any allergic reaction, notes must be made and witnessed as prescribed in the 

Education & Care Services National Law.  

 Any the medication given must be written up and signed by the parent.  The Victorian 

Government Department of Education and Early Childhood Development must be 

notified as required by the Education & Care Services National Law. 

 Relief educators are introduced to any children with allergies as they arrive, and are 

informed of the first aid procedure if the allergen is ingested 

 

 

 



   
Croydon Hills Primary School Outside School Hours Care Service: 

Policy: Wages & Conditions of Employment 
167 

 

 

Procedures for Safe Food Preparation & Storage 

The Service strictly follows safe food storage and preparation guidelines contact within the Dietary 

Guidelines for Children and Adolescents in Australia to ensure children’s protection from food borne 

illness, and at least one educator is present at the Service at all times who has specific training in 

food preparation, handling and food safety program supervision.  

 Food safety audits are undertaken in accordance with legislation.  

 The Service has a Food Safety Supervisor as required by the Food Act  

 The Service has a Food Safety Program that is adhered to.  

 The Service Kitchen is registered with Maroondah City Council as required by the Food Act. 

 The Service has an audit of the food safety program annually.  The certificate is displayed in 

the foyer.  

 Safe food handling and hygiene practices are undertaken at all times.  

 Children are not permitted in the Service’s kitchen, except under supervision during Before 

School Care at breakfast time as children are encouraged to put their dishes in the 

dishwasher. 

 Parents must ensure foods containing nuts or nut products (e.g. Nutella and peanut butter) 

are not brought to the Service as they may cause life-threatening anaphylaxis to other 

children.  

Accredited food safety training is completed and kept up-dated as necessary by educators at the 

Service. A Food Safety Program, which is audited annually by an accredited Food Safety auditor, 

is maintained detailing safe food storage and handling procedures.  Information regarding food 

handling practices will be shared with educators throughout the year via meetings and memos, 

and information will also be made available to families. 

 

1. All foods will be prepared in a hygienic manner. 

2. Cleanliness will be observed when food is stored, handled, and prepared (refer to Food 

Safety Program). 

3. Thorough washing procedures will be observed. 

4. An apron will be worn, and hair will be tied back unless short. 

5. Food and utensils will be protected at all times from contamination. 

6. Cutlery, plates, bowls and cups will be washed in the dishwasher. 

7. Tea towels will be washed daily. 

8. Gloves will be worn to cover any broken skin. 

9. Cleaning of the kitchen/food preparation area will be in accordance with the food safety 

plan. 

 



   
Croydon Hills Primary School Outside School Hours Care Service: 

Policy: Wages & Conditions of Employment 
168 

 

 

Related Croydon Hills PS OSHC Service Policies, Procedures & Guidelines 

Policies Anaphylaxis; Diabetes; Dealing with Medical Conditions & Medication; Breast Milk & Infant 

Formula; Occupational Health & Safety; Recruitment & Retention of Educators;  

Appendices Position descriptions; Enrolment Form; Special Health Needs Support Plan; Special Diet Record;  

 

 

Sources 

Department of Human Services, 2004, Start Right-Eat Right Award Scheme, Victorian Government 

Department of Human Services, Melbourne, Victoria. 

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 

Practice template – Healthy Eating & Food Handling. Accessed February 2012 from www.pscalliance.gov.au   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.pscalliance.gov.au/
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Special Dietary Requirements & Cancellation Notice 

Date:      

Child’s Name:      

Date of Birth:      

Days child attends the Service 

(please tick) 

Mon Tue Wed Thu Fri 

Component of Care 

(please circle) 

BSC            
ASC 

VAC 

BSC            
ASC 

VAC 

BSC            
ASC 

VAC 

BSC            
ASC 

VAC 

BSC            
ASC 

VAC 

Special Dietary Request Vegetarian /      

(please tick and provide any Dairy Free     

additional information) Egg Free     

 Nut Free     

 Other:     
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Special Diet Cancellation Date:  

Signed:  

Parent/Guardian: (print name)  
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Establishing a Protective Care Environment (Child 

Protection) 

Education & Care Services National Law Act 2010 (Vic) -  1– Section 3(2)(a) and (3)(a); 165-167; 170; 171; 
174(2); 18967 (1) (2) and (3), 175 (1) 

Education & Care Services National Regulations (2011) – Regulations 76(a)(b), 84 – 105, 161, 162, 165, 166, 
168(2)(h) 

My Time, Our Place, Framework for School Age Care in Australia 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Standards 2.3, 
5.1, 6.3, 7.3 

Occupational Health & Safety Regulation 2007 (Vic) - S.R No. 54/2007,Div 4, 4.1.15 - 4.1.23 

Children, Youth & Families Act (2005) - Protecting Children & Families 

Working With Children Act (2005) - Employment of professionals 

Information Privacy Act (2000) - Records Management 

Health Records Act (2000) - Records Management 

 

Policy Statement & Commitments 

Croydon Hills Primary Outside School Hours Care service have a responsibility to all children 
attending the service to defend their right to care and protection against abuse and neglect. 

This Service regards as of the utmost importance, its role in the protection of the children in its 

care. This includes the Service’s moral and legal duties to care for children associated with the 

Service whilst not in the care of their parents or primary carers. Educators are made aware of the 

Child Protection Policy through induction and training procedures. 

The Service aims to create an environment that minimises the risk of children being harmed in any 

way whilst in the care of the service, and to protect educators from the possibility that allegations 

of child maltreatment could be falsely made against them, as a result of their work at the Service.  

The Service believes that the best way to ensure children’s protection at the service is to 

establish an environment that minimises risks and sets out clear safeguards for educators and 

Educators to follow.  

Child abuse includes physical, emotional and sexual abuse. Educators need to learn about the 

nature of child abuse, and develop an awareness of how and why some children are victimised.  

The Service has a duty of care to report suspected incidences of child abuse or neglect exist under 

the Children, Youth and Families Act 2005 and the Service adheres to these requirements.  
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The Service is committed to:  

 Every reasonable precaution is taken to protect children from harm and any hazard likely to 

cause injury.  

 Acknowledging Children have the right to feel safe, with care, safety and personal privacy, 

including counseling in the event of abuse or neglect. 

 Providing Families with information on protective procedures and why they are necessary; 

reassurance of their child’s safety; confidentiality maintained; to feel assured every effort 

has been made to ensure their child is not in danger of abuse; counseling and support in the 

event of abuse.  

 Providing Educators with training in providing a protective environment, what to do in the 

event of identified abuse, and current trends and issues; protection from the risk of 

allegations being made against themselves; their concerns to be heard and acted upon; two 

way communication with families and management; debriefing/counseling related to 

specific incidents; discussions and evaluations at educator/Educators meetings re 

protective practices; confidentiality maintained; knowing where to go for advice and 

support.   

Definitions 

Definition of Abuse/Maltreatment of a Child - Child abuse/maltreatment is an act by parents 

or caregivers which endangers a child's physical, psychological or emotional health or 

development. Child abuse/maltreatment can be a single incident, but more often is related to a 

pattern of harm that occurs over a period of time. 

 

Procedures 

 Educators need to be aware of the physical and behavioural signs or indicators of abuse 
and neglect and take appropriate action;  

 The OSHC Management Sub-Committee will ensure appropriate training and/or resources 
will be available to Educators to help them to understand, comply with and respond to 
issues related to child protection; 

 If an educator suspects a child is abused or neglected or a child discloses this information 
to them, then they will: 

- Advise the Coordinator of the service of the suspected abuse or neglect; 

- Record the child’s name, age, address and relevant details of the injury or 
behaviour, date and sign the entry; 

- Detail the reasons for believing that the child is abused; 

- Detail the assessment of the immediate danger to the child/ren; 

- The Coordinator will then notify the School Principal who will further investigate ; 

 Families will be kept informed of the services policies and practices in relation to child 
protection; 

 All matters will be kept confidential. 
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To ensure educators are supervised, protected and supported:  

 The Service requires all educators to participate in training on child protection 

organised by relevant child protection authorities or support agencies. This training 

will include: 

o What are appropriate and inappropriate behaviours in relationships with 

children; 

o The nature of child abuse and why some children are victimised; 

o signs and symptoms of child maltreatment; 

o How to respond if a child discloses sexual abuse; 

o How to observe and record children’s behaviour; 

o Process of reporting child maltreatment to relevant child protection and 

regulatory authorities; 

o Child protection authority’s (DHS) role in child protection issues. 

 A guide to recognising signs of abuse or neglect will be made available to all educators 

who have attended child protection training, and will be regularly discussed at educator 

meetings, to remind educators of the possible signs of child abuse, and the procedures 

they should follow if a child in their care displays behaviour or physical signs that could 

indicate abuse has taken place. 

 The Service will ensure that educators are knowledgeable about current legislation and 

reporting requirements related to child protection and maltreatment and that a system 

for the reporting and recording of suspicious incidents is in place. 

 The Service will access current information from the Victorian Government Department 

of Human Services (DHS) about the procedures to be taken in relation to allegations of 

child abuse or neglect. These responsibilities are highlighted to new educators and OSHC 

Management Sub-Committee members at their induction. 

 All educators, including students and volunteers are regularly reminded about the 

Service’s policies, procedures, and confidentiality requirements in regard to child 

protection and issues are discussed at educator meetings. 

 Child protection issues are discussed regularly at educator meetings. Educators are 

encouraged to share any observations or concerns in regard to child and educator 

protection risks. Resolutions are sought to eliminate risks, and the OSHC Management 

Sub-Committee is advised of the issues and current strategies to resolve them. 

 The Service’s performance management system addresses educator performance in relation 

to child protection. 

 Educators will support each other to limit the time they are left alone with children. 

 Visitors or trades people will not be left alone with children at any time. 

 Volunteers and students must be supervised by an educator that has attained the age of 18 

years and holds or is working towards an approved diploma level education and care 

qualification, whenever they are educating or caring for children. 
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 Casual relief educators will be rostered on with permanent educators. When this is not 

possible strategies will be implemented to minimise times when the relief person is 

working alone with any group of children. 

 Educators will not leave the Service alone with individual children except in emergencies 

and in accordance with other service policies. 

  Grievances will be dealt with in accordance with the Service’s educator grievance 

procedure. 

  Any allegations of child abuse or neglect made against an educator will be treated with 

strict confidentiality whilst taking immediate action to protect children at risk in 

consultation DHS. 

 

Recruitment strategies: 

 The Service will ensure all educators working with children provide a current working with 

children check card. 

 All information obtained through any criminal record screening will be treated in strict 

confidence and only used to determine suitability for employment by the Service. 

 Within the recruitment process, the applicant’s knowledge and experience of child 

protection issues will be determined. 

 Prior to any appointment or offer of employment, the applicant’s referees will be contacted 

to determine: 

o Details of the applicants previous employment; 

o Any history regarding child protection issues; 

o The applicant’s reliability and consistency in implementing duty of care practices; 

o The applicant’s supervision skills. 

 The applicant’s employment record will be carefully checked in regard to the reasons for 

breaks in service, the reasons for any change of employment, and to ensure that the 

references provided are linked to recent employment. 

 All new educators will be oriented to the Service’s child protection policies and procedures 

and professional code of conduct.  

 Whenever possible new educators will have a period of time to work alongside current 

educators to familiarise themselves with the children, families, other educators and service 

procedures, prior to taking up their new responsibilities in a full capacity. 

 

Visitors to the Service 

 All visitors will be required to sign in and out. 

 Unauthorised people will be asked to provide identification, preferably photo ID. 
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 Where the visitor is unable to provide appropriate ID, the Service may ask them to make an 

appointment and return at a later date. This will be dependent on the particular 

circumstances at the time, i.e. a family member who has popped in to see what the Service is 

like with a view to enrolling their child, will not be turned away, provided that someone is 

available to show them around the service at that time. If the Coordinator or educators are 

at all unsure about the person, they will contact the School Principal. 

 Appointments will only be made with people who have a valid reason for being in the 

service, and will be arranged through the Coordinator (or person in charge if the 

Coordinator is not available). 

 

Information for families 

 The Service will make available to all families information on family support options. 

 Educators will be available to discuss any issues with families. 

 The Service will keep families up to date with any changes and seek their input. 

 This policy will be made available to families. 

 Families will be informed about relevant training undertaken by educators any service 

newsletters and on display in the foyer. 

 

Children’s supervision, education and empowerment 

 Educators will foster children’s self-esteem and positive self-image through their 

interactions and relationships with children. 

 The Service’s behaviour management policy will be followed to positively guide 

children’s appropriate behaviour. 

 Educators will encourage children to be assertive (i.e. learn when to stand up for 

themselves and say no when appropriate), and to communicate their needs and 

concerns.. 

 Educators will role model assertive behaviour and language. 

 Educators will build relationships with all children based on trust, and will 

empower children to discuss what is ‘safe’ and who may be a ‘safe’ person to talk 

to. 

 Educators will provide information about sexuality in an age appropriate way. 

 Children will be supervised at a level appropriate to the age and needs of the 

children, the program, time of day and associated risks and in accordance with 

the Education and Care Services National Regulations 2011. 

 Rosters are planned to ensure appropriate supervision of children is maintained and 

appropriate educator:child ratios are maintained in accordance with the requirements 

of the Education and Care Services National Regulations. 
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 Higher levels of supervision will be needed when older and younger children are playing 

together. Educators will be aware that children have had different life experiences and are 

at different developmental stages. 

 Children will only be released to authorised people. 

 Educators will undertake appropriate consultation and referral regarding children’s 

inappropriate behaviour with family cooperation and approval. (e.g. Inclusion Support 

Agencies; Child psychologist etc.) 

 

Reporting Concerns 

 The Service will develop a procedure that outlines how an individual can complain about 

an issue relating to child protection or report an allegation of abuse; and how the service 

will manage complaints and/or allegations of misconduct against an educator, volunteer, 

student or service user. 

 The service will develop a procedure for documenting and reporting allegations of child 

abuse or neglect under duty of care requirments. 

 All concerns will be acted upon in a confidential and uniform manner. 

 

As soon as educators have some concerns they have a duty of care to take constructive action:   

 The Coordinator will in conjunction with appropriate Educators assess the information and 

develop a plan of action. 

 This plan may include noting issues of concern, and behaviour exhibited on a daily basis.  

This will be recorded in the child's file. 

 The behaviour displayed by the child will need to be considered in the context of what is 

happening in the family.  It is important not to define this as a problem of child 

maltreatment too early.  

 The Coordinator will need to support and resource the educators working with the child.  It 

is important that appropriate information about the family is discussed with educators so 

they are assured that the situation is being managed.  This information will remain 

confidential. 

 If the family is already linked to a Family Support Service, it is appropriate that the 

Coordinator may discuss this with the School Principal, who may decide to contact the 

worker.   

 It is recognised that the first step should always be to discuss any concerns with the family. 

This conversation may be conducted by the School Principal, in consultation with the 

Coordinator.   However, there may be occasions where doing this may place the child or an 

educator at risk of harm.  On these occasions a decision may be made to contact the 

Department of Human Services as the first step in this process; however will be on advice 

from the School Principal.   
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 The Service recognises that educators have a right to feel safe and not be placed in a position 

of risk as a result of carrying out their duties and responsibilities. 

 

Procedure for Educators when Child Abuse/Maltreatment is suspected: 

Verbal disclosure or obvious signs Suspected but unsure 

Educators will: 

 Support the child, listen carefully, 

and reassure the child that they 

have done the right thing in telling 

the carer. 

 Write down what the child has said. 

 Not be accusatory about anyone, 

including the alleged perpetrator. 

 Discuss with the Coordinator, who 

will determine the next step. This 

may be in consultation with the 

School Principal.  

 Take whatever immediate action is 

necessary for the protection of the 

child.  If the child is suffering from 

an injury which appears to warrant 

immediate medical attention, 

Educators will ensure that a doctor 

treats the child. 

The School Principal may: 

 Share concerns with the family in a sensitive and 

tactful manner, provided that this will not 

increase the risk to the child.  The parents' 

explanations will be carefully noted, and they will 

be encouraged to seek appropriate help.  (This is 

not an appropriate step with regard to sexual or 

other serious abuse which should be reported to 

DHS  immediately; the School Principal is 

mandated to report under legislation) 

 Monitor the situation.  Records will be kept 

including when and under what circumstances 

including disturbing or encouraging physical and 

emotional changes occur, and exact quotes from 

the family or child that may seem relevant to the 

issue 

 The School Principal, the Coordinator and where 

appropriate the educator concerned will meet to 

decide whether or not it is necessary to discuss 

the concerns with the Department of Human 

Services. 

 

 

Mandatory Reporting 

The Croydon Hills Primary School Principal, along with children’s classroom teachers are classed as a 

mandated officer under the Children, Youth and Families Act 2005 and are obliged by this law to 

notify the Department of Human Services if they believe, based on reasonable grounds, that a child 

has suffered, or is likely to suffer significant harm as a result of physical injury or sexual abuse and 

the child's parents have not protected or are unlikely to protect the child from such harm.  

It is the mandated officer’s responsibility to report a belief, based on reasonable grounds, that a 

child is in need of protection from physical, sexual, Emotional/psychological or Neglect harm when 

this belief is formed in the course of practicing as a Child Care Professional. That is, the mandated 

officer is not legally obliged to report abuse if it is encountered in personal time or when working in 

a capacity that is not directly related to the professional affiliation under which they are mandated. 
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The mandated officer must make a report without any unnecessary delay. They are also required to 

report each time they become aware of any further incidents based on reasonable grounds for this 

belief. They do not have to be able to prove that abuse has occurred. 

If the mandated officer is one of a group of officers who share a belief, based on reasonable 

grounds, that a child is in need of protection from physical, sexual, emotional/psychological or 

Neglect harm, then only one mandated officer needs to make the report.  However, they must be 

satisfied that the report was made promptly and that all reasonable grounds were included in the 

notification.  

When notifying, the mandated officer may feel torn between their legal and moral responsibilities to 

report, and their own beliefs may suggest that notifying may jeopardise the opportunity to maintain 

or develop a satisfactory working relationship with the suspected abuser and/or the family.  

However, as the child's safety is paramount, it is essential that a notification occurs.  Notification 

does not provide grounds for civil action if the report is made in good faith.  Good faith simply 

means an honest belief that the child was abused or that, the substance of the notification, which 

may be only a suspicion, is based on reasonable grounds. 

It is the mandated officer’s responsibility to report their belief - it is not the responsibility of the 

Coordinator or any other Educators.  OSHC Staff are not authorised under the Act as mandated 

officers, however under the Children, Youth and Families Act 2005, any person may notify any 

instance or known child abuse/maltreatment 

The anonymity of the notifier is preserved. The notifier is not obliged to inform the caregivers or 

abuser that a notification has been made about the child.  This is the responsibility of the child 

protection worker. 

 

Child FIRST (Family Information, Referral & Support Team) 

 

A referral to Child FIRST may be the best way of connecting children, young people and their families 

to the services they need to protect and promote their healthy development. 

 

Families requiring the support of Family Services generally have complex needs, which can adversely 

impact on a child’s development if appropriate supports and interventions are not provided in a 

timely manner. Significant concerns about the child’s wellbeing and development are highlighted by 

how often issues are occurring, how serious the issues are and most importantly how the issues are 

affecting the child’s development. 

 

For more information, fact sheets and supporting documents see the ‘Every Child Every Chance’ 

website: www.dhs.vic.gov.au/everychildeverychance  

 

 
 
 
 

http://www.dhs.vic.gov.au/everychildeverychance
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Different Aspects of Child Abuse/Maltreatment: 
 
Physical Harm This involves any non-accidental injury to a child or young 

person by a parent or caregiver.  The injury may take the form 

of bruises, cuts, burns, fractures, bites, shaking and throwing. 

Sexual Harm This occurs when an adult or someone bigger and/or older 

than the child uses power or authority over the child or young 

person to involve the child in sexual activity.  Physical force is 

sometimes involved and often intimidation, threats and 

engaging a child in “keeping secrets is used as a way of 

preventing a child from disclosing the abuse.  Child sexual 

abuse involves a wide range of sexual activity.  It may include 

fondling of the child's genitals, masturbation, oral sex, vaginal 

or anal penetration by a penis, finger or any other object, or 

exposure of the child to pornography. 

Emotional/Psychological 

Harm 

This occurs when a child or young person is repeatedly 

rejected, frightened by threats or exposed to domestic 

violence. This may involve a severe lack of appropriate 

nurturing, scapegoating or verbal abuse such as name calling 

or being put down by the parent or caregiver to the extent 

that it affects the child's physical,  emotional and intellectual 

growth and development 

Environmental Neglect This is failure to provide the child with the basic necessities of 

life, such as food, clothing, shelter and supervision, to the 

extent that the child's physical health and development are 

placed at risk. 

 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     

Sources 

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 

Practice template- Establishing a Protective Environment. Accessed February 2012 from 

www.pscalliance.gov.au   

Child Wise (2010) Choose with Care; 12 Step to a Child Safe Organisation – Retrieved February 2013 from 

www.childwise.net  

Early Childhood Australia (ECA). (2005). The Code of Ethics. Retrieved September 2013, from 

www.earlychildhoodaustralia.org.au 

Shaw, M – Developing and implementing your service’s child protection policy – extract from Putting Children 

First, the Newsletter of the National Childcare Accreditation Council – Issue 36, December 2010 

UNICEF (n.d) Fact sheet: A summary of the rights under the Convention on the Rights of the Child. Retrieved 

September 2013, from http://www.unicef.org/crc/files/Rights_overview.pdf 

Department of Human Services, Office for Children About Child abuse. Retrieved February 2013 from 

www.office-for-children.vic.gov.au/cp/abuse 

Australian Institute of Family Studies: National Child Protection Clearinghouse Fact sheet s - What is Child 

Abuse? / Who Abuses Children? Retrieved February 2013 from  www.aifs.gov.au  

http://www.pscalliance.gov.au/
http://www.childwise.net/
http://www.unicef.org/crc/files/Rights_overview.pdf
www.office-for-children.vic.gov.au/cp/abuse
http://www.aifs.gov.au/
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Related Croydon Hills PS OSHC Service Policies, Procedures and Guidelines 

Policies Code of Professional Conduct; Confidentiality & Records Management; Delivery & Collection of 
Children; Enrolment, Orientation & Custody Arrangements; Educators & Volunteer Orientation; 
Dealing with Complaints; Communicating with Families; Interactions with Children; Sexual 
Development & Play; Guiding Children’s Behaviour; Dealing with Medical Conditions & 
Medication; Recruitment & Retention of Educators; Program Planning; Managing Poor Work 
Performance & Gross Misconduct; 

Appendices Position descriptions; Record Keeping Requirements; Authority to Collect; Authority to 
Administer Medication; Accident Plan; Missing Children;  
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Chemical Storage & Access 

Education & Care Services National Regulations (2011) – Regulation 168 (2)(h) 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) –Elements 2.3.2  

Occupational Health & Safety Act 2004 - Providing a safe environment 

 

Policy Statement & Commitments 

The Education and Care Services National Regulations require Croydon Hills Primary School Outside 

School Hours Care Service (the Service) to have policies and procedures to support the provision of a 

child safe environment. 

To ensure the safety of children and the community, all potentially dangerous products will be 

inaccessible to all children at all times. Where possible, The Service will choose to use a less toxic 

product for cleaning and other purposes, and all Educators, including students and volunteers, are 

informed through qualified food handler and OHS officer in the preparation, use and potential 

hazards of all chemicals stored at the Service. 

To Service is committed to ensuring that: 

 Every reasonable precaution is taken to protect children from harm and any hazard likely to 
cause injury.  

 Children are safe and do not have access to potentially dangerous chemicals. 

 Chemical storage and access procedures at the Service reflect best practice and to comply 
with relevant legislation and community expectations. 

 Educators are aware of where the chemicals in bulk are stored, how to access them and the 
correct way of distributing these products. 

 Educators are aware where the chemicals in the rooms are stored and the correct dilutions 
for creating chemical mixtures. 

 

Definitions 

Dilutions: refers to the reducing the concentration of a chemical.  

Chemicals: refers to a substance that is used for the purpose of cleaning. 

Chemical Store Room: refers to the locked room near the jungle room where the bulk 

chemicals are stored.  

Chemical Storage: refers to where chemicals are stored with in the room which is high out of 

the reach of children. 

MSDS: refers to the material safety data sheets that are found in a folder at the foyer entry of the 

centre. 



   
Croydon Hills Primary School Outside School Hours Care Service: 

Policy: Wages & Conditions of Employment 
182 

 

 

Chemical Register and Risk Assessment: refers to the list of chemicals that the centre has on 

the premise and there assessment should anything happen found in the MSDS folder and OHS 

Folder.   

 

Procedures 

 

Procedures for Preventing Child Access to Potentially Dangerous Products 

 All chemicals, first aid supplies, medicines and cleaning agents are stored in their 

original labelled containers.  

 All chemicals, first aid supplies, medicines and cleaning agents are stored and labelled in 

chemical storage areas immediately after use.  

 All chemicals and cleaning agents have a material data safety sheet (MSDS) provided by 

the supplier at the time of delivery.  

 All chemicals, first aid supplies, medicines and cleaning agents will be stored in an out of 

reach in the storeroom, and are clearly labelled. 

 Warning signs are posted on or near storage areas for potentially dangerous products 

and include a list of those products held.  

 Educators will ensure that chemical products are used according to label directions and 

safety information. 

 A first aid action plan on dangerous products is displayed close to the stored hazardous 

chemicals.  

 The phone number for the Poisons Information Centre is posted beside all telephones in 

the Centre and is included on the first aid action plan.  

 

Procedure for Minimising the Use of Toxic Products 

Cleaning products and procedures are a source of potentially hazardous chemicals including 

antimicrobials, solvents, fragrance, surfactants etc. Cleaned surfaces can retain hazardous 

residues and volatile ingredients are released into the air contributing to indoor air pollution. 

Where possible the centre will try to minimise the use of toxic and dangerous products by 

following the following guidelines: 

 Seeking current information from recognised health and safety authorities to assist in 

minimising the use of toxic and other potentially dangerous products. 

 Liaising with contract cleaners to ascertain if there are less toxic / dangerous products 

that can be used when cleaning the Service. 

 Seeking information from the following environmental groups to support the reduction 

of toxic product use in the Service. 
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Art and Stationary Materials  

Art and stationary materials are used to create wonderful works of art, but some pose a risk because 

they contain chemicals which are hazardous, particularly to children. Glues, paints, felt tip pens, 

stains, dyes, varnishes, photographic chemicals, glazes, plastics and resins are some examples of 

materials which need to be examined for their risks. Correction fluids are very hazardous to children 

and are not used at the Service. 

 

Forms & Record Keeping 

Title  Location Who is responsible? Minimum 
retention period 

Material safety data 
sheets 

Folder in the 
administration office 

Coordinator & School 
OHS Officer 

Every 5 years 
needs to  updated 

Chemical Register and 
Risk Assessment 

OHS folder in office & 
Folder in the 
administration office 

Coordinator & School 
OHS Officer 

Every year needs to 
be updated 

 

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              

Sources 

Total Environment Services, 2007, Safer Solutions - Creating Healthier School and Child Care 

Environments/Common Hazard Chemicals Found in Schools and Child Care Centres, Total 

Environment Centre, NSW 

Occupational Health & Safety Act 2004 - Providing a safe environment 

 

 

Related Croydon Hills Primary School OSHC Service Policies, Procedures and Guidelines 

Policies Occupational Health & Safety; Providing a Child Safe Environment; Environmental Protection 
and Care & Sustainable Practices; Supervision of Children; Administration of First Aid 

Appendices Hazard Report;  Safety Checklist;  
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Emergencies & Evacuation Policy 

Education & Care Services National Regulations (2011) – Regulations 97, 98, 85, 86, 88, 89, 168 (2)(h)&2, 175, 

136, 145 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Element 2.3.2 

Occupational Health & Safety Regulation Vic (2007) - S.R No. 54/2007,Div 4, 4.1.15 - 4.1.23 

 

POLICY STATEMENT & COMMITMENTS 

The Education and Care Services National Regulations 2011 requires Croydon Hills Primary School 

Outside School Hours Care Service (the Service) to have a policy on Emergency Evacuation, through 

which appropriate and efficient practices are carried out in the event of an emergency. 

The Service recognises that emergency situations can occur at any time both inside the School 

Buildings and grounds, and outside in the surrounding community.  the Service engages in risk 

assessment practices to reduce the chances of emergency situations having devastating effects on 

the children, families and educators, and aims to provide a healthy and safe environment where in 

the event of emergencies, educators are prepared to and informed as to how to take control 

without putting themselves or anyone else at risk, keeping the welfare of both children and adults 

paramount.  

 

The Service is committed to: 

 As far as practicable, providing a safe and healthy environment for all children, 

educators, and any other persons participating in the program 

 Responding to emergency situations with consideration to the needs of the children 

including  if the child is injured or traumatised whilst attending  the Service 

 Actively implementing procedures to effectively manage emergency situations, 

including the identification and management of emergencies and subsequent 

evacuation or lockdown. 

 In the event of an emergency situation or major catastrophe, counseling will be made 

available to educators and children. 

It is the Coordinator or person in charge’s role to ensure that they are familiar with procedures 

and can effectively and confidently manage emergency situations if and when they arise. It is the 

Educators responsibility to be fully aware of their roles in maintaining preventative measures 

and their duties in the event of an emergency.   
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This policy supports, and should be read in conjunction with, the Emergency Management Manual 

located in the administration office. 

 

In general, Educators at the Service are expected to: 

 Ensure the sign in book accurately records attendance of each child. 

 Ensure the time of arrival and departure is noted in the sign in book for every child.  

 Remember to sign yourself in on the educators attendance record located in the 

administration office 

 Display the emergency procedure plan for your area in a prominent position. 

 Practice the external procedure by different exits. 

 Practice the internal procedure. 

 Familiarise yourself with evacuation procedures in each area of the School utilized by 

the OSHC Service. 

 Familiarise relievers, students and visitors with the procedure at beginning of shift. 

 Ensure all items in emergency bags are present, and that the mobile phone battery is 

charged 

 Check the number of children in your care regularly throughout the day 

 

Definitions 

Emergency - in relation to an education and care service, includes any situation or event that poses 

an imminent or severe risk to the persons at the education and care service premises; 

Serious Incident - any incident where the attendance of emergency services at the education and 

care service premises was sought, or ought reasonably to have been sought; 

Management - The act or manner of managing; handling, direction, or control. 

 

Procedures 

Risk Assessment of potential emergencies 

 In preparing the emergency and evacuation procedures, a risk assessment is conducted to 

identify potential emergencies relevant to Croydon Hills Primary School Outside School 

Hours Care Service.   

 The Service’s Emergency Management Manual is kept in the administration office and 

contains detailed risk assessment and control measures of potential emergencies the 

Outside School Hours Care Service may be exposed to. Documentation is assessed and 

updated periodically and when needed as circumstances change. 

 



   
Croydon Hills Primary School Outside School Hours Care Service: 

Policy: Wages & Conditions of Employment 
186 

 

 

 The Emergency Management Manual should be referred to for detailed, specific 

procedures.  This is located in the administration office.  

 The following circumstances and guidelines for management have been identified for quick 

reference, including where to find procedural information or additional resources: 

Natural Disaster 

– bushfire, flood 

or extreme 

severe weather 

conditions 

All instructions are to be followed and carried out according to the local 

police or the Coordinator (or person in charge). The Department of 

Human Services Emergency Management Team may also give instruction. 

For more information and procedures for responding to a Natural Disaster 

– bushfire, flood or extreme severe weather conditions, refer to the 

Service’s Emergency Management Manual located in the administration 

office  

Fire/Smoke All instructions are to be followed and carried out according to 

Coordinator (or person in charge). Evacuation procedures will apply as 

details in this policy. 

For more information and procedures for responding to emergencies 

where fire and/or smoke is detected, refer to  the Service’s Emergency 

Management Manual located in the administration office  

Bomb Threat In the case of a bomb threat, a template is to be used to record the 

conversation which is kept on a clip board by the service telephone in the 

administration office. Children will be evacuated to the designated 

assembly point, unless, otherwise advised by the police. 

For more information and procedures for responding to a bomb threat, 

including a template to be used to record the conversation, refer to the 

Service’s Emergency Management Manual located in the administration 

office 

Snake, restricted 

dog breed, or 

other potentially  

dangerous 

animal 

Contact Maroondah City Council immediately on 1300 88 22 33 

(customer service centre) who will advise on who to contact for the 

removal or relocation of the animal. Lockdown procedures may apply. 

For more information and procedures for responding to a snake, 

restricted dog breed, or other potentially dangerous animal, refer to  the 

Service’s Emergency Management Manual located in the administration 

office. 

Act of terrorism All instructions are to be followed and carried out according to the local 

police or the Coordinator (or person in charge). The Department of 

Human Services Emergency Management Team may also give instruction. 

For more information on procedures for responding to an act of 

terrorism, refer to  the Service’s Emergency Management Manual located 

in the administration office  

Chemical or All instructions are to be followed and carried out according to the local 
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hazardous leaks 

and spills 

emergency services or the Coordinator (or person in charge). Refer also 

the Service’s policy on the administration of first aid. Evacuation or 

lookout procedures may apply. 

For more information and procedures for responding to chemical or 

HAZMAT leaks and spills, refer to the Service’s Emergency Management 

Manual located in the administration office  

Loss of water or 

power 

All instructions are to be followed and carried out according to the 

emergency services or the Coordinator (or person in charge). Specific 

emergency services to be contacted and evacuation procedures may 

apply. 

For more information and procedures for responding to loss of water or 

power, refer to  the Service’s Emergency Management Manual located in 

the administration office  

Intruders This policy contains information on considerations for intruders, including 

hostage and siege situations. 

For more information and procedures for responding to intruders,  efer to  

the Service’s Emergency Management Manual located in the 

administration office  

Outbreak of 

infectious 

disease or illness 

Refer to  the Service’s policies on: Dealing with Medical Conditions & 

Medication; Incident, Injury, Trauma & the Administration of first aid; and 

Health of Educators;  

See also National Health & Medical Research Council’s publication 

‘Staying healthy in child care’ 

For more information and procedures pertaining to the outbreak of 

infectious disease or illness, refer to  the Service’s Emergency 

Management Manual located in the administration office  

Death of a child 

or adult 

Refer to  the Service’s policies on: Dealing with Medical Conditions & 

Medication; and Incident, Injury, Trauma & the Administration of first aid;   

For more information and procedures for responding to the death of a 

child or adult, refer to the Service’s Emergency Management Manual 

located in the administration office  
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 A copy of the emergency and evacuation floor plan and instructions are displayed in a 

prominent position: 

o Near each exit at the Service premise; 

o All areas children are provide with education and care in;  

o The administration office; and  

o In the kitchen. 

 Educators rosters at  the Service ensure that at least one educator who holds a current 

approved first aid qualification and has undertaken current approved anaphylaxis 

management training and approved emergency asthma management training will be 

immediately available in the event of an emergency at  the Service. 

 Emergency telephone numbers are clearly displayed at the Service above every telephone. 

See the Service’s Emergency Management Manual for a list of phone number for emergency 

services. 

 

Procedures when discovering an emergency 

Educators who discover an emergency at  the Service are required to alert the Coordinator (or 

person in charge) immediately so that they can determine and implement control measures.  

After immediate assessment, the Coordinator (or person in charge) will then call LOCKDOWN, 

LOCKOUT or an EVACUATION depending on the type of emergency: 

 In initiating LOCKDOWN, the Coordinator (or person in charge) will inform educators that 

due to external and immediate danger, it is safer for children, educators and any other 

visitor to the Outside School Hours Care Service to remain indoors. Instructions will include 

closing internal windows and doors and sitting on the floor below window level. In some 

cases this may also include everyone in the building gathering in one area, under the 

Coordinators instruction.  The Coordinator or person in charge will contact emergency 

services e.g. Police on 000 

 In initiating LOCKOUT, the Coordinator (or person in charge) will inform educators that due 

to an internal and immediate danger, it is safer for children, educators, and any other visitor 

to the Outside School Hours Care Service to be excluded from buildings for their safety. 

Instructions may include evacuation, or prevention of the community accessing the 

premises. The Coordinator or person in charge will contact emergency services e.g. Police 

on 000 

 In initiating EVACUATION, the Coordinator (or person in charge) will inform educators that 

a decision has been made to have children, educators and any other visitor to the Outside 

School Hours Care Service leave the building in their interest of their safety. Predetermined 

evacuation procedures will apply unless explicit directions from the Coordinator (or person 

in charge) are given. The Coordinator or person in charge will contact emergency services 

e.g. Police or Fire Brigade on 000 
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 The following procedures apply in all emergency situations: 

o Immediately cease all activities 

o Assist anyone in immediate danger and direct others away from the danger 

o Inform person-in-charge. In most cases this is the Coordinator.  

o Return, with children if applicable, to the room they are working in for the day if 

safe to do so.   

o Close doors and windows where possible.       

o Collect emergency medical management kits for children for anaphylaxis and 

asthma, and ensure individual medication requirements are made available. 

o Collect attendance lists and emergency backpack & mobile phone 

o Look ahead to ensure the existing exit is still the best option 

o Wait for further instruction if emergency situation is not clear 

o Collect attendance lists, emergency backpack & mobile phone 

o One designated staff member to check all areas of the Service, including  the 

kitchen, toilets, and other areas that are not used to provide education and care 

to children, if safe to do so. 

o Keep children calm and reassured 

o Follow explicit instructions given by the Coordinator or person in charge 

o Emergency services, if contacted, to advise the Coordinator when it is 

appropriate to release the children to families 

o AT NO TIME PLACE YOURSELF, THE CHILDREN OR OTHER EDUCATORS AT 

RISK 

The following code system related to emergencies is utilised at the Service, educators are to shout 

the code when discovering the following emergencies: 

CODE RED Code red is for fire 

CODE BLUE Code blue is for medical emergency 

CODE ORANGE Code orange is for evacuation 

CODE GREY Code grey is for a missing child 

CODE BROWN Code brown is for an external environmental emergency 

CODE PURPLE Code purple is for a bomb threat 
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Procedures for Evacuation Drills & Emergency Evacuation 

 Evacuation drills are carried out every three months without notice, at different times of the 

day, in accordance with the education and care service national regulations.  

 Each drill is documented, and documentation is kept for a minimum of three years. Drill 

records will include: 

o The date and  time of drill;  

o How many people in the building according to attendance registers; 

o How many people were evacuated; 

o The time it takes to evacuate; 

o What simulated emergency conditions (if any);  

o Any problems encountered; 

o Weather conditions; and  

o Any additional notes.  

Simulated emergency conditions consider a variety of practice styles such as scenarios in 

the rooms, around the yards, and out of the grounds. 

 Families will be notified via the newsletter or notice in the foyer two weeks before the 

drill is to take place.       

 A whistle and key are kept with the sign in/out sheet, and in each room that children are 

educated and cared for in.  Whistles are only to be used for evacuation purposes 

 

The following evacuation procedures apply during drills and actual emergency situation: 

The Coordinator 

or person in 

charge will: 

o grab emergency bag, and blows the whistle to raise the alarm, verbal 
command will also be given e.g. evacuate 

o Blow whistle in succession to alert other areas - Verbal commands will 
also be given to each room e.g. evacuate 

 Ring appropriate emergency service depending on the nature of the 
emergency 

 Ensure all are aware to exit, office is clear of people and make visual 
checks of all areas 

 Check playrooms, outside areas, storerooms, kitchen, and bathrooms 

 Grab Children’s Attendance Record, and Educators & Visitors 
Attendance Book located in the main room, and children’s emergency 
backpack which includes children’s emergency contact information and 
a mobile phone. 

 Consider safety of evacuation area e.g. severe weather conditions and 
determine alternatives, giving all adult in the Outside School Hours Care 
Service explicit instruction 

 At assembly area check all adults are present and recheck child numbers. 
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 Alert relevant authorities including the School Council and DEECD 

Room leaders 

will: 

 Qualified educators to gather children and evacuate through the nearest 
playground EXIT when books and keys are collected,  

Room assistants 

will: 

 Collect attendance and medication books and keys (keys are located with 
whistles) and assist with evacuation of children. 

 

Fire and Smoke Safety 

 Educators are informed of fire safety and evacuation procedures, as are relief educators, 

volunteers and student students.  

 Emergency evacuation procedures will be practised a minimum of every three months 

and these will be documented. 

 Smoke alarms will be tested following evacuation drills, and periodically in accordance 

with the policies and procedures of Croydon Primary School. 

 The Service will have properly installed and maintained fire extinguishers that are 

checked and maintained in working order by the School’s Fire Equipment Maintenance 

Services. 

 MFB Fire orders and evacuation procedures (including floor plans and directions to 

evacuation location) are to be displayed in the hall, all play areas, administration office, 

kitchen and next to all fire extinguishers. Educators should familiarise themselves with 

the procedures. 

 In brief, the procedure to be followed on discovery of a serious fire is:-  

Step 1 Remain calm and raise the alert. Immediately evacuate the room where the fire/smoke 

is, rescue any person in immediate danger and close the door. 

Step 2 Call the fire brigade on 000 and state the exact location of the fire, and close doors and 

windows on departure to prevent the spread of fire and smoke. Attack the fire with the 

appropriate extinguishers, only if it is safe to do so. 

Step 3 Implement evacuation procedures to the designated assembly point and ensure 

everybody is accounted for, checking the attendance list for children and register of 

educators and visitors to the Service. 

Step 4 Designate a educators member to ensure the fire brigade has access to  the Service 

ensuing that vehicles etc. are not blocking access and gates are open.  

Step 5 2 Educators to conduct a final check on the floor to ensure all children and adults are 

accounted for, only if safe to do so. Attack the fire with the appropriate extinguishers if 

accessible, only if it is safe to do so. 

Step 6 Remain at the assembly point until advised by the Fire Brigade to return. Once safe to 

return, implement procedures to return, arrange for families to collect children if 

necessary, and arrange counselling support for anyone affected by the fire. 
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Procedures for dealing with intruders 

Educators, children and families at the Service have a right to feel safe at all times.  Educators always 

make an effort to be aware of anyone who enters the Service.   

 Visitors are required to report to the Coordinator on arrival to identify themselves and 

their reason for being on Croydon Hills Primary School Grounds.  

 Any unfamiliar person should be approached by educators and asked if he or she needs 

help. Educators will be encouraged to direct the person to the Service Coordinator, who 

may refer them to the School Principal or School Administration Office, if practicable. 

 If a person wishes to look around the School, it should be suggested that they make an 

appointment with the School Principal for a scheduled visit. 

 If a person wishes to look around the Outside School Hours Care Service, it should be 

suggested that they make an appointment with the Coordinator for a scheduled visit. 

  

 If educators notice an unfamiliar or suspicious person at a fence, again an approach 

should be made to ascertain if a person requires help.   

 Educators should report any unauthorised visitors or vehicle to Coordinator, who may 

contact the School Principal. 

 State that the intruder is trespassing, and ask them to leave.  

 Talk with the intruder away from the children; however, ensure that no staff person is 

left alone with the intruder at any time. 

 Children should be encouraged to leave the vicinity.  Educators should attempt to move 

the children as far as possible away from the situation with the intruder and all 

educators on the premises should be alerted to the situation. This should be done as 

calmly as possible. 

 If educators, children or families feel threatened by a visitor that has entered the School 

Grounds, or the Outside School Hours Care Service, they should contact the Coordinator 

immediately.  

 The Coordinator will decide whether to stay in the building or if evacuation is required 

and follow the evacuation procedures. 

 If the Coordinator feels that child/ren’s safety is at risk or feel threatened, police will be 

immediately contacted. 

 If a family member is abusive in any way, the Coordinator has the right to ban the 

person from the Outside School Hours Care Service until the Coordinator believes it is 

suitable for the person to return. This will be supported by the School Council through 

authority of the School Principal.  

 Other educators and the Coordinator should be notified, and the incident recorded and 

reported to the police.  Educators should always be aware of the front entrance, car park 

and fence areas, in particular outdoor fences that divide both residential and public 

community spaces. 

 Reports of unwanted visitors/intruders will be made to the School Council. 
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 Should dealing with the intruder eventuate to a siege or hostage situation, educators 

are required to: 

o Remain calm and comfort children 

o Cooperate with the persons or group of people 

o Undertake emergency evacuation procedures if safe to do so 

o If evacuation procedures are not safe to follow, under explicit direction from the 

Coordinator lockdown or lockout procedures may apply. 

o One staff member to locate emergency evacuation backpack and ensure 

emergency medical management items are available. 

 

Procedures for when the emergency is over: 

In the event that the building is unsafe for us to return, the Coordinator or nominated educator will 

notify parents or emergency contacts to collect each child. 

If able to return to the building, room educators are to check that all children in their care are 

accounted for.  

With reassurance and calmness, walk back from the evacuation points to the School Grounds 

following the safety procedures. Recheck that all children have returned and discuss, as 

developmentally appropriate, the emergency that has taken place. 

Consider counselling services for anyone affected by the emergency 

 

Sources 

Department of Human Services (2006) Emergency Procedures – Practice Note, State of Victoria, Melbourne 

Department of Education and Early Childhood Development (2010) Emergency Management Guidelines, State 

of Victoria, Melbourne 

Australian Standards: Emergency control organisation for buildings, structures and workplaces (AS 3745–

2002)  Retrieved June 2012 from www.standards.org.au  

Metropolitan Fire Brigade, Community Education Department www.mfb.vic.gov.au  

State Emergency Services, Emergency Management Consultancy Section www.ses.vic.gov.au  

 

Related Croydon Hills Primary School Outside School Hours Care Service Policies, Procedures and Guidelines 

Policies Dealing with Medical Conditions & Medication; Delivery & Collection of Children; Occupational 

Health & Safety; Anaphylaxis; Asthma; Diabetes; Program Planning; Supervision of Children; 

Communication with Families; Inclusion of Children with Additional Needs; Dealing with Illness 

& Infection; Acceptance & Refusal of Authorisations;  

Appendices Bomb threat observation checklist; Hazard Report; Special Health Needs Support Plan;  

Guidelines Emergency Management Manual – available in the administration office 

 

http://www.standards.org.au/
http://www.mfb.vic.gov.au/
http://www.ses.vic.gov.au/
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Providing a Smoke Free Environment 

Education & Care Services National Regulations (2011) – Regulations 82 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Standard 2.3; 
Element 2.3.2 

DEEWR Child Care Service Handbook 2012-2013 - Section 6.7  

Occupational Health & Safety Act 2004 - OH&S Regulations 2007 

Victorian Workcover Authority- Risk Management 

 

Policy Statement & Commitments 

Children are prone to the harmful effects of environmental tobacco smoke because their lungs and 

body weight are small so the dangerous substances in smoke are more harmful. Children are not 

always able to move away from a smoker as adults are able to. 

Croydon Hills Primary School Outside School Hours Care Service (the Service) has a duty of care 

under occupational health and safety legislation to provide a safe and healthy environment for 

educators, including student and volunteers, and the children and their families who utilise the 

service. The Service is a smoke-free environment, and does not permit smoking of any substance in 

any areas utilised by children and educators, or closely surrounding areas. 

The Service understands that it cannot prevent community members who choose to smoke as they 

walk past the premises, however if community members choose to stop and smoke out the front of 

the School they will be asked by educators to move away from the children’s environment. 

 

The Service is committed to: 

 Ensuring that children are educated and cared for in a smoke free environment. 

 Ensuring that children are prevented from witnessing and possible modelling the behaviours 

of people that smoke. 

 Ensuring that information is provided to the community about the dangers of smoking, and 

strategies for protecting children from the risks associated with passive smoking. 

Definitions 

 

The ‘environment’ refers to the Service promises and outdoor areas, public areas (footpath) located 
around the perimeter of the School grounds, and the car park. 
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Procedures 

 

 Educators, parents and children will be protected from the health hazards and discomforts 

associated with exposure to tobacco smoke.   

 Smoking by employee's will only be permitted in the employee's own time away from children’s 

view and away from the vicinity of the School Grounds. 

 Parents, family members or relatives of children enrolled at the service will not be permitted to 
smoke on the premises and will adhere to the Smoke Free Environment Policy. 

 Anyone smoking in the Service environment will be immediately escorted from the premises and 

informed of this policy. 

 Employees smoking in the Service environment will be subject to disciplinary action. 

 No smoking signs are displayed at the main entrance in the foyer. 

 

General Information 

Environmental Tobacco smoke consists of two different types of smoke: 

1. Exhaled mainstream smoke which is the smoke breathed out by a person smoking a cigarette 

2. Side-stream smoke which is the smoke that is released from a burning cigarette 

 

In children, passive smoke can contribute to the following conditions: 

 Sudden Infant Death Syndrome (SIDS or cot death) 

 Lower birth weight, resulting from exposure to tobacco smoke in-utero 

 Bronchitis, pneumonia and other airway infections 

 Asthma 

 Middle ear disease and infections 

 Respiratory symptoms including coughing and wheezing 

 

Exposure to environmental tobacco smoke for children can lead to: 

 Adverse effects on cognition and behaviour 

 Decreased lung function 

 Worsening of cystic fibrosis 

 Meningococcal disease 

Quit Victoria is a joint initiative of: 

 The Cancer Council Victoria www.cancervic.org.au  

 The Department of Health www.health.vic.gov.au 

 The National Heart Foundation www.heartfoundation.com.au  

 VicHealth www.vichealth.vic.gov.au  

Quitline is a telephone service available to smokers who want to quit. When you ring the Quitline, 

you can ask to speak to a trained advisor and for a Quit pack to be sent free of charge. The trained 

http://www.cancervic.org.au/
http://www.health.vic.gov.au/
http://www.heartfoundation.com.au/
http://www.vichealth.vic.gov.au/
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advisors can also help you work out how you can be of support to someone you care about who 

smokes. If you are thinking about quitting or not ready to have a go yet but want some more 

information, call the Quitline. 

 
 

Sources 

QUIT Victoria, Children and Passive Smoking. Retrieved June 2013 from 

http://www.quit.org.au/browse.asp?ContainerID=1616 

Department of Human Service. Better Health Channel. Asthma Children and Smoking. Retrieved June 2013 

from www.betterhealth.vic.gov.au/bhcv2/bhcarticles.nsf/pages/Asthma_children_and_smoking?open 

Centre for Community Child Health (2006). Preventing passive smoking effects on children: Practice resource. 

Retrieved June 2012, from http://www.rch.org.au/ccch  

National Childcare Accreditation Council. (2006). NCAC Smoke free environments: Position statement October 

2006. Retrieved October 31, 2006, from www.ncac.gov.au/about_ncac/smoke_free_position_statement.html 

 

 

- Related Croydon Hills Primary School OSHC Service Policies, Procedures and Guidelines 

-  

Policies Dealing with Complaints;  Dealing with Medical Conditions & Medication; Health of Staff; 
Orientation of Educators, Students & Volunteers; Payment of Wages & Employment Conditions 
(breaks etc.); Dealing with Poor Work Performance & Gross Misconduct 

Appendices Position descriptions; Hazard Report 

 

 

 

 

 

 

 

 

http://www.quit.org.au/browse.asp?ContainerID=1616
http://www.betterhealth.vic.gov.au/bhcv2/bhcarticles.nsf/pages/Asthma_children_and_smoking?open
http://www.ncac.gov.au/about_ncac/smoke_free_position_statement.html
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Recruitment & Retention of Educators 

Education and Care Services National Law Act 2010(Vic) – Section 169, 301 (h) (m) (i)  

Education & Care Services National Regulations (2011) – Regulations 145. 147, 149, 151, 168(2)(iii), 70, 71, 181 
& 183 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Standard 7.3, 
Elements 7.1.2, 7.1.3, 7.1.5 & 7.3.5 

Information Privacy Act 2000 (Vic) - Management of personal information 

Privacy Act 1988 (Cth.) - Information Privacy Principles 

Information Privacy Act 2000 (Vic) - Management of personal information 

Health Records Act 2001 (Vic) - Personal Information 

Fair Work Act 2009 (Cth.)- Fair Work Statement & National Employment Standards 

Victorian Accident Compensation Act 1985 - Insurance 

The Accident Compensation (Work Cover Insurance) Act 1993. - Insurance 

Working with Children Act Vic (2005) - 

Commonwealth Superannuation Guarantee (Administration) Act 1992 

Victorian Charter of Human Rights & Responsibilities (2011) 

The Victorian Government Schools – School Services Officer Agreement (2004) as varied and extended in 2008 
to introduce the Education Support Class Agreement  

 

Policy Statement & Commitments  

 

The Croydon Hills Primary School Outside School Hours Care Service (the Service) understands how 

the recruitment and retention of educators affects the health and wellbeing of children, families and 

the community. We seek to promote diversity and equity, and in this regard consider it crucial to 

establish legal and ethical recruitment and selection practices, and retention initiatives. 

The Service upholds equal employment opportunity legislation; the Fair Work Act and the relevant 

industrial conditions for the employ staff at the Service; and the requirements for staffing the 

Service contained within the Education and Care Services National Law.  

The ratio of diploma qualified educators and minimum trained educators is as per the National 

Regulations, with qualified educators and early childhood teachers leading the high quality programs 

that are on offer across the Service. 

The Service also understands its responsibilities under the Occupational Health and Safety Act 2004 

to ensure workers are suitably qualified for their work, and are given adequate supervision and on 

the job training to enable them to work safely. 

 

The Service will accept students undertaking childcare studies at Universities, TAFE colleges and 

Registered Training Organisations (RTOs). 
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This policy is designed to provide  clear guidelines for the recruitment and retention of educators at 

The Service, and  establish processes for the recruitment/employment of educators (including 

students and volunteers) is fair and equitable, retention initiatives are implemented, and that any 

occurring resignation of educators can be managed without disruption, and used as an opportunity 

to drive continuous improvement. 

The Service is committed to: 

1. Providing children with continuity of care; a child safe environment; warm and caring 

educators; and educators with appropriate knowledge to provide educational learning 

programs and developmentally appropriate routines.  

2. Providing families with confidence that the Service only appoints suitable educators, 

students or volunteers. 

3. Providing existing and potential educators with fair selection procedures; secure 

employment; fair conditions of employment; people who can work as part of a team; and 

that there is formal recognition of qualifications and experience, 

4. Attract suitably qualified and  experienced child care professionals to The Service; to appoint 

the best applicants to the positions available; to oversee an ethical and non-discriminatory 

selection process; and to ensure continuity of educators to maintain quality education and 

care for children and families, 

 

- Definitions 

 

Educator – All staff employed to provide education and care for children. 

Minimum Trained - An educator holding a Certificate III Level Education and Care Qualification 

as approved by the Australian Children’s Education and Care Quality Authority (ACECQA), as 

prescribed in the Education and Care Services National Law Act 2010 in accordance with 

regulation 137 (1) (c); or holding a qualification assessed as equivalent to those included in the List 

of Early Childhood Qualifications for Children’s Services by ACECQA. 

Qualified Educator – An educator holding a Diploma Level Education and Care Qualification as 

approved by the Australian Children’s Education and Care Quality Authority (ACECQA), as 

prescribed in the Education and Care Services National Law Act 2010 in accordance with 

regulation 137 (1) (b); or holding a qualification assessed as equivalent to those included in the List 

of Early Childhood Qualifications for Children’s Services by ACECQA 

Student – Someone who attends an educational institute to learn. 

Volunteer – Someone who is considered to be serving society through their own interest, personal 

skills or learning, which in return produces a feeling of self-worth and respect, instead of money. 

 

- Procedures 
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The Service considers the following criteria when assessing the need for recruitment: 

1. Resignation or departure of an educator. 

2. Changes to service approval and other regulatory requirements in line with the Education and 

Care Service National Law Act. 

3. The need for specialised skills, abilities or knowledge for children with additional needs, 

volunteers with special skills or office assistant. 

4. Maintaining a quality program provided through appointment of additional educators or 

volunteers over the legislated educator/child ratios during busy periods of the day such as meal 

times or excursions. 

5. Development or review of a list of reliable casual relief educators that may be required when 

permanent educators are unable to work. 

 

The service considers the following criteria when recruiting staff: 

 

Advertising: 

 All positions shall be advertised internally and externally concurrently for at least two weeks. 

 All applicants shall receive a job description upon request and any other relevant information 

required. 

 To ensure confidentiality all applicants will be requested to mark their applications 

“confidential”. 

 

Job Description: 

 Job descriptions will specify clearly the tasks involved in the job and qualifications, skills and 

experience essential and/or desirable for the job. 

 Job descriptions shall be reviewed periodically and approved by the OSHC Management Sub-

Committee. 

 

Selection Panel: 

1. Members of a Selection Panel will be appointed by the OSHC Management Sub-Committee. 

2. The Selection Panel will include the Coordinator and a minimum of one (1) educator 

representative and one (1) member of the OSHC Management Sub-Committee. 

3. The OSHC Management Sub-Committee shall appoint a convenor of the Selection Panel. 

4. All members of the Selection Panel shall be present at all meetings of the panel. 

5. The Coordinator is responsible for organising meetings of the Selection Panel, for planning short 

lists and interviews, contacting applicants and / or referees, arranging interview venues and 

times. 
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6. The Selection Panel is to have a briefing session regarding the selection process.  This is to be 

arranged by the Coordinator, and shall include informing inexperienced members of the 

Selection Panel of their duties and responsibilities. 

7. All members of the Selection Panel shall be supplied with a copy of this document. 

 

The Process: 

1. Completed applications are to be treated confidentially and held by the Coordinator. 

2. Applications received after the closing date shall be considered at the discretion of the Selection 

Panel. 

 

Statement of Interest: 

1. If any member of the Selection Panel has more than a professional relationship with the 

candidate, they are to declare this to the panel as soon as possible.  

2. It may be appropriate for the Selection Panel member who has a close personal (or hostile) 

relationship with an applicant to step down. 

 

Short Listing: 

1. Candidates shall be short listed on the basis of their applications and how the application 

illustrates their ability to carry out the job and meet the essential criteria. 

2. All candidates who meet the essential criteria are interviewed except in the event that there are 

too many to interview, in which case further selection is done using specified criteria. 

3. Short listing will be the responsibility of the Selection Panel. 

4. Short listed applicants to be contacted by phone, if possible to arrange an interview time and 

given reasonable notice. 

 

Interviewing: 

1. At an appropriate time prior to interviews, the Selection Panel will meet to plan the interview 

process and work out an agreed set of questions to be asked. 

2. The panel will select a Chair for the interviews, who is responsible for the introduction and 

conclusion of each interview, including the Panel, and background to the position.  The interview 

and selection process, the notification process, etc. 

3. The Coordinator is to ensure that interviews take place in a private space without interruptions, 

and that someone is on hand to receive candidate as they arrive. 

4. Questions are designed to elicit information as to how the applicant meets the job criteria. 

5. All applicants are to be asked the same core questions to ensure fairness. 

6. All members of the Panel will have a list of the questions to be asked. 
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7. On the conclusion of each interview, each panel member individually assesses the applicant on 

the essential and desirable criteria on the basis of the information gained from the interview. 

8. Time will be allowed for discussion of each applicant at the end of each interview. 

9. Comparison of candidates will be done on completion of all interviews. 

10. The desirable criteria will only be used if there is more than one suitable candidate on the basis 

of the essential criteria. 

11. Irrelevant information / hearsay etc. is not to be considered. 

12. Before making a final decision as to the preferred candidates, referees will be contacted.  

Referees will only be contacted prior to the interviews if considered necessary by the Selection 

Panel in order to reach a decision. 

13. The employment of educators at The Service will ideally reflect the nature of the wider 

community, therefore within the framework of Equal Employment Opportunity, fluency in 

languages other than English will be considered positively when recruiting educators. 

 

Notification: 

14. Once the Selection Panel selects a candidate for the job, the decision is then presented as a 

recommendation to the OSHC Management Sub-Committee. 

15. On ratification, the successful candidate is made a formal job offer.  This can be done by phone, 

but will always be done in writing as well. 

1. All applications and interview records are to be kept for three months in case of appeal.  They 

shall remain confidential. 

2. Once the successful applicant has accepted the position, the Coordinator is to ensure that all 

unsuccessful applicants are notified.  Letters will be sent to applicants who were not short listed 

once short listing has taken place. 

 

 

Confidentiality: 

1. Confidentiality regarding applicants, interviews, decision etc. is to be maintained until the 

successful applicant has formally accepted the position.  

2. Educators will be informed of the successful applicant after the OSHC Management Sub-

Committee has ratified the Selection Panel’s decision. 

 

Short Term Positions: 

1. The employment of educators to fill short term positions is done at the discretion of the 

Coordinator on consultation with the OSHC Management Sub-Committee where 

appropriate. 
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2. Short term positions are created when replacement educators to cover educator leave is 

required, and to maintain educator ratio requirements following an educator’s resignation 

until new educators are appointed. 

3. This does not apply to new positions. 

 

 

Retention of Educators 

 

The Service is committed to providing a rewarding, stimulating and supportive working environment 

to all educators.  Educators are highly valued and this policy communicates the ways that the OSHC 

Management Sub-Committee aims to work with and retain educators.  Many of the other Service 

policies regarding things such as OH & S, illness, head lice and expectations of staff are also in place 

to ensure the wellbeing of the educators. 

The Service’s retention policy initiatives include: 

 Priority of childcare places for the children of educators. 

 Regular meetings where educators are encouraged to raise concerns, ideas and collaborate in a 

constructive and open manner. 

 Opportunities to undertake professional development including formal training, on the job 

training, and other initiatives including liaison with other OSHC Services. 

  Appraisals to identify development needs and professional goals. 

 Active involvement of educators in planning and developing of the Service. 

 Code of Professional Conduct to protect educators and children from unacceptable behaviour by 

families or visitors entering the Service workplace. 

 

 

 

Employment Agencies for recruiting staff 

1. External employment agencies may be used for recruiting permanent or casual relief 

educators. 

2. The Service will ensure the employment agency knows the Service and the Service’s 

philosophy on child protection, as well as the key selection criteria for the position. 

3. The Service will provide information to the agency outlining the needs (i.e. diploma qualified 

etc) to forward to all applicants and will require all applicants to provide a valid working with 

children check card and current police check, and evidence of qualifications including first 

aid prior to engagement. 

4. Wherever possible the agency will be asked to provide educators that are known to the 

Service. 
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Working with Children Check 

All educators engaged at The Service are to maintain a valid Working with Children (WWC) Check 

card at all times throughout employment, in accordance with the Working with Children Act 2005, 

and validity will be periodically checked and documented through the Service by the Coordinator. 

The WWC Check creates a mandatory minimum checking standard across Victoria as a mechanism to 

help keep children safe. It is designed to complement good recruitment, selection (including 

reference checking), supervision and training practices for educators and volunteers who work with 

children. 

 

Sources 

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 

Practice template – Recruitment of Educators, Staff, Volunteers. Accessed February 2012 from 

www.pscalliance.gov.au   

Department of Justice, 2007, www.justice.vic.gov.au 

Fair Work Australia www.fwa.gov.au  

 

- Related Croydon Hills PS OSHC Service Policies, Procedures and Guidelines 

Policies Philosophy; Equal Opportunity Employment & Protection Against Discrimination; Children of 
Educators; Code of Professional Conduct; Communication with Families; Educator Review & 
Performance Appraisal; Expectations of Educators;  Ongoing Professional Development; Wages 
& Conditions of Employment; Determining the Responsible Person Present; Occupational Health 
& Safety; Illness & Infection; Head Lice;  

Appendices Position descriptions; Confidentiality Agreement; Educator Orientation Checklist; Doctors 
Clearance Form; Hazard Report; Performance Review Template; Professional Development Plan 
Template; Pregnant Employee Medical Information Sheet; Interview Questions; Fair Work 
Statement; Exit Questionnaire 

 

 

Managing Poor Work Performance  

& Gross Misconduct 

Education and Care Services National Law Act 2010(Vic) – Section 169, 301 (h) (m) (i)  

Education & Care Services National Regulations (2011) – Regulations 145. 147, 149, 151, 168(2)(iii), 70, 71, 181 
& 183 

http://www.pscalliance.gov.au/
http://www.justice.vic.gov.au/
http://www.fwa.gov.au/
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National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Standard 7.3, 
Elements 7.1.2, 7.1.3, 7.1.5 & 7.3.5 

Information Privacy Act 2000 (Vic) - Management of personal information 

Privacy Act 1988 (Cth.) - Information Privacy Principles 

Information Privacy Act 2000 (Vic) - Management of personal information 

Health Records Act 2001 (Vic) - Personal Information 

Fair Work Act 2009 (Cth.)- Fair Work Statement & National Employment Standards 

Victorian Accident Compensation Act 1985 - Insurance 

The Accident Compensation (Work Cover Insurance) Act 1993. - Insurance 

Working with Children Act Vic (2005) - 

Commonwealth Superannuation Guarantee (Administration) Act 1992 

Victorian Charter of Human Rights & Responsibilities (2011) 

The Victorian Government Schools – School Services Officer Agreement (2004) as varied and extended in 2008 
to introduce the Education Support Class Agreement  

-  

- Policy Statement & Commitments  

 
Croydon Hills Primary School Outside School hours Care Service (the Service) provides support and 
management of educators whose work performance compromises the quality of the education and 
care service provided by the Service. 
 
The OSHC Management Sub-Committee employs educators to provide education and care for 

children through following procedures which identify knowledge, skills and qualifications of 

applicants. The OSHC Management Sub-Committee Where disciplinary action is necessary, the 

Coordinator shall notify the educator of the reason.  The first warning will be verbal and will be 

recorded on the educator's personal file.  A union representative shall be present if desired by either 

party. 

The service is committed to: 

 Providing educators with a working environment that promotes positive relationships, 

professional support and development, and policies and procedures which promote 

professionalism in providing a quality education and care service for children. 

 Providing a clear grievance process to the community encouraging concerns to be raised in ways 

that continue to build relationships, promote collaboration in desired actions, and identify 

support, advice and resources to build the capacity of individuals. 

 Implementing a procedure for managing poor work performance and gross misconduct of 

educators. 

 
-  

- Definitions 

 

Poor work performance is when an educator is not performing their work at the professional 

standard expected by The Service, with consideration to the Service’s policy and procedures, the 

Education and Care Services National Law (and any other legislative instrument applicable to their 
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employment), and/or their position description/professional responsibilities associated with 

employment at the Service. 

Gross Misconduct is when an educator: 

 Intentionally endangers life or commits a serious breach of occupational safety and health 

procedures; 

 Is found stealing money or goods from the Service/School;  

 Reports to work under the influence of drugs or alcohol;  

 Inflicts or threatens any stakeholder to the Service including children and families with 

violence, sexual abuse or harassment; or  

 Engages in any other kind of behaviour that strikes at the heart of the employment 

relationship.  

 

- Procedures 

 

The Coordinator must advise an OSHC Management Sub-Committee member (Chairperson) and the 

School Principal that a verbal warning had been issued, within 24 hours of it being issued.  A witness 

must be present at the issue of the warning; this is usually the Staff Liaison Officer.  When a verbal 

warning is issued the Coordinator must ensure the educator understands the issue e.g., 

inappropriate behaviour, actions or attitude, and the reason for the verbal warning.  The 

Coordinator must ascertain if the educator has any difficulties in complying with the Service’s 

policies and procedures, the Education & Care Services National Regulations 2011, and/or their 

professional responsibilities in their position description. 

The Coordinator must introduce strategies to improve the educator's unsatisfactory work 

performance or practice.  The educator will be given a time frame in which to show improvement in 

their performance and actions.  If further incidents occur requiring disciplinary action, two warnings 

will be issued in writing and then the educator faces dismissal.  If a final warning is to be given it will 

be issued in writing and if required by either party a copy sent to the relevant union, however if no 

further incidents occur no further action will be taken, and the record of the verbal warning will be 

removed from their personal file after 12 months. 

If the problem continues the matter will be discussed with the educator, the Coordinator and an 

OSHC Management Sub-Committee member.  In the event of the mater recurring, then the educator 

may be terminated.  No dismissal shall take place without the authority of the School Principal. 

Dismissal may still occur for acts of serious and wilful gross misconduct.  In the event of such an 

event occurring, the educator shall be suspended on full pay until the OSHC Management Sub-

Committee of Management meets to hear and determine the case. 

If a dispute should arise over the disciplinary action taken, the course of action to be followed is that 

the matter should be referred to Fair Work Australia for resolution.  

All new educators shall be handed a copy of these procedures on commencement of employment. 
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Stage 1 -   Verbal Warning 

 The educator will be verbally informed as soon as possible of any complaint concerning 

their work performance or conduct and given the opportunity to respond to the concerns 

expressed and changes required.  

 An informal, un-minuted interview will be held, attended by the educator and one or 

more of the following persons – Coordinator and/or Chair of the OSHC Management 

Sub-Committee. (Although un- minuted, a record should be made that the interview 

took place).   

 Complaints about the educator's work or conduct will be specific and relate to the job as 

summarised in the job description. The educator will be asked to respond to each 

concern.  

o If their response is satisfactory the discussion will end.  

o If their response is unsatisfactory, they will be told that their response fails to 

justify their conduct and an outline will be given to the educator on how they 

must improve their performance and a review period set for 1-4 weeks 

depending on the particular circumstances.  

 Any support or training that the educator requires to make the required changes will 

be identified and appropriate steps made to implement.  

 

Stage 2 - Written Warning  

 If the educator’s performance has not improved, the educator will be advised with 

reasonable notice of the date, time and reason of the second interview, which will be a 

formal documented interview. This will allow for the educator to arrange attendance by 

their chosen representative if desired.  

 A formal documented interview will be held attended by the educator and their chosen 

representative, and one or more of the following persons – nominated 

supervisor/coordinator; approved provider/employer representative. A copy of the 

record of the interview and written warning will be provided to the educator and one 

placed on the educator's file.   

 The written warning will include:  

o Specific details of the educator’s conduct or unacceptable performance 

standards;  

o Action that will be taken if the conduct is not improved and acceptable standards 

not achieved; and 

o The date at which the performance will be reviewed.               
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 If the educator disagrees with the assessment then there will be a right of written reply 

which will also be attached to the file.  

 

Stage 3 – Final Written Warning 

 The Coordinator, or Chair of the OSHC Management Sub-Committee, may conduct a 

second formal documented interview with the educator in which another written warning 

will be given that continuing failure to improve after this interview will result in suspension 

or dismissal.    

 All other procedures as set out in Stage 2 will be followed.  

 

Stage 4 – Termination of Employment 

 If the interviewing panel believe that the educator's performance has not improved after 

the Stage 3 interview, the educator will be invited to explain why they should not be 

dismissed, and to raise any issues that may warrant consideration.  

 The interviewing panel will then decide whether to recommend to the OSHC Management 

Sub-Committee that: 

o Alternative employment is available and should be offered, and if the educator 

does not accept then the approved provider may issue a notice of dismissal. If the 

educator accepts, a new contract is issued "without loss of service"; or 

o Employment should be terminated. 

 A dismissal notice will include the effective date of dismissal, reasons for dismissal and 

termination of payment as per award entitlement.  The length of notice of dismissal, 

detailed in the Victorian Government Schools – School Services Officer Agreement (2004  is 

between one and four weeks, depending on length of service weeks.  An educator may be 

paid out in lieu of such notice. 

 Prior to giving a dismissal notice the approved provider will conduct an unfair dismissal 

check to ensure the educator is not being dismissed in a manner that is harsh, unjust or 

unreasonable. 

 

Gross Misconduct 

 The OSHC Management Sub-Committee will suspend the educator without loss of pay 

pending an investigation, which will be completed as soon as possible.  

 The written results of the investigation will be sent to the educator and an interview arranged 

to allow the educator to respond.  

 The educator will be advised that they are welcome to have a representative at the interview 

if they wish.  
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 The interview will be attended by the Coordinator; OSHC Management Sub-Committee 

member and/or OSHC Management Sub-Committee representative, the educator, and the 

educator’s representative if desired.    

 The educator will be advised formally of the findings of the investigation and asked to 

respond. 

 The educator’s responses to the investigation results will be assessed:  

o If the educator’s responses are considered to be credible, then either the matter will 

come to an end there and then, or a warning may be issued if appropriate;  

o If further investigation is required, then the above steps will be repeated;  

o If the educator’s responses are considered to be not credible, then a decision will be 

made to terminate immediately with written confirmation to follow.  

 It is not necessary to give the minimum notice or compensation in lieu of notice if the educator is 

guilty of misconduct which would make it unreasonable to continue employment throughout the 

notice period.  In this case salary shall be paid up to the time of dismissal only.  

 

Fair Work Australia (FWA) 

The FWA is the national workplace relations tribunal. It is an independent body with power to carry 

out a range of functions relating to the safety net of minimum wages and employment conditions; 

enterprise bargaining; industrial action; dispute resolution; termination of employment; and other 

workplace matters. Visit the website at www.fwa.gov.au or phone 1300 799 675. 

 

 

 

 

 

Sources 

Department of Education & Early Childhood Development Victorian Government Schools – School Services 

Officer Agreement (2004) www.eduweb.vic.gov.au  

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 

Practice template – Procedure for dealing with Gross Misconduct. Accessed February 2013 from 

www.pscalliance.gov.au   

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 

Practice template – Procedures for Managing Poor Work Performance. Accessed February 2013 from 

www.pscalliance.gov.au   

http://www.fwa.gov.au/
http://www.eduweb.vic.gov.au/
http://www.pscalliance.gov.au/
http://www.pscalliance.gov.au/
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-  

- Related Croydon Hills PS OSHC Service Policies, Procedures and Guidelines 

Policies Dealing with Complaints;  Code of Professional Conduct; Communication with Families; Context 
(legal framework) Establishing a Protective Care Environment; Philosophy; Occupational Health 
& Safety; Personal Safety & Security; Equity, Diversity and the Children’s Program; Educator 
Review & Performance Appraisal; Equal Opportunity Employment & Protection Against 
Discrimination; Expectations of Educators; Recruitment & Retention of Educators; Wages & 
Conditions of Employment 

Appendices Position descriptions; Exit Questionnaire for Staff; Hazard Report; Confidentiality Agreement for 
Educators; Performance Review Template; Professional Development Plan Template;  

-  

 

 

Staff Review & Performance Appraisals 

Education and Care Services National Law Act 2010(Vic) – Section 169, 301 (h) (m) (i)  

Education & Care Services National Regulations (2011) – Regulations 145. 147, 149, 151, 168(2)(iii), 70, 71, 181 
& 183 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Standard 7.3, 
Elements 7.1.2, 7.1.3, 7.1.5 & 7.3.5 

Information Privacy Act 2000 (Vic) - Management of personal information 

Privacy Act 1988 (Cth.) - Information Privacy Principles 

Information Privacy Act 2000 (Vic) - Management of personal information 

Health Records Act 2001 (Vic) - Personal Information 

Fair Work Act 2009 (Cth.)- Fair Work Statement & National Employment Standards 

Victorian Accident Compensation Act 1985 - Insurance 

The Accident Compensation (Work Cover Insurance) Act 1993. - Insurance 

Working with Children Act Vic (2005) - 

Commonwealth Superannuation Guarantee (Administration) Act 1992 

The Victorian Government Schools – School Services Officer Agreement (2004) as varied and extended in 2008 
to introduce the Education Support Class Agreement  

-  

- Policy Statement & Commitments 

 
Croydon Hills Primary School Outside School hours Care Service (the Service) understands that an 
appropriate performance management system will recognise educators’ skills; confirm they are 
fulfilling their duties; and identify their training and development needs. 
 
The outcomes of effective performance appraisal are improved performance, communication, 
workplace practices and attitudes towards the job; improved self-esteem and team spirit created 
because educators are open to feedback and supported throughout the year; fewer conflicts as 
issues are addressed in an ongoing manner; and greater retention of staff as possible career paths 
within the service are identified and educators are supported to work towards career development. 
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In addition to these benefits educators feel valued and appreciated as their skills are recognised and 
they are supported to further develop their professional expertise. 
 

The Service is committed to:  

 Providing children with a team of educators with appropriate knowledge and skills to 

provide educational programs and developmentally appropriate routines. 

 Providing families with a team of educators that embrace opportunities to build 

relationships with families; that their primary influence in their children’s lives is respected 

and supported; that educators have a comprehensive understanding of early childhood 

theory and practice, and issues related to children’s learning, health, safety and wellbeing. 

 

 Providing all educators with job satisfaction; recognition and appreciation for good work 

performance; support to improve skills and enhance job performance; assistance in 

accessing relevant training and professional development; and that performance issues are 

addressed in a supportive and professional manner. 

 Ensuing that the School Council, through the  OSHC Management Sub-Committee continue 

to assist educators to perform to their optimum capability and provide opportunities for 

advancement; to motivate educators to provide quality education and care; and to promote 

a positive and professional organisational culture. 

 

The Service’s performance review and appraisal system is designed to: 

 Provide opportunities for individual educators to evaluate the service, assess the requirements 

of their position, and make adjustments to their job description; 

 Clarify performance expectations for the position; 

 Provide opportunities for educators to assess their own work performance against written 

performance criteria linked to their job description and code of ethics/professional conduct; 

 Give educators feedback about their performance, their skills and strengths; 

 Recognise and appreciate specific contributions made by an educators; 

 Be a motivating experience that encourages team members to do their best and develop their 

skills further; 

 Identify specific training and development that relates to the Service and will be of benefit to the 

educator; 

 Look at each educators  current and future career goals; 

 Raise areas of concern and plan strategies to support educators to reach the required standards; 
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 Provide opportunity for educators to be fairly assessed by their peers and to be involved in their 

work colleagues peer reviews. 

 Provide the Service with a documented approach to educator professionalism and responsible 

conduct; and continuous improvement through professional development and appraisal 

systems.  

 

 

 

 

 

 

 

 

- Procedures 

 

Each educator meets with the Coordinator of OSHC and Vacation Care annually to discuss progress, 

training and future professional development.  These appraisals are in written and verbal form, and 

are a positive means of providing constructive feedback to the staff.  Discussion takes place in regard 

to movement of staff and responsibilities.   

The Service understands its responsibilities under Occupational Health & Safety Act 2004 to ensure 

workers are given adequate supervision and on the job training to enable them to work safely. 

 The Service will maintain documented evidence that performance reviews for all educators 

(including the Coordinator) are conducted regularly.  

 
 All new educators are reviewed after four weeks work at the Service, and then again at the 

conclusion of their qualifying period (3 months).   

 These reviews are carried out by the Coordinator.  All educators are reviewed at six monthly 

intervals, however regular meetings and discussions between the Coordinator and educators 

take place throughout the year. 

 Every year, each educator will undergo a performance appraisal. These appraisals cover a variety 

of areas such as appearance, attitude, job performance, communication skills, ability, strengths 

and weaknesses, improvement areas etc.  

 New goals and objectives will be set for the next twelve months, by mutual agreement between 

the educator and the Coordinator.   

 Appraisals are not the appropriate venue to raise concerns about an educator’s performance 

unless these issues have previously been discussed with the educator. 

 The Coordinator’s appraisal will be conducted by the OSHC Management Sub-Committee on an 

annual basis. 
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 Together the educator and the appraiser compile a list of agreed goals which are entered onto 

the educator’s professional development plan, along with agreed dates and procedures. 

 A copy of the professional development plan is given to the educator.  

 The original form is kept on the educator’s personal file. 

 Educators may appeal any outcome of the appraisal process either directly with their appraiser 

or with the Coordinator, or in writing to the OSHC Management Sub-Committee. 

 Performance appraisal may be used to substantiate a formal warning for continued poor work 

performance. 

 

 

 

Sources 

Australian Government Department of Education, Employment & Workplace Relations, Child Care 

Staff: Learning and Growing through Professional Development. Published by the Professional 

Support Coordinator Alliance – Retrieved May 2012 http://www.cccvic.org.au/content.cfm?content=98  

Australian Children’s Education and Care Quality Authority  (2010). Guide to the National Quality 

Standard Barwon, ACT retrieved June 2012 from www.acecqa.gov.au  

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 

Practice template – Educator, Staff and volunteer orientation. Accessed February 2012 from 

www.pscalliance.gov.au   

 

 

- Related Croydon Hills Service Policies, Procedures and Guidelines 

Policies Philosophy; Equal Opportunity Employment & Protection Against Discrimination; 
Children of Educators; Code of Professional Conduct; Communication with Families; 
Educator Review & Performance Appraisal; Expectations of Educators;  Ongoing 
Professional Development; Program Planning; Recruitment & Retention of Educators; 
Wages & Conditions of Employment; Determining the Responsible Person Present; 
Excursions, Routine Outings & In-House Activities; Behaviour Guidance;  

Appendices Position descriptions; Confidentiality Agreement; Educator Orientation Checklist; 
Doctors Clearance Form; Hazard Report; Performance Review Template; Professional 
Development Plan Template; Pregnant Employee Medical Information Sheet; Interview 
Questions; Fair Work Statement 

-  

 

 

http://www.cccvic.org.au/content.cfm?content=98
http://www.acecqa.gov.au/
http://www.pscalliance.gov.au/
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Wages & Conditions of Employment 

Education and Care Services National Law Act 2010(Vic) – Section 169, 301 (h) (m) (i)  

Education & Care Services National Regulations (2011) – Regulations 145. 147, 149, 151, 168(2)(iii), 70, 71, 181 
& 183 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Standard 7.3, 
Elements 7.1.2, 7.1.3, 7.1.5 & 7.3.5 

Information Privacy Act 2000 (Vic) - Management of personal information 

Privacy Act 1988 (Cth.) - Information Privacy Principles 

Information Privacy Act 2000 (Vic) - Management of personal information 

Health Records Act 2001 (Vic) - Personal Information 

Fair Work Act 2009 (Cth.)- Fair Work Statement & National Employment Standards 

Victorian Accident Compensation Act 1985 - Insurance 

The Accident Compensation (Work Cover Insurance) Act 1993. - Insurance 

Working with Children Act Vic (2005) - 

Commonwealth Superannuation Guarantee (Administration) Act 1992 

The Victorian Government Schools – School Services Officer Agreement (2004) as varied and extended in 2008 
to introduce the Education Support Class Agreement  

 

- Policy Statement 

-  

Croydon Hills Primary School Outside School Hours Care Service (the Service) acknowledges that 

wages and conditions are a way to reward educators according to their skills, qualifications and 

experience, and are often one of the first things a potential educator will consider about applying for 

a position at the Service. 

To ensure that educators at (the Service) are employed in accordance with federal employment 

guidelines and industry standards, protected by law, the School Council will apply the National 

Employment Standards (NES) and the Victorian Government Schools – School Services Officer 

Agreement (2004) apply in practice to the employment of educators at the Service. 

 

 

 

- Procedures 

 

Hours of Operation & Types of Employment 

The Service’s hours of operation can be found in the centre information, and types of employment, 

including employment procedures can be found in the Service’s Recruitment & Retention of 

Educators Policy.  

 

National Employment Standards  

 



   
Croydon Hills Primary School Outside School Hours Care Service: 

Policy: Wages & Conditions of Employment 
214 

 

 

The Fair Work Act 2009 provides all educators at The Service with a safety net of minimum terms 

and conditions of employment through the National Employment Standards (NES). A Fair Work 

Information Statement will be provided to all new educators by the Service as soon as possible after 

the commencement of employment. The Statement provides basic information on matters that will 

affect educators’ employment through the National Employment Standards.  

There are 10 minimum workplace entitlements in the NES: 

1. A maximum standard working week of 38 hours for full-time employees, plus ‘reasonable’ 

additional hours. 

2.  A right to request flexible working arrangements to care for a child under school age, or a 

child (under 18) with a disability. 

3. Parental and adoption leave of 12 months (unpaid), with a right to request an additional 12 

months. 

4. Four weeks paid annual leave each year (pro rata). 

5.  Ten days paid personal/carer leave each year (pro rata), two days paid compassionate leave 

for each permissible occasion, and two days unpaid carer’s leave for each permissible 

occasion. 

6. Community service leaves for jury service or activities dealing with certain emergencies or 

natural disasters. This leave is unpaid due to staff being employed on a casual basis. 

7. Long service leave. 

8.  Notice of termination and redundancy pay.  

9.  The right for new employees to receive the Fair Work Information Statement. 

To find out more about your rights and obligations as an employee, contact Fair Work Australia at 

www.fairwork.gov.au  

 

 

The Victorian Government Schools – Education Support Class Agreement (2013)  

 

In addition to the NES, educators at the Service are also employed under an agreement that provide 

additional enforceable minimum employment standards; The Victorian Government Schools – Education 

Support Class Agreement (2013). Educators at the Service will be employed under this agreement for 

the provision of staff wages and conditions. 

 

The Agreement contains information pertaining to staff wages and condition, and should be referred 
to in conjunctions to this policy, for terms including: 

1. Minimum wages 

2. Penalty rates 

3. Types of 
employment 

4. Working 
arrangements,  

5. Hours of work,  

6. Rest breaks,  

7. Classifications,  

8. Allowances,  

9. Leave entitlements 
and leave loading,  

http://www.fairwork.gov.au/
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10. Superannuation,  

11. Consultation 

12. Representation 

13. Dispute settlement 

14. Redundancy 
entitlements
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Note:  A new education support class employment model commences to operate on 6 October 2013 

with a revised employment and leave arrangements for education support class employees by 

introducing a single employment and salary model to replace the existing 52/52, 48/52 and school 

year models of employment. These new arrangements will commence to operate when translation to 

the new classification structure occurs on 6 October 2013. During Term 3 existing education support 

class classification and salary arrangements will continue to apply with existing salary rates 

increased to reflect the salary increases in the Agreement. 

 
 
Educators Rosters 
 
1. The roster is determined by the Education and Care Services National Regulations 2012, 

which state that a qualified person must be on the premises at all times. 

2. Rosters are drawn up weekly and educators notified of their up-coming shifts. 

3. Educators may swap shifts between themselves, as long as regulations are still being met.  
Any alterations to an existing roster must be notified to the Coordinator.  

4. Educators requests are catered to when and where possible and practical, in regards to 
particular shifts. 

 
 
Breaks (Vacation Care only) 
 
1. Morning and afternoon tea breaks are 10 minutes each.  During these times Educators are 

required to stay on the premises.    

2. Educators who work more than 6.5 hours shall be given a 30 minute lunch break (unpaid). 

3. Educators working a full eight-hour shift are entitled to a 45 minute (unpaid) lunch break 
and 10 minutes for morning and afternoon tea breaks. 

4. Educators are not required to stay on the premises during lunch breaks. 

 

 

 

 

 

 

Leave Entitlements 

 

1. Educators are asked to provide two weeks advance notice of leave requests. Additionally 

Educators are reminded to ensure leave is approved before booking holidays to avoid 

disappointment.   

2. Educators are encouraged to take leave and not accrue it over long periods of time, to 

reduce the risk of burn-out 
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3. Educators are requested to give notice of sick leave at the earliest convenient time.  They 

may contact the Director if aware of pending absence, or contact The Service by 7.30am.  If 

rostered on an early shift Educators should contact another Educators (is appropriate) as 

early as possible to cover that shift. 

4. Educators are requested to ring The Service before 3pm on the day of the absence to advise 

of either their return to work or their continuing absence.  Educators are encouraged to stay 

at home when feeling unwell or unable to cope with work. 

5. Refer to the Victorian Government Schools – School Services Officer Agreement (2004) as varied and 

extended in 2008 to introduce the Education Support Class Agreement for information specific to 

annual leave, sick leave, parental leave, leave without pay, emergency and special circumstances, 

cultural leave and long service leave. 

 

 
Overtime 

 
1. Educators will be paid overtime for all authorised work performed outside of or in excess of 

the ordinary or rostered hours. In calculating overtime, each day’s work will stand alone. 
 
2. Staff are paid for attendance at the monthly staff meetings.  It is expected that all Educators 

will make every effort to attend all meetings.   
 
3. Educators who must remain after 6.30pm with a child, due to a late pick-up will be paid 

overtime equivalents to the length of time they remain at the Service. 
 
Refer to the Victorian Government Schools – School Services Officer Agreement (2004) as varied and 
extended in 2008 to introduce the Education Support Class Agreement for applicable rate 
calculations. 
 
 
Payment of Wages 
 
Wages are paid fortnightly from Croydon Hills Primary School through electronic funds transfer into 

the educator’s nominated account.   

 
 
 
 
Higher Duties 
 
1. From time to time, educators may undertake higher duties for a specified time period, which 

may include professional development, illness or other events.  
 
2. In some circumstances, educators undertaking higher duties may be entitled to an alternate 

rate of pay for this period.  
 
3. The duties of an employee will be determined by reference to the relevant industrial award 
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and the employee’s job description. Generally, this is applied for periods of five or more 
consecutive days only.  

 
More information available in the Victorian Government Schools – School Services Officer 

Agreement (2004) 
 
 
Superannuation 
 
Compulsory superannuation contributions are regulated by the Commonwealth Superannuation 

Guarantee (Administration) Act 1992. Superannuation is generally paid for employees aged between 

18 and 69 years who earn in excess of $450 (before tax) per month.  

Currently the rate is 9% of the employee’s gross earnings, and this is paid monthly into an approved 

fund as nominated by the individual. 

If employees do not specify the superannuation fund they would like this paid into, the Service will 

elect to pay into their approved industry superfund of choice.  

Work Cover 
 
Compulsory workers compensation insurance cover is regulated by the Victorian Accident 
Compensation Act 1985 & The Accident Compensation (Work Cover Insurance) Act 1993. Workers 
compensation insurance cover is compulsory and is calculated at approximately 4% of gross salaries. 
 
If you are injured at work, you may be covered under this insurance. Refer to The Service’s policies 
on OH&S, accident, injury, illness etc. 
 

Termination of Employment – outstanding entitlements 

Termination of employment can occur for a number of reasons, including redundancy, resignation 

and dismissal. When an employment relationship ends at The Service, educators are entitled to 

receive any outstanding employment entitlements. This may include outstanding wages, payment in 

lieu of notice, payment for accrued annual leave and long service leave, and any applicable 

redundancy payments.  

For information on these entitlements, refer to the Victorian Government Schools – Education 
Support Class Agreement (2013) 
 
Resignation 

From time to time, for a range of reasons, educators at the Service may choose to cease their 
employment at The Service. The Service requires educators who are choosing to cease employment 
to provide to the Centre Director a written notice of resignation as described in the National 
Employment Standards 2010, in accordance with the Fair Work Act (2009). This differs between 
casual and part-time/full-time educators. 

1. A casual educator is required to give a minimum of 1 hours notice. 
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2. Any educator other than a casual is required to give notice according to the period of 
continuous employment at the Service, as calculated at the end of the day that the notice is 
given, as the following table describes: 

Not more than 1 year of service 1 week notice period 

More than 1 year but not more than 3 years 2 week notice period 

More than 3 years but not more than 5 years 3 week notice period 

More than 5 years 4 week notice period 

If an educator fails to give the required notice, The Service may withhold from any monies due to the 
educator on termination under the Victorian Government Schools – School Services Officer 
Agreement (2004), an amount not exceeding the amount the employee would have been paid in 
respect of the period of notice required, less any period of notice actually given by the employee. 

For resignation information, including notice periods refers to the Service’s Employment Policy, and 
the Victorian Government Schools – School Services Officer Agreement (2004) Outstanding 
entitlements may be with help if minimum notice periods are not observed. These may be waived at 

the OSHC Management Sub-Committee’s discretion on a case by case basis. 
 

 

Sources 

Department of Justice, 2007, www.justice.vic.gov.au 

Department of Education & Early Childhood Development Victorian Government Schools – Education 

Support (2013) www.eduweb.vic.gov.au  

Fair Work Australia www.fwa.gov.au  

 

 

- Related Croydon Hills PS OSHC Service Policies, Procedures and Guidelines 

-  

Policies Recruitment & Retention of Educators; Occupational Heal & Safety; Dealing with Poor 
Performance & Gross Misconduct; Educators Orientation & Induction; Educators Personal Items; 
Providing a Child Safe Environment;  Program Planning; Dealing with Medical Conditions and 
Medication, Dealing with Illness & Infection; Accidents, Injuries, Trauma & the Administration of 
First Aid. 

Appendices Education Support Class Agreement (2013); Fair Work Statement;  

 

 

Delivery & Collection of Children 

http://www.justice.vic.gov.au/
http://www.eduweb.vic.gov.au/
http://www.fwa.gov.au/
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Education & Care Services National Law Act Vic (2010) – Sections 3(2)(a), 165, 167 175 189 

Education & Care Services National Regulations (2011) – Regulations 99, 158, 168 (2)(f), & 176 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Standard 2.3 & 

Elements 2.3.1, 2.3.2 

DEEWR Child Care Service Handbook 2011-2012 – Sections 4.6, 4.7, 4.8, 5.5, 6.5, 10 & 13 

Victorian Early Years Learning & Development Framework (2009) –Practice Principles 

Framework for School Age Care in Australia (2012) – Outcome 3 

Children Wellbeing & Safety Act (2005) –Supporting Children’s Wellbeing& Principles for Children 

Victorian Occupational Health & Safety Act (2004) – Providing a Safe environment 

Children Youth & Family Act  Vic (2005) – Reporting and referral for child and family wellbeing 

Family Law Act CTh. (1975) – Court Orders 

 

 

Policy Statement & Commitments  

All children have the right to experience quality care in an environment which provides for their 

health and safety. The Education and Care Services National Law Act 2010 requires that Croydon 

Hills Primary School Outside School Hours Care Service (the Service) take reasonable care to protect 

children from foreseeable risk of harm. Ensuring that children are only released to authorized 

persons is a key aspect of children’s safety.  

The Coordinator and educators ensure that the attendance of all children enrolled in the Service is 

accurately recorded in accordance with regulatory and government guidelines. Families are 

required to personally deliver and collect their children, or arrange with the Service for an 

authorized person to do so.  The Service will ensure the protection of children not collected by 

closing time. Families are expected to abide by the Service’s hours of operation, except in an 

extreme emergency.  The Service is unable to provide care to children after hours on a regular 

basis: 

 Before School Care (BSC) operates from 6:45am to 8:45am Monday to Friday  

 After School Care (ASC) operates from 3:30pm to 6:30pm Monday to Friday  

 Vacation Care operates from 7:30am to 6pm each day of the School Holidays  

 Curriculum Days operate from 7:30am to 6pm on the day  

 OSHC Service is CLOSED on all gazetted Victorian Public Holidays, and over the Christmas 

Period. 

(For more information refer to our policies on enrolment orientation, payment of fees and 

bookings) 
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The Service is committed to: 

 Protecting each child’s wellbeing during transitions to and from the OSHC service, 

School program, and home, making sure that arrival and departure routines are relaxed 

and positive. 

 Providing families with reassurance that their child will be safe and not be released to 

unauthorized people, with clear late pick up procedures and understanding if they are 

unavoidably delayed  

 Making time to discuss matters with families at the beginning and end of the day, have 

clear guidelines to follow in the event that a child is not collected when expected, with 

their own commitments after normal work hours not to be compromised, and overtime 

pay.  

 Employing effective educators with support from relevant agencies and departments,  

 Encouraging families to take responsibility for their child and not to misuse the 

services offered by the Service.  

It is the responsibility of all educators, the Coordinator and the School Council at the Service to 

implement this policy. The Coordinator will regularly remind families through the Service newsletter, 

website, notices in the entry area, reminders on the family’s fee receipts, a letter to families, or 

other means, to ensure that their authorities to collect and emergency contacts are up to date.   

This policy applies to all educators and families of the Service, and will be highlighted to families at 

the time of enrolment and provided in writing on request. 

 

Procedures for arrival and departure times 

 The Service’s procedures for delivery and collection must be followed in every instance, to ensure 

the safety and wellbeing of children at all times. 

 

Arrival at Before School Care Departure to School 

 Educators will welcome families and 

children on arrival. 

 Any medications must be given directly 

to the educator who will check the family 

has completed an Authority to 

Administer Medication Form, and then 

store the medication in the appropriate 

place. 

 During the first term of the school year, 

prep children are walked to their 

classroom by an OSHC educator at 

8.45am. 

 Other children are signed out of the 

program and find their own way to their 

classrooms. 

 Any medications are given back to the 
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 Educators and families or children may 

need to exchange information at this time 

in preparation for arriving at or 

departing from the Service. If this 

exchange of information involves 

discussions about private or personal 

details, the discussion will take place in a 

private area in accordance with the 

Service’s Confidentiality policy. 

children so that they can hand them to 

their classroom teachers. 

 Children attending school based 

activities during BSC hours (such as 

choir) will only be released to the 

activity teacher if an Activity Release 

Consent Form has been filled in. 

 

 

Arrival at After School Care Departure to Home 

 Educators will welcome children on 

arrival and seek to engage them in the 

day’s planned activities. 

 Any medications must be given directly 

to the educator who will check the family 

has completed an Authority to 

Administer Medication Form, and then 

store the medication in the appropriate 

place. 

 Families are greeted by OSHC educators 

as they arrive at the Service. 

 Educators assist families by directing 

where them to where their child is 

playing. 

 Specific information is shared at this 

time about the child’s involvement in the 

program. 

 Educators say goodbye to the child and 

family, ensuring that the family member 

collecting the child has signed the child 

out and collected any medication if 

applicable. 

 

 

 

Arrival at Vacation Care Departure from Vacation Care 

 Educators will welcome children on 

arrival and seek to engage them in the 

day’s planned activities. 

 Any medications must be given directly 

to the educator who will check the family 

has completed an Authority to 

Administer Medication Form, and then 

store the medication in the appropriate 

place.  

 Families are greeted by OSHC educators 

as they arrive at the Service. 

 Educators assist families by directing 

where them to where their child is 

playing. 

 Specific information is shared at this 

time about the child’s involvement in the 

program. 

 Educators say goodbye to the child and 
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family, ensuring that the family member 

collecting the child has signed the child 

out and collected any medication if 

applicable. 

 

 

 

 

Attendance record 

 Accurate attendance records will be kept and checked each day. 

 The enrolling parent/guardian or authorised person who brings the child to the OSHC 

Service for Before School Care, or collects the child from the Service’s After School Care 

must sign/initial the child’s times of arrival and departure. 

 If a child does not attend for any reason, the Coordinator will enter the type of absence 

on the attendance record or allowable absence record and the parent/guardian must 

verify the absence by signing/initialing the attendance record and providing the 

necessary documentation at a later date. 

 Families who do not complete the attendance records will not be eligible to claim Child 

Care Benefit. 

 

Authorisations Required 

Authorised persons – in relation to the authorisation to collect, an authorised person is an adult 

18yrs or over who has been nominated by the enrolling family member as an authorised person to 

collect the child when the family cannot collect their child themselves.   

 The names and contact numbers of all persons authorised to collect children from the 

Service must be included on the Enrolment Form.  Families will be encouraged to name 

additional emergency contacts, who they expect would be available and able to assist in an 

emergency. This could include a trusted neighbour if the family does not have relatives or 

friends on hand to assist 

 Any changes to these authorities must be advised in writing to the OCordinator by the 

enrolling parent/guardian as soon as possible. The Service will ask families to update their 

own, and their emergency contact numbers as they change 

 Authorised persons must be 18yrs or over to be accepted by the Service as an authorised 

person for a child to leave the service with. 

 If the family arranges for an authorised person to collect their child from the OSHC Service, 

they must contact the OSHC Coordinator, or the responsible person present for the session 

of care the child will be attending, to advise of this arrangement prior to the collection of 

the child, and confirm who will collect the child. 
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 Families are required to complete an authorisation to collect child form, or provide a 

written letter to the Service to nominate an authorised adult (who has been identified on 

the Enrolment form as an authorised person to collect the child) to be authorized to collect 

the child on a specific date/s.  

 Children will only be released to authorized persons on the date/s nominated by the family 

on the Authorisation to collect form. 

 Children in attendance at  theService will not be permitted to leave the service alone, and 

families who request their child to leave unaccompanied by an authorized adult will not be 

accepted e.g. request for child to walk home at a certain time. 

 If  the Service has not been notified in writing through the Authorisation to Collect form, or 

been provided with a written letter from the family, and someone other than the enrolling 

parent/guardian arrives to collect the child, the Coordinator will: 

o Confirm that the authorized person has been named previously on the enrolment 

form;  

o Contact the enrolling parent/guardian to obtain their authorisation in writing 

via fax or email; and 

o If the authorised person is not known to the Service, the enrolling 

parent/guardian will be asked to provide a description of the person concerned, 

who will also be required to provide proof of their identity. 

 The child will not be released until the enrolling parent/guardian's authorization has 

been obtained in writing. This person must have been nominated on the child’s 

enrolment form as an authorized person, or the child will not be released to the 

unknown person. Verbal instruction verified and documented by educators will be 

permitted. 

 If the enrolling parent/guardian cannot be contacted, or where the unknown person 

arrived to collect the child has not been nominated as an authorised person to collect 

the child, late collection procedures will apply. 

 If a person other than an authorised person attempts the removal of a child, the 

Coordinator and/or educators will explain that they are required by law to contact the 

child's legal guardian before the child may be taken.  The procedure below will be 

followed. 

 

Procedure on removal or attempted removal of a child by a non-approved person 

Step 1 Coordinator (or educator) will politely inform the non-approved person that they 

are not authorised to hand the child over. 

Step 2 If the person persists, s/he will be offered the use of the telephone and/or 

documentation to check regulations and the Coordinator will be contacted. 

Step 3 If the person is persistent, the Coordinator or another educator will contact the 

police 
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Step 4 The educators will take all reasonable measures to prevent the child from being 

taken from the Service, and will also use delaying tactics to allow the police more 

time to arrive.  The safety of children and educators is paramount in such a 

situation. 

Step 5 In the event that educators are unable to prevent the child from being taken, a n 

educator will if possible, accompany the child to the car and get the make, model 

and registration of car, a description of clothing of person, and a description of the 

child’s clothing. 

Step 6 Educators will immediately contact the police again as well as the child's parents, 

Department of Human Services (if they are involved i.e. custody arrangement, and 

the School Principal and/or President of the School Council). 

Step 7 Educators will document the incident immediately. 

 

 

Late collection 

 The Service’s hours of operation are clearly displayed in the main entrance on the notice 

board, and on the door of the administration office. 

 Families are required to plan their day in order to ensure they are at the OSHC Service 

prior to closing time. Educators may need time to give families information about their 

child’s day, and educators also have evening commitments of their own they wish to 

fulfill, including family responsibilities. We ask families to endeavor to collect their 

children before closing time allowing educators time to lock up the Service and leave 

Croydon Hills Primary School by 6.30 pm.  

 Families who are unavoidably detained and are unable to collect their child by 6.30pm 

must telephone the OSHC Service prior to 6.30pm to advise the Service of their lateness 

and expected time of arrival.  

 If the family has not contacted the Service and the child has not been collected by 

6:30pm, the Coordinator will attempt to telephone the parent/guardian or if this is not 

possible telephone the emergency contact people listed on the child's enrolment form to 

arrange for the child's immediate collection. A note will be left on the main entrance 

door indicating where the child is. 

 Parents are asked to consider the inconvenience to educators and the stress for the 

child.  The cost of detaining educators will result in a fine. See policy on Payment of Fees 

and Booking for determination. 

 Special circumstances i.e. traffic accident or vehicle breakdown, will be given 

consideration in relation to the administration of late collection fees. This is at the 

discretion of the Coordinator. 

 When the parent/guardian  or emergency contact person arrives to collect the child they 

will be required to complete and sign a Late Collection Form, which indicates the time 
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of collection and confirms their understanding that a late fee will be charged. 

 If neither parent nor emergency contact can be reached by 7.00pm, the School Principal 

or a School Council Member will be requested to attend the Service to remain with the 

child and a staff member. 

 In the interests of protecting educators from allegations of abuse, two adults will remain 

at the Service with the child. 

 The Coordinator may decide to contact the police to find out if the parent has been 

involved in an accident, or to ask the police to take action to try to locate the 

parent/guardian. 

 If the educators present are unable for whatever reason to remain at the OSHC Service e 

to care for the child, the OSHC Coordinator, or responsible person present, will contact 

any educators who have agreed to make themselves available in these circumstances, 

and ask them to relieve present educator/s as soon as they are able. 

 Educators will care for the child’s needs (i.e. provide a snack or evening meal) and 

reassure the child if he/she is anxious, provide the child with some fun games or 

activities. 

 If the child has not been collected by 8pm, the School Principal (or attending Council 

Member) will contact the Child Protection Intake Unit through the Victorian Government 

Department of Human Services. 

 All additional hours worked by educators at the Service will be paid as overtime, as per 

employment contracts. 

 

Where families are continually late to collect children, the following process will be followed 

to address continuing issues. 

 When a family is continually and regularly late arriving at the Service to collect their 

child, the Coordinator will discuss other collection arrangement and child care options 

with the family. 

 On the next late collection within 2 weeks of the first incident, a letter will be sent to 

the family advising them that another late collection of their child will result in 

cancellation of their place at the Service. 

 The Coordinator will speak with the parent to alert them to the grievance process, and 

to discuss any difficulties the parent is experiencing in collecting their child by closing 

time. Strategies for the parent to adhere to the Service’s hours of operation will be 

discussed, and the parent will be asked to give a commitment to implementing these 

strategies. 

 If there is a further late collection within 2 weeks the family’s enrolment will be 

cancelled. 

 Where a number of families are continually and regularly late, the Management Sub-

Committee may consider surveying families to see if there is sufficient need to 
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consider extending the hours of opening. 

 

 

 

Related Croydon Hills Primary School OSHC Service Policies, Procedures and Guidelines 

Policies Administration of First Aid; Confidentiality & Management of Records; Enrolment, Orientation & 

Custody Arrangements; Payment of Fees & Bookings; Missing Children;  Establishing a 

Protective Care Environment; Dealing with Complaints; Health, Hygiene & Infection Control; 

Dealing with Medical Conditions & Medication; Communication with Families; Supervision of 

Children; Excursions & Routine Outings;  

Appendices Enrolment Form; Authorisation to Collect  

 

Sources 

Shaw, M – Developing and implementing your service’s child protection policy – extract from Putting 

Children First, the Newsletter of the National Childcare Accreditation Council – Issue 36, December 2010 

Tansey, S – Supervision in children’s services – extract from Putting Children First, the Newsletter of the 

National Childcare Accreditation Council – Issue 15, September 2005 

Australian Children’s Education & Care Quality Authority Guide to the National Law and National 

Regulations, download from www.acecqa.gov.au 

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 

Practice template – Delivery & Collection of Children. Accessed February 2012 from www.pscalliance.gov.au   

 

 

 

 

 

 

 

 

 

 

 

 

http://www.acecqa.gov.au/
http://www.pscalliance.gov.au/
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Authorisation to Collect  

 

I (Parent/Guardian Name): 

 

 

Authorise (Name & Relationship): 

 

 

To collect my child/ren (Name/s): 

 

 

From Croydon Hills Primary School OSHC Service on this day dated: 

 

 

 Or as a standing order until further notice  

 I agree to notify the Service of the date and time that this will occur. 

 

 

Effective as of this date        /          / 

 

Parent/Guardian signature:       

 

Staff Witness:         
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Interactions with Children Policy 

DEEWR Child Care Service Handbook 2011-2012 – Sections 6.5 & 6.6 

Education & Care Services National Law Act Vic. (2010) – Sections 2(2)(b)& 3(3)(a)(b)(c)(d)(e)(f), 165, 166 & 168 

Education & Care Services National Regulations (2011) – Regulations 155, 156 & 168(20(j) 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Standards 1.1, 

1.2, 5.1 & 6.1; Elements 2.1.2, 2.3.4, 4.1.1, 7.1.5 

Framework for School Age Care in Australia (2012) – Principles; Practices; Outcomes 1,2,3 & 5 

 

Policy Statement & Commitments 

Croydon Hills Primary School Outside School Hours Care Service (the Service) aims to create an 

environment in which children feel that they are valued members of their community, and in which 

their sense of belonging and wellbeing is supported. Educators will achieve this through providing 

consistent emotional support that will nurture the development of children’s self-esteem and assist 

them to acquire the skills and understandings they need to interact positively with others. 

We aim to develop responsive, warm, trusting and respectful relationships with each enrolled 

children through taking the time to genuinely listen and talk with children and their families. 

Educators at the Service relate to the children, their families, and to each other in a friendly, caring 

and sensitive manner valuing each individual and the unique contribution they make 

Educators are genuinely interested in each child’s own interests and needs, and take the time to 

fully understand what children are doing or saying, listening to their responses and asking open 

ended questions.  Educators also respect children’s desire not to engage in conversations at certain 

times or for particular reasons. 

The Service is committed to: 

 Ensuring that children and families are provided with educators who they develop 

warm relationships with, respecting their opinions and maintaining dignity and rights;  

 Providing educators who are responsive to children’s strengths, interests, abilities and 

background, providing opportunities to become self-reliant and develop self-esteem; 

 Maintaining the dignity and rights of children, families, educators, colleagues and the 

community at all times; and 

 Positive guidance and support towards acceptable behaviour. 
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Procedures 

 As each child and family arrives at the Service they will be greeted by an educator. 

 Educators will be supportive and encouraging and engage in one to one small group 

communications with children in a friendly, positive and respectful manner. They will form 

warm relationships with each child in their care. 

 Educators will use children’s names and get down to the child’s eye level when 

communicating with them, and ensure that their interactions are both meaningful and 

personal. 

 Educators will create a relaxed and happy atmosphere ensuring children experience 

equitable, friendly and genuine interactions with all educators at the Service. 

 Educators will respect each child’s uniqueness, are will be attuned to and respond 

sensitively and appropriately   to children’s efforts to communicate and will use the child’s 

own language (sometimes through bi-lingual workers), communication styles and culture 

to enhance their interactions. 

 Educators will assist children to learn to communicate and interact positively and 

cooperatively with their peers through modelling appropriate communication and 

responding positively to children at all times. 

 Education will encourage children to communicate their own ideas in a respectful and 

courteous way, and will respond appropriately to children’s non-verbal cues. 

 Educators will show empathy, respect and understanding when communicating with 

children to model this in their interactions with adults. 

 Children will never be singled out or made to feel inadequate at any time 

 Educators will comfort children when they are upset, or are showing signs of distress, and 

help them to feel safe, secure and understood. 

 Educators will interact with children at meal and snack times in a relaxed, unhurried 

manner, in which the enjoyment of food and the social aspect of meal and snack times is 

promoted. 

 Educators will genuinely seek children’s input, respect their ideas and take their program 

suggestions on board. 
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Related  Croydon Hills Primary School OSHC Service Policies, Procedures and Guidelines 

Policies Philosophy; Code of Professional Conduct; Expectations of Educators;  Dealing with Complaints; 

Enrolment, Orientation & Custody Arrangements; Inclusion of Children with Additional Needs; 

Managing Poor Work Performance & Gross Misconduct; Personal Safety & Security; Equity, 

Diversity & the Children’s Program; Multicultural Programming for Social Inclusion; Program 

Planning; Educational Equipment & Toys; Communication with Families; Rest & Sleep; Nutrition, 

Special Dietary Requirements, Food Safety & Hygiene; Sexual Development & Play; Superhero 

Play; Supervision of Children;  

 

 

Sources 

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 

Practice template – Interactions with Children. Accessed February 2012 from www.pscalliance.gov.au   

Tansey, S – Fostering children’s relationships – extract from Putting Children First, the Newsletter of 

the National Childcare Accreditation Council – Issue 29, March 2009  

UNICEF (n.d.). Fact sheet: A summary of the rights under the Convention on the Rights of the Child. 

Retrieved 16 March 2011, from http://www.unicef.org/crc/files/Rights_overview.pdf  

Early Childhood Australia (ECA) (2005) The Code of Ethics – Retrieved May 2012, from 

http://www.earlychildhoodaustralia.org.au/code_of_ethics/early_childhood_australias_code_of_ethics.

html  

 

 

 

 

Excursions & In-house Activities Policy 

Education & Care Services National Law Act Vic (2010) – Section 3(2)(a); 165; 169; 174 

Education & Care Services National Regulations (2011)  

– Regulations 99, 100, 101, 102, 136, & 168 (2)(g) 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010)  

http://www.pscalliance.gov.au/
http://www.unicef.org/crc/files/Rights_overview.pdf
http://www.earlychildhoodaustralia.org.au/code_of_ethics/early_childhood_australias_code_of_ethics.html
http://www.earlychildhoodaustralia.org.au/code_of_ethics/early_childhood_australias_code_of_ethics.html
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– Elements1.1.1, 1.1.2, 2.3.1, 2.3.2, 4.1.1, 4.2.1, 6.1.2, 6.2.1, & 6.3.4 

Victorian Early Years Learning & Development Framework (2009) –Practice Principles 

Framework for School Age Care in Australia (2012) – Outcomes 2, 3 & 4 

Information Privacy Act Vic (2000) – Management of personal information 

Victorian Occupational Health & Safety Act (2004) – Providing a Safe environment 

A New Tax System Act Cth. (2000) – Family Assistance Administration 

Working with Children Act Vic (2005) – Educators & Volunteers 

-  

- Policy Statement & Commitments 

 

The Education and Care Services National Regulations require Croydon Hills Primary School Outside 

School Hours Care Service (the Service) to have in place policies and procedures in relation to 

excursions, including procedures for conducting risk assessment and authorisations.  

 

Children learn best in a hands-on environment and as such, bringing the community in and 

getting out in the community provides the opportunity to experience new things without the 

limitations of a permanent environment. Excursions, routine outings, an in-house activities are 

sometimes undertaken at  the Service to support and extend on the children’s current interest 

areas and activities.   

 

The Service is committed to: 

 Protecting the wellbeing and safety of children through assessing and controlling the 

risks associated with leaving the School grounds 

 Extending the children’s program to create a more holistic view of the children’s 

environment in which they live 

 Supporting children, families and educators at the service in developing an awareness of 

community life, providing opportunities to  children to strengthen their connection with 

and understanding of the community. 

 Providing a change of routine that allows families and the wider community to become 

more involved with the children and the Service. 

 

-  

- Definitions 

 

Excursion – means an outing organised by an education and care service 

In-house Activities – visitors to the Service that complement the educational program such as police, 

farm animals, puppet shows etc. 
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Regular outing - means a walk, drive or trip to and from a destination that the service visits regularly 

as part of its educational program; and where the circumstances relevant to the risk assessment are 

the same on each outing; 

 

-  

Procedures for Planning an Excursion or In-House Activity  

 

Conducting excursions, routine outings, or inviting visitors to the Service can build valuable 

links between the school and the community, particularly when these are more than one off 

experiences.  

 Any excursion, routine outing, or in-house activity must be carefully planned, which 

includes being tested, timed and all hazards considered. 

 Excursions, routine outings and in-house activities will be designed to expand children’s 

understanding of the community and appreciation of the world around them.  

 Every attempt will be made to ensure that the excursion does not take place at a venue 

that is likely to be overcrowded 

 The Service’s quick reference checklist provides educators with an easy way to 

organise and prepare for the excursion or routine outing.  It commences with the 

distribution of consent forms and the call for volunteers and concludes on the 

completion of the evaluation form.  

 

Risk Assessment – Excursions & Routine Outings 

The Education and Care Services National Law Act 2010 requires  the Service to take reasonable 

steps to protect children from foreseeable risk of harm, injury and illness. The regulations require 

that  the Service conducts a risk assessment for each excursion undertaken. 

Educators, in conjunction with the Coordinator, will complete a plan which includes a risk 

assessment for each excursion that will identify and assess risks that the excursion may pose to the 

health and safety or wellbeing of any child, and will specify how identified risks will be managed and 

minimised. The assessment will consider: 

 The proposed route and destination 

 Transport to and from the destination 

 Proposed times of departure and return 

 The number of adults and children involved 

 The educator to child ratio required under the regulations 

 An assessment on weather additional responsible adults are required to provide 

appropriate supervision 



   
Croydon Hills Primary School Outside School Hours Care Service: 

Policy: Equal Opportunity & Protection against Discrimination 
234 

 

 

 Any water hazards 

 The proposed activities 

 Items that should be taken on the excursion such as mobile phones, first aid kits etc. 

 Contingencies for possible changes in weather and temperature 

 Sufficient shaded areas for protection from the sun 

 Safety measures and emergency plans, which identify: 

o Who will deal with the emergency; 

o Who will supervise remaining children; 

o How families will be contacted; and 

o How children will be returned to the service. 

Risk assessments will be completed before authorisation from families is sought.  

 

Authorisations and communication with families 

Whenever an excursion or routine outing is to be undertaken the families are given adequate 

prior notice before it actually takes place. All excursions will be publicised to all families with 

full details of the destinations, times of departure and return, educators and volunteers 

attending, any special items are required to bring, including information on whether the 

children are required to bring a lunch box with their own lunch, or if  the Service will be 

providing this.  

  

There will be no change to the publicised itinerary unless the person in charge of the excursion 

decides it is necessary for the safety and wellbeing of children. Written permission will be 

obtained from families whose children are participating in the excursion, including emergency 

contact details particular to the day of the excursion. 

 

Excursions: 

 A notice will be provided two weeks before excursion takes place; it must include all the 

information required on the excursion permission forms. 

 Permission forms must be filled out for each child attending the excursion. 

 Permission forms must be made available before the excursion to ensure they are signed 

before the excursion day. 

 These forms must be signed by a parent, guardian or legally authorised person as listed 

on the enrolment form. 

 

Routine Outings 

 The parent/guardian or other authorised person’s authorisation for a regular outing is 

only required once in every 12 month period, provided that the circumstances relevant 

to the risk assessment are the same in each outing. 
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 A notice must be displayed on the day that the routine outing will be taking place, it 

must include all the information required on the permission forms. 

 Families will be asked to sign an acknowledgement on arrival at the Outside School 

Hours Care Service to consent to the routine outing scheduled for that day. 

 

Permission forms 

Consent to leave the Outside School Hours Care Service is essential and as per the Education and 

Care Services National Regulations, and families must sign a consent form prior to the excursion to 

enable their child to take part. The families signed excursion authority will include: 

 The child’s name 

 The reason the child is being taken outside the premises  

 The date of the excursion 

 Description of the proposed destination 

 Method of transport 

 Proposed activities to be undertaken by the child during the excursion 

 Period the child will be away from  the Service 

 Number of children going on the excursion 

 Ratio of educators to children on the excursion 

 Number of other educators and responsible adults that will supervise children on the 

excursion 

 That a risk assessment has been prepared and is available  

 

 

Transport & Road Safety  

The Service does not organise excursions involving private cars as this raises issues about liability, 

insurance, regulatory requirements and children’s safety and wellbeing. The Service will decide on 

appropriate transport for each planned activity taking into consideration children’s ages and 

abilities, and will document the reason for the decision and additional safety/risk requirements: 

 

If travelling by bus, the excursion plan will include: 

 

 If the bus will have seats belts  

 Who will cover the cost of the bus  

 If an additional bus is required, how  the Service will meet ratio requirements 

 The planned route to and from the destination 

 Volunteer drivers or contracted bus operators will be required to sign a written 

agreement detailing the responsibilities and requirements of their contract to transport 

the children from the service, which will include information confirming that: 

o The driver holds a current drivers licence with appropriate conditions;   

o The driver operates the vehicle in accordance with Victorian Road Rules; 

o The vehicle has a current registration and is insured; 

o The vehicle is not driven in a unsafe or damaged condition; and  

o The vehicle is kept in a roadworthy condition as determined by Vic Roads. 
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If travelling by public transport, the excursion plan will include: 

 If the intended mode is public bus, tram or train 

 Who will cover the costs of the ticket, how these will be purchased, and utilised on the day 

 How  the Service will meet ratio and supervision requirements 

 The planned route to and from the destination, including public timetable information 

Traffic related injuries remain one of the leading preventable cases of death of serious injury for 

young children. The most critical times of the day for road safety at the Service are the children’s 

arrival and departure times. While we promote road safety in discussions with families and children, 

excursions also prove children with the opportunity to practice walking safety with adults in real 

traffic environments. 

When walking during outings, educators will talk to children about traffic and road safety, including: 

 What they are doing when they cross the road 

 Why they have stopped at the curb 

 What they are looking for when they are crossing the road 

 What sounds they are listening for when they are crossing the road 

 When it is safe to cross the road 

 Why they have to keep checking until they’re safely on the other side 

 

Excursions in action  

 On the Day, the Excursion Information Form must be filled out with all relevant 

information.   

 The educator leading the excursion must prepare the volunteers and the children 

prior to leaving the service whilst the other educator prepares a pack to carry. 

 The pack that must be taken with the group is to contain: 

o A copy of all emergency contact numbers, this includes emergency contact 

numbers for all adults assisting. 

o Excursion information form 

o An emergency first aid kit, including any medication for children 

o At least 1 change of clothes 

o A box of tissues 

o A box of wet wipes 

o At least 1 mobile phone 

o Plastic bags to ensure any rubbish is disposed of appropriately 

o Any children with allergies or other medical conditions to have been considered 

and there are management strategies in place.  
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o Any children with allergies or medication requirements to have current action 

plans and their medication with them. 

 The educators will sit all children and volunteers down and explain to them the 

expectations of the day ahead, including the pairing/grouping of the adults and 

children.   

 The adults are all given a handout regarding their responsibilities for the day.  This is 

to be reiterated with them prior to leaving.   

 The children will be reminded, in front of the other adults, about expected behaviour.  

This ensures adults and children have heard the same “rules”.   

 The educator in charge will ensure that all adults are familiar with their roles on the 

day – supervision, emergency procedures for a lost child, accident/injury procedures, 

and any other specific safety requirements. 

 All adults assisting with the excursion must also complete an emergency contact form 

in case of emergency. 

 Children are issued with and required to wear a  wristband with Service the phone 

number  

 Two educators must individually count the children on departure from  the Service, 

arrival at destination, departure from destination and arrival at  the Service 

 Whilst outside of the service, educators will be aware where all children and all 

volunteers are at all times.  Educators will direct and guide the group as necessary; 

this may include giving the adults/volunteers some direction. 

 Children will have access to drinking water throughout the excursion.   

 Food will be provided according to the time and length of excursion. This may include 

children bringing their own lunch and water bottle.   

 Children will have regular access to toilet facilities and will be encouraged to utilise 

them when available. 

 Children will have access to appropriate shaded areas to avoid excessive exposure to 

the sun 

 On completion of the excursion, educators are to complete an excursion evaluation 

form to see whether goals and expectations were met, or how it improvements can be 

made for any future outings. 

 

 

 

 

 

Cost 
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Any additional costs for excursions or in-house activities are determined prior to the experience and 

communicated to families.  It is not always possible for the Service to absorb such costs and 

consideration to individual family and community circumstances will be considered.  

Majority of the Service’s planned experiences do not incur additional cost. However, should the any 

additional cost be incurred by families, is to be paid prior to the event and will be billed separately to 

fees. These additional costs are on top of the usual fee and are not accountable to Child Care Benefit 

or the Child Care Rebate. 

 

 

Educator/Child Ratio 

The educators to child ratios will be maintained in accordance with the Education and Care 

Services National Regulations 2011.  

 

 There will always be a minimum of two educators with the children at all times.   

 At least one of these educators must have first aid training, including emergency asthma 

management and anaphylaxis certification. 

 At least one of these educators must be either certified supervisor or a nominated 

supervisor of the Service.  

 

If an educator does not feel comfortable taking part in an excursion, they should discuss their 

concerns with the person in charge prior to the event. 

Additional responsible adults may also accompany children on an excursion. The length and 

location of the excursion are taken into consideration when deciding whether more assistance 

is required.  Any outing that uses public transport involves crossing major roads or is to last 2 

hours or more will require a higher ratio. Group dynamics and the needs of individual children 

are also considered and this may affect this number. 

 

If more adults are deemed necessary there will be a request for volunteers and help from within the 

family group.  If the additional numbers are unable to be met than the excursion will be cancelled. 

In determining the required adult to child ratio for each outing the following will be considered: 

 The age and the abilities of the children 

 The destination and length of the excursion 

 The methods of transport 

 The previous experience of the accompanying adults 

 The type of activities 

 

 

Volunteers  
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Family members wishing to volunteer on excursion with the Service may consider holding a 

volunteer (V) Working with Children (WWC) Check Card. This is voluntary, and the Service 

respects the privacy of families who chose or chose not to consider this process. 

Parents/Guardians do not need a (V) WWC Check to volunteer in an activity in which their child 

participates. Under section 9 of the Working with Children Act 2005 (the Act), child-related 

work is defined as work that usually involves, or is likely to usually involve, regular direct 

contact with a child that is connected with a service, body, place or activity specified in the Act, 

in circumstances where that contact is not directly supervised by another person.  

 Volunteers may apply for their own WWC check. The check reviews their criminal record for 

any specific criminal offences that pose a risk to the safety of children. 

 If you pass the check you are issued with an Assessment Notice and a WWC check card that 

you can supply to organisations where you volunteer. 

 There is no application fee for volunteers and the WWC check card for volunteers only 

applies to volunteering (un-paid) roles.  

 The card is valid for five years and is an easy way for the Service to verify your WWC status. 

 Forms are made available for families at the School Administration office, or you can collect 

a form from a participating Australia Post Office. 

 

Lost children 

In the unlikely event of a child wandering away from the group on an excursion, the following 

procedures will be followed immediately to ensure the safety of all children: 

 For each outing, a designated meeting point will be determined and communicated to 

children and adult at the same time to ensure a consistent message, for meeting at in the 

event that anyone should wander away from the group.  

 Children will reminded about the dangers of wandering away from the group and the 

necessary safety precautions should they become lost. 

 Any educator noticing that a child appears to be missing from the group will let the educator 

in charge know immediately. 

 Additional adults also have the above responsibility, however it will be considered that 

additional adults may not “know” all children, therefore may not realise “who” is missing. 

For this reason regular head counts will be conducted during the outing.  

 Educators will question the other children and accompanying adults regarding their last 

recollection of the missing child. 

 One educator will check the designated meeting point for the lost child while the rest of the 

group stays together. This may be at the designated meeting point. 

 The same educator will then search the area while the rest of the group continue to stay 

together at the designated meeting point awaiting the missing child’s return to the group. 

 Venue educators (if applicable) will be notified, and given a description of the child.  

 All attempts will be made to locate missing children. In the most unlikely event that the 

missing child cannot be located, the educator in charge will contact the Coordinator at  the 
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Service who will advise the next steps of appropriate action, which may involve contacting 

the child’s family and/or Police. 

 

 

 

 

Sources 

Harrison, L – Promoting road safety in child care services – extract from Putting Children First, the 

Newsletter of the National Childcare Accreditation Council – Issue 23, September 2007  

Kids and Traffic – Key road safety messages for children – Retrieved 7 June 2011, from 

http://www.kidsandtraffic.mq.edu.au/fsheets/fact5.pdf   

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 

Practice template – Excursions and Transport. Accessed February 2012 from www.pscalliance.gov.au   

Kids and Traffic – Key road safety messages for adults who care for young children – Retrieved 7 June 

2011, from http://www.kidsandtraffic.mq.edu.au/fsheets/fact6.pdf   

Tansey, S – Supervision in children’s services – extract from Putting Children First, the Newsletter of the 

National Childcare Accreditation Council – Issue 15, September 2005  

-  

-  

- Related Croydon Hills PS OSHC Service Policies, Procedures and Guidelines 

-  

Policies Code of Professional Conduct; Missing Children; Communication with Families; Educational 

Equipment & Toys; Occupational Health & Safety; Dealing with Medical Conditions & 

Medication; Anaphylaxis; Asthma; Diabetes; Illness, Injury, Trauma & the Administration of First 

Aid;  

Appendices Consent form; Tips for helpers; Children’s reminders; Planning checklist; Excursion Information 

Form; Excursion Evaluation Form; Risk Assessment; Ambulance Contact Card;   

-  

 

 

 

 

http://www.kidsandtraffic.mq.edu.au/fsheets/fact5.pdf
http://www.pscalliance.gov.au/
http://www.kidsandtraffic.mq.edu.au/fsheets/fact6.pdf
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Equity, Diversity & the Children’s 

Program 

My Time, Our Place, Framework for School Age Care in Australia 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – 

Standards 1.1, 1.2, 5.1, 5.2, & 6.1 Elements 2.1.2, 2.1.2, 2.3.4, 4.1.1, & 7.1.5 

Information Privacy Act 2000 (Vic) - Management of personal information 

A New Tax System Act 2000 (Cth.) - Family Assistance Administration 

Privacy Act 1988 (Cth.) - Information Privacy Principles 

Health Records Act 2001 (Vic) - Personal Information 

Disability Discrimination Act 1992 (Cth.) - aims to ensure that people with disabilities have the 

same human rights as all members of the Australian community 

Sex Discrimination Act 1984 (cth.) - aims to eliminate discrimination and sexual harassment and 

promote gender equality in all aspects of the Australian community 

The Victorian Racial and Religious Tolerance Act 2001 - promotes racial and religious tolerance by 

prohibiting certain conduct involving vilification of persons on the grounds of racial or religious 

belief or activity 

Age Discrimination Act 2004 (Cth.)- aims to give Australian’s of all ages the right to be treated 

fairly and have the same opportunities as everyone else. 

Equal Opportunity Act 2010 (Vic) - Covers discrimination in education, amongst other things. It 

does not assume everyone is the same and it does not mean treating everyone the same 

Victorian Charter of Human Rights & Responsibilities 2011- Sets out the rights, freedoms and 

responsibilities that are shared by all Victorians and protected by law. 

 

Policy Statement & Commitments 

  

Croydon Hills Primary School Outside School Hours Care Service (the Service) recognises the 

diversity of family structures and lifestyles community. Educators help children to learn that 

whilst each child belongs to a family, there are many different interpretations of the family, 

encourage children to appreciate these differences. 
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The Service offers a gender inclusive program as both girls and boys have an equal capacity for 

learning The Service acts intentionally to support children to become aware of fairness by 

noticing and listening carefully to children’s concerns, and discussing diverse perspectives on 

issues of inclusion and exclusion and fair and unfair behaviour. Children are encouraged to 

critically engage with sex-role stereotypes, racist and discriminatory behaviours by identifying, 

questioning and being discerning in what they will accept.  

 

 

 

Definitions 

Gender equality: This refers to the equal valuing of the roles of women and men. It works to 

overcome the barriers of stereotypes and prejudices so that both sexes are able to equally 

contribute to and benefit from economic, social, cultural and political developments within 

society.  

Gender inequality: This refers to the fact that Men and Women are physically different but it is 

the social, economic, political and legal interpretation of these differences that lead to inequality 

between them.  

- Stereotype: This refers to a popular believe about specific ‘types’ of individuals. 

-  

- Sexism: This refers to gender discrimination. 

 

 

 

 

Procedures 

 

 Both boys and girls will be equally encouraged to participate in all activities with due 

consideration for individual needs and interests. 

 Non-sexist behaviour by children will be supported, and expected from staff. 

 Children will be encouraged to express emotions and display appropriate affection.  

 All language used within the Service, both verbal and written, will be gender inclusive. 

 Materials which portray females and males in roles, situations and jobs which are not 

stereotyped will be utilized. 
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 Both female and male staff will be employed, and in the practice jobs carried out by staff will 

not be related to gender. 

 Encourage professional development activities of staff to support challenging stereotypes in 

curriculum decision making.  

 In order to reach all families from the diverse cultural communities who utilize the Service, 

this information will be translated into key community language when appropriate. 

 

 

 

 

 

 

Sources 

 

Department of Education Employment and Workplace Relations (DEEWR) 2010, My Time, Our 

Place, The Framework for School Age Care in Australia, Commonwealth of Australia, ACT.  

Outcome 2.   

Grieshaber, S. (2008). Interrupting stereotypes:Teaching and the education of young children. 

Early Education and Development, 19(3) Retrieved February 2013 from 

http://eprints.qut.edu.au/14794/1/14794.pdf  

National Professional Support Coordinator Alliance (2012) Getting started with policies for the 

NQF: Policies in Practice template – Diversity & Inclusion. Accessed February 2013 from 

www.pscalliance.gov.au   

Community Child Care (2011) Self-Guided Learning Package: Policies & Practices to Promote 

Equity, Inclusion & Diversity. Accessed February 2013 from www.cccvic.org.au   

Early Childhood Australia (2006) ECA Code of Ethics, retrieved February 2013 from 

www.earlychildhoodaustralia.org.au   

UNICEF (n.d) Fact sheet: A summary of the rights under the Convention on the Rights of the 

Child. Retrieved September 2012, from http://www.unicef.org/crc/files/Rights_overview.pdf  

 

 

 

 

http://eprints.qut.edu.au/14794/1/14794.pdf
http://www.pscalliance.gov.au/
http://www.cccvic.org.au/
http://www.earlychildhoodaustralia.org.au/
http://www.unicef.org/crc/files/Rights_overview.pdf
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Related Croydon Hills Primary School OSHC Service Policies, Procedures & Guidelines: 

Policies Code of Professional Conduct; Communication with Families; Program 

Planning; Inclusion of Children with Additional Needs; Behavior Guidance & 

Support; Enrolment, Orientation & Custody Arrangements; Ongoing 

Professional Development; Multicultural Programming 

Appendices Enrolment Form 
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Inclusion of Children with Additional Needs 

Education & Care Services National Regulations (2011) – Regulations 73 – 76, 181 & 183 

My Time, Our Place, Framework for School Age Care in Australia 

Victorian Early Years Learning and Development Framework 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) – Standards 7.3 
Elements 6.1.1, 6.1.3, 7.3.1, 7.3.5 

DEEWR Child Care Service Handbook 2012-2013 – Sections 4.9, 5.5, 6.6, 9 

Information Privacy Act 2000 (Vic) - Management of personal information 

A New Tax System Act 2000 (Cth.)- Family Assistance Administration 

Privacy Act 1988 (Cth.) - Information Privacy Principles 

Health Records Act 2001 (Vic) - Personal Information 

Disability Discrimination Act 1992 (Cth.)  

Equal Opportunity Act 2010 (Vic)-  

Victorian Charter of Human Rights & Responsibilities 2011 

Occupational Health & Safety Act 2004 - Providing a safe environment 

 

- Policy Statement & Commitments 

 

The Service is committed to providing all eligible children with the opportunity for quality childcare 

regardless of their additional needs.  Educators recognise that all children will learn and develop in 

different ways and at different rates.  

It is important that any specific information required to assist educators in planning for children with 

additional needs be provided to The Service upon enrolment do ensure that the appropriate 

education and care of that child can be arranged.  

All children will be encouraged to achieve their full potential in consultation with families and where 

appropriate additional resource services. 

The Service is committed to: 

 Ensuring that children with additional needs are provided with appropriate programs and 

experiences for in consultation with parents/guardians and specialist support services; and 

with appropriate physical resources if required. 
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 Ensuring that families are involved in, and fully informed about any strategies or professional 

support which is being planned for their child; that they give consent to any assessment or 

reports on their child and have a right to copies of such documents; that they have the power 

to decide who will receive information about their child; and that they have the right to retain 

information that they do not wish to divulge which includes guaranteed confidentiality in all 

matters to do with their child. 

 Ensuring that educators are provided with support and training for working with children with 

additional needs, and professional resources are identified and made available. 

 

- Definitions 

 

Additional needs: Children whose development, in one or more of the following areas, needs 

specialist support: mobility; communication; social behaviour; safe behaviour; fine motor skills; 

vision; hearing; self-care; cognitive skills. 

Inclusion: The incorporation of children with additional needs into the program to ensure that they 

have equal opportunity to achieve their full potential. 

 

The Early Years Learning Framework suggests that inclusion involves taking into account all 

children’s social, cultural and linguistic diversity (including learning styles, abilities, disabilities, 

gender, family circumstances and geographic location) in curriculum-decision making processes. 

 

-  

- Procedures 

 

The Coordinator is responsible for ensuring that enrolment procedures are followed to ensure that 

information about children and families is relative to the education and care the child will receive 

once enrolled at the Service. 

Educators are responsible for supporting children and families, and recognising and responding to 

barriers to children achieving educational success. In response, educators will challenge practices 

that contribute to inequities, and make curriculum decisions that promote inclusion and 

participation of all children. By developing their professional knowledge and skills, and working in 

partnership with children, families, communities, other services and agencies, they will continually 

strive to find equitable and effective ways to ensure that all children have opportunities to achieve 

learning outcomes. 

Families are responsible for accepting the Service’s policies and procedures, and sharing information 

about their child with the Service to ensure the appropriate education and care for their child, with 

consideration of additional needs. 

 

To support a child with additional needs, the Coordinator and educators will: 
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 Encourage the child and family to visit the service for short periods prior to enrolling. 

 Use the enrolment and orientation procedures as an opportunity to find out all necessary 

information about the child, for example, their needs, interests, abilities, sense of humour, 

learning style, cultural background, communication preferences, likes and dislikes, etc. 

 Do an audit of the physical environment to ensure the child is able to access and participate fully 

in all aspects of the program. 

 Ask an Inclusion Support Facilitator (ISF) to discuss with the service the development of a plan of 

action detailing what educators need to do, know and have to support the child’s inclusion in the 

program. 

 Invest time getting to know the child and building a positive relationship with them, just as they 

do with other children. 

 Recognise and build on the child’s strengths, abilities and interests, just as they do with other 

children. 

 Ensure children with additional needs have opportunities to see positive images of themselves in 

their environment, for example through photographs, posters and picture books and so on. 

 Talk as a team about their own individual and shared responsibilities in supporting this child with 

additional needs, and all other children. 

 

To support a family with a child who has additional needs, the Coordinator and Educators will: 

 Invest time in building a trusting relationship with the family so they feel accepted, 

respected and valued. 

 Consider the family as the primary consultants and acknowledge them as experts in their 

child. 

 Ask the family about their goals and expectations for their child, and talk with them about 

how to work together to make them happen. 

 Ask the family how they would like to exchange two-way information in an ongoing capacity, 

acknowledging that some may prefer written communication such as email or 

communication or books, while others may prefer oral communication such as meetings or 

phone contact. 

 Respect that some families may prefer that there is one educator that they communicate 

with rather than talking to everyone in the team. 

 

To support other children who share their education and care experience with a child who has 

additional needs, Educators will: 

 Understands children need honest answers to questions about diversity and difference. Children 

are naturally curious, and are generally satisfied with a simple and honest response.  
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 Offer children explanations about what the child’s behaviours might mean. This can help them 

to understand that something they interpret as ‘naughty’ is the child’s way of communicating a 

basic need or desire. 

 Help other children to see and understand what they have in common with children with 

additional needs, rather than differences. 

  Avoid encouraging children to ‘help’ children with additional needs when it is not required. 

Instead, suggest that they ask if help is required and acknowledge that all children need 

opportunities to do things in their own way and time. 

 Challenge stereotyped ideas and discriminatory behaviours where they occur and talk to 

children about the extent to which this is fair or unfair. Offer alternative ways of thinking about 

ability and diversity grounded in social justice. 

 Understand their influence as a role model to children in demonstrating respectful relationships 

and communication with others. 

 

To support families who do not have a child with additional needs in understanding and accepting 

the children who have additional needs that receives the same education and care at he Service as 

their own child, the Coordinator and educators will: 

 Ensure that clear policies and procedures about inclusion are available and open for 

discussion, and that relevant information is shared with families prior to enrolment. This 

gives the Coordinator and educators the opportunity to answer questions and respond to 

fears or concerns before a family enrols in the service. 

 Explain the benefits of inclusion for all children including their own. 

 Consider and utilise a range of ways to address concerns and answer questions families may 

individual child and their family. This should be done with consideration and respect to the 

child with additional needs and their family. 

-  

- General Information 

-  

The Commonwealth Government of Education, Employment and Workplace Relations (DEEWR, 
2010) use the term ‘Inclusion indicator’ for statistical purposes on children’s enrolments, which are 
separated into the following areas of need: 
 

 Indigenous Indicator – this is based on a family’s self-identification. The commonly accepted 
definition is that the person is of Aboriginal or Torres Strait Islander decent; identifies as an 
Aboriginal or Torres Strait islander, and is accepted as such by the community in which they live. 

 Disability Indicator – this is based on the child’s underlying long-term health condition or 
disability which presents the need for additional assistance compared to children of a similar age 
in areas of: learning and applying knowledge, education; communication; mobility; self-care; 
interpersonal interactions and relationships; and others including general tasks, domestic life, 
community and social life. This does not include children with a medical condition that is short 
term or episodic such as asthma, allergies, eczema or infectious diseases. 
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 Special Needs Indicator – this is based on the child’s priority grouping: children from culturally 
and linguistically diverse backgrounds; children with a refugee background who have been 
subject to trauma; indigenous children; the child’s place has been sought by a state or territory 
child protection worker; the child is in the care of the state, or other forms of out of home care. 

 
The use of these descriptors, or any label however, should be used with caution to ensure that 
assumptions are not made about children and their families on the basis of a label alone. Labelling a 
child by their needs ignores other important aspects of the child’s identity. It also suggests that all 
people with the same need are part of a homogenous group. 
 

Sources 

Commonwealth of Australia (2010). Child Care Service Handbook 2012-2013. Barton, ACT: Department of 
Education, Employment & Workplace Relations – (p14 & p24) 
 
Department of Education, Employment and Workplace Relations. (2009). Belonging, Being & 
Becoming: The early years learning framework for Australia. Barton, ACT 
 
National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: Policies in 

Practice template – Equity and diversity Accessed February 2013 from www.pscalliance.gov.au   

Community Child Care (2011) Self-Guided Learning Package: Policies & Practices to Promote Equity, Inclusion & 

Diversity. Accessed February 2013 from www.cccvic.org.au   

Association for children with a disability. Information, Support and Advocacy for Families of children with a 

disability.  (Links to other relevant sites) http://www.acd.org.au/home/index.htm 

 

Early Childhood Intervention Australia. “Code of Ethics”. Retrieved March 2013 from 

http://www.ecia.org.au/html/codeofethics.html 

 

 

- Related the Service Policies, Procedures and Guidelines 

Policies Confidentiality & Management of Records; Enrolment, Orientation & Custody Arrangements; 
Dealing with Medical Conditions and Medical Conditions; Providing a Child Safe Environment; 
Behaviour Guidance & Support; Equity, Diversity & the Children’s Program; Interactions with 
Children; Communication with Families; Sexual Development & Play; Supervision of Children; 
Ongoing Professional Development; Recruitment & Retention of Educators 

Appendices Enrolment form; Authority to Administer Medication; Authority to Disclose Personal 
Information; Referral  Form for agency officers; Orientation Feedback Questionnaire; 
Ambulance Contact Card; Enrolment Checklist; Special Health needs Support Plan; 
Confidentiality Agreement for Educators 

-  

 

 

http://www.pscalliance.gov.au/
http://www.cccvic.org.au/
http://www.acd.org.au/home/index.htm
http://www.ecia.org.au/html/codeofethics.html
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Equal Opportunity & Protection against 

Discrimination 

Information Privacy Act 2000 (Vic) - Management of personal information 

A New Tax System Act 2000 (Cth.) - Family Assistance Administration 

Privacy Act 1988 (Cth.) - Information Privacy Principles 

Health Records Act 2001 (Vic) - Personal Information 

Disability Discrimination Act 1992 (Cth.) 

Sex Discrimination Act 1984 (cth.) 

The Victorian Racial and Religious Tolerance Act 2001 

Age Discrimination Act 2004 (Cth.) 

Equal Opportunity Act 2010 (Vic) 

Victorian Charter of Human Rights & Responsibilities 2011 

Multicultural Victoria Act 2011 

 

- Policy Statement & Commitments   

 

Human rights are basic entitlements that belong to everyone, regardless of background, location, 

appearance, values or beliefs, and are the cornerstone of strong, healthy communities where 

everyone can participate and be included 

Croydon Hills Primary School OSHSC Service (the Service) works closely with the community playing 

a vital role in building understanding and respect for many everyday human rights. Based on the 

values of freedom, equality, respect and human dignity, human rights acknowledge the fundamental 

worth of each person. 

The Service will ensure that children, families and employees are treated fairly regardless of their 

personal characteristics.  

In some circumstances, treating everyone the same is unfair and against the law. Educators at The 

service are committed to ensuring the program provided is culturally sensitive and responsive to the 

needs of children and families from diverse communities such as Aboriginal and Torres Strait 

Islander families, children and families with a disability, humanitarian refugees and families from 

culturally and linguistically diverse backgrounds. 

The Service is committed to: 

 Equal opportunity and the protection against discrimination in relation to community access to 

the Service and the educational programs for children.  

 The equitable appointment of educators (including students and volunteers) 

 Equal opportunity for all, and protection against discrimination with human rights and personal 

characteristics 

-  
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- Procedures 

 

 Equal Opportunity principles will be recognised as an integral part of the Service program. 

 Children will be given positive experiences which encourage equal opportunity.  

 The educational program will be culturally inclusive and will actively include opportunities 

for all children to experience and value the diversity of culture, gender roles, 

ability/disability and/or impairment. 

 The planning and delivery of the service will reflect the cultural and linguistic diversity of the 

local and wider community. 

 Children, staff and families will be treated with respect regardless of their gender, race, 

religion, age, ability or impairment. 

 The service will actively promote the positive aspects of diversity and encourage acceptance 

and appreciation of individual differences. 

 Access to The service is available to the community in accordance with the Australian 

Government ' Priority of Access Guidelines'.  

 Families and staff will have clear instructions about this provided in staff and family 

handbooks. 

 All educators will be selected and employed according to Equal Opportunity guidelines. 

 The service is aware of and meets its obligations under the State and Australian Government 

legislation and will keep up to date information regarding Equal Opportunity legislation. 

 Educators will respect individual children and their families and treat them accordingly. They 

will take into account individual differences in language, attitudes, abilities, assumptions and 

expectations in the experiences and activities they provide, and promote active participation 

of all children and families. 

 Children who have a disability will not be discriminated against and will have access to the 

Service where a place exists; they meet the requirement of the ‘Priority of Access 

Guidelines’, and that he child can be cared for within existing or available resources. 

 The Service will build awareness amongst educators children and families and the 

community about ‘indirect discrimination’, which occurs when an unreasonable 

requirement, condition or practice that appears to be designed to treat everyone the same 

ends up potentially, or actually, disadvantaging someone with a personal characteristic 

protected by the law.  

 

 

The Victorian Equal Opportunity Act 2010  
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This legislation addresses discrimination in employment, education, accommodation, clubs, sports, 

goods and services, land sales and transfers, and local government, as well as sexual harassment. It’s 

about giving and getting a fair go. It does not assume everyone is the same and it does not mean 

treating everyone the same. 

Under the Victorian Equal Opportunity Act 2010, indirect discrimination is also protected. Personal 

characteristics identified in this law include: 

 

 Age 

 Breastfeeding 

 Carer Status 

 Disability 

 Employment Activity 

 Gender Identity 

 Industrial Activity 

 Lawful sexual activity 

 Martial status 

 Parental status 

 Physical features 

 Political belief or 
activity 

 Pregnancy 

 Race (including colour, 
nationality, ethnicity 
and ethnic origin) 

 Religious belief or 
activity 

 Sex 

 Sexual orientation 

 Personal association 
with someone who 
has, or is believed to 
have, any of these 
personal 
characteristics 
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Sources 

National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: 

Policies in Practice template – Equal Opportunity. Accessed February 2013 from 

www.pscalliance.gov.au   

Community Child Care (2011) Self-Guided Learning Package: Policies & Practices to Promote Equity, 

Inclusion & Diversity. Accessed December 2012 from www.cccvic.org.au   

 

- Related Croydon Hills PS OSHC service Policies, Procedures and Guidelines 

-  

Policies Code of Professional Conduct; Communication with Families; Program Planning; 
Inclusion of Children with Additional Needs; Enrolment, Orientation & Custody 
Arrangements; Enrolment & Orientation of Educators, Students and Volunteers; 
Ongoing Professional Development; Multicultural Programming for Social Inclusion; 
Recruitment & Retention of Educators; Inclusion of Children with Additional Needs 

Appendices Enrolment Form 

-  

 

 

Behavior Guidance & Support 

Education & Care Services National Law Act 2010 (Vic) - Section 3 (2)(b); 3(3)(a)(b)(c)(d)(e)(f); 

& 166 

Education & Care Services National Regulations (2011) – Regulations 84, 155, 156, 168(j) 

My Time, Our Place, Framework for School Age Care in Australia 

National Quality Standard for Early Childhood Education and Care & School Age Care (2010) 

– Standards 1.1, 4.1, 4.2, 5.1, 5.2, & 6.2; Elements 2.3.1, 2.3.4, 3.2.2, 6.3.1, 6.3.2, & 6.3.3 

 

-  

- Policy Statement & Commitments  

http://www.pscalliance.gov.au/
http://www.cccvic.org.au/
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-  

Croydon Hills Primary Outside School Hours Care Service (the Service) believes the 

management and guidance of children’s behaviour is a critical part of providing a quality 

program. Educators encourage the children to be responsible for their own behaviour and to 

develop an understanding of what is appropriate in different situations. 

- Behaviour Management strategies will always respect the child’s self-esteem and 

rights, whilst at the same time being appropriate to the individual child’s needs. Staff within 

the service will provide a consistent approach to the guidance of children’s behaviour. 

 

The Service is committed to: 

 Providing a safe, positive and stimulating environment, which encourages 
responsible and constructive behaviour in all children  

 Providing children with support, guidance and opportunities to manage their own 
behaviour. 

 Enabling staff to provide appropriate guidance to children when presented with 

challenging behaviors. 

 

Children are not subjected to any form of corporal punishment including shaking, slapping, 

or spanking.  Children are not subjected to any form of emotional abuse, including name-

calling, ostracism, shaming, making derogatory remarks about the child or his family, or 

using any language that threatens, humiliates, or frightens the child.  No physical restraints 

of any kind are used on children at the Service. 

 

 

- Procedures 

 

 The Service will establish and maintain clear, consistent and simple limits in consultation 

with educators. These limits will be explained in a positive manner through phrasing 

them in a way that describes to the 'child what to do' and avoiding the negative of 'what 

not to do.' 

 Educators will focus on the behaviour rather than on the child, this avoids the 'you' 

messages that can be perceived by the child as a personal attack rather than a 

disapproval of their behaviour. 

 Appropriate behaviour will be reinforced with words or gestures as it is occurring. 

 Supervision and monitoring of the environment and children in their activities will be.  

 Children will be reminded of limits through clarification and reinforcement. 
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 Educators will acknowledge feelings before reinforcing limits. 

 Educators will model problem-solving skills. 

 Children will be redirected to other activities, if circumstances need to be changed when 

children are unable to solve a particular situation. 

 
Ongoing unacceptable behaviour and behaviour support plans 

 

When dealing with ongoing unacceptable behaviour, the Coordinator will assess the 

availability of support, through discuss with the family where appropriate the possible 

strategies that could be implemented. Consulting with other professionals and agencies as 

appropriate may take place. 

 

In some circumstances, a behaviour guidance plan may be developed in consultation with 

the child and their family. This plan will be based on a consensus reached with the 

parent/guardian, to develop strategies that are clear and easily followed by all staff, 

parent/guardian and/or students/volunteers working with the child. The plan will be 

discussed in detail with other staff, and reviewed as required. 

 

This mutually acceptable plan may include: 

 

 Obtaining advice from other professionals where appropriate. 

 Establishing timelines. 

 Ongoing consultation with parent/guardian. 

 Evaluation process. 

 Reporting progress to parents. 

 Maintaining confidentiality in relation to information gained about the child and 

their family. 

Sources 

 

Bilmes, J. (2004) Beyond Behavior Management. The six life skills children need to thrive in today’s 

world. Redleaf Press: St Paul.  Minnesota. 
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National Professional Support Coordinator Alliance (2012) Getting started with policies for the NQF: 

Policies in Practice Template – Guiding Children’s Behaviour. Accessed February 2012 from 

www.pscalliance.gov.au 

 

 

- Related  the Service Policies, Procedures and Guidelines 

-  

Policies Philosophy; Code of Professional Conduct; Expectations of Educators;  Dealing 

with Complaints; Enrolment, Orientation & Custody Arrangements; Inclusion of 

Children with Additional Needs; Managing Poor Work Performance & Gross 

Misconduct; Personal Safety & Security; Equity, Diversity & the Children’s 

Program; Program Planning; Educational Equipment & Toys; Interactions with 

Children; Communication with Families; Nutrition, Special Dietary 

Requirements, Food Safety & Hygiene; Supervision of Children;  

-  

 

http://www.pscalliance.gov.au/

