Out of School Hours Care
FAMILY INFORMATION BOOKLET
2020/2021

Contact Details:

Yackandandah Primary School
39 High Street
YACKANDANDAH 3749
Phone: 02 6027 1431
Email: yackandandah.ps@edumail.vic.gov.au

Program Co-ordinator
/ Educational Leader:

Laura Darmody

Responsible Officer:

Michael Edwards, Principal
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Welcome to Yackandandah Primary School’s OSHC Program.
Everything that families will need to know about the operational aspects of the OSHC program is contained in this
booklet – reference is also made to the OSHC Policy Document, and the OSHC Procedures Manual & Staff Handbook.
Should your family have any queries please do not hesitate to contact the Yackandandah Primary School Office or the
OSHC Nominated Supervisor. Thank you for the opportunity to provide quality child care services to your family.

OSHC Aim
The aim of the Yackandandah Primary Outside School Hours Care (OSHC) Program is to provide a high quality Before,
After School Care program and Vacation Care program which meets the recreational, social and developmental needs
of primary school aged children within the local and surrounding community.
The Program has been providing quality services to families in the area since 1992 and aims to provide children with the
opportunity to interact and co-operate in a safe environment with their peers and to provide a relaxing and enjoyable
atmosphere in which children can participate in activities relevant to their needs.
The Program objectives and strategies can be found in the ‘Yackandandah Primary School Outside School Hours Care
Program Policy Document’. Various policies are referred to within this handbook; however parents/guardians are
invited to view the Policy Document for a complete listing of the Policies pertaining to the operation of the OSHC
Program. Copies of the Policy Document are available from the OSHC Room (open learning area) and the Primary
School Office.

Management Structure
The OSHC Program is managed by the Yackandandah Primary School Council.
The OSHC Program is a licensed service operating under the Education and Care Services National Law Act 2010 and
Education and Care Services National Regulations and is an accredited service provider meeting National Quality
Standards. This service is rated at meeting National Quality Standards.
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Session Times, Availability & Fees
Before School Care:

7.00 am – 8.45 am
Every school morning

After School Care:

$10.00 per session

3.30 pm – 6.00 pm
Every school afternoon

Pupil Free Day Care:

$15.00 per session

8.00 am – 6.00 pm

As detailed on the Yackandandah Primary School Term Calendar
Vacation Care:

$40.00 per day

8.00 am – 6.00 pm

As detailed on the Yackandandah Primary School Term Calendar

$40.00 per day

Location
The OSHC Program space, is located in the open learning area upstairs in the main school building. Entry to this space
is usually via the outside deck, at the side of the school.

Victorian School Term Calendar
2020 Term Dates:
Term 1: Tuesday 28 January (teachers), Wednesday 29 January (students) — Friday 27 March
Term 2: Tuesday 14 April — Friday 26 June
Term 3: Monday 13 July — Friday 18 September
Term 4: Monday 5 October — Friday 18 December
**Public Holidays: It should be noted that the OSHC Program will not operate on the following days:
Australia Day

Christmas Day

Victorian Labour Day

New Year’s Day

Good Friday and Easter Monday

Melbourne Cup Day

ANZAC Day

Queen’s Birthday

2021 Term Dates:
Term 1: Wednesday 27 January (teachers), Thursday 28 January (students) — Thursday 1 April
Term 2: Monday 19 April — Friday 25 June
Term 3: Monday 12 July — Friday 17 September
Term 4: Monday 4 October — Friday 17 December
**Public Holidays: It should be noted that the OSHC Program will not operate on the following days:
Australia Day

Christmas Day

Victorian Labour Day

New Year’s Day

Good Friday and Easter Monday

Melbourne Cup Day

ANZAC Day

Enrolment
Queen’s Birthday
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All families must complete an Enrolment Form each year, prior to bookings being accepted.
These details are essential, and include the emergency contacts, medical and special needs relevant to each child. Court
Orders, Parenting Orders and Parenting Plans must also be disclosed.
Each year, a new enrolment form must be completed for each child intending to access OSHC.
Any change to details or emergency contacts etc. should be advised prior to any participation in sessions.

Bookings
To assist with staffing arrangements all bookings need to be made as soon as possible prior
to the day/session required.
Families may choose to make a permanent booking or to use the program on a more casual basis.
Permanent Bookings are positions guaranteed in Before or After School Care on a regular basis. Expected
absences/cancellations must be advised by prior notice otherwise late cancellation fees apply (refer Enrolment, Fees &
Bookings Policy).
Permanent Bookings must be advised each year – they do not automatically roll over
Casual Bookings are available upon request and will be made where there is a vacant position for the day/session.
Advance notice of Casual bookings allows for staffing arrangements to be made. Where a casual booking request is
made on the day required, staffing may not be possible. Casual bookings are subject to late cancellation fees when
inadequate notice of cancellation is given (refer Enrolment, Fees & Bookings Policy).

Cancellations
Families will be liable for late cancellation fees where they fail to give adequate notice of cancellation
or absence.


Adequate notice is considered to be contact by phone/email to the school by 9.00am on the
morning of the day of care for After School Hours Care.



Adequate notice is considered to be contact by phone/email to the school within 24 hours of the
session for Vacation Care or Excursion payment will be forfeited.



Adequate notice is considered to be contact by phone/email to the school 3.30pm the afternoon
before the Before School Care session. It is recognised that early cancellation for Before
School Care may be difficult, for example, where a child wakes up ill on the day of care. In this
situation there will be no cancellation fee applied.
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Vacation Care:

Bookings for placement in sessions during term breaks should be made by the Monday 2
weeks before the end of term to assist with staffing arrangements.
Where families have permanent bookings for Before and/or After School Care it is important to
note that this does not mean children are automatically booked in to Vacation Care. Bookings
must be made ahead where families require Vacation Care.
Notice must be given for all Vacation Care cancellations, otherwise late cancellation fees will
apply (refer Enrolment, Fees & Bookings Policy).
For days where excursions have been planned, 48 hours notice must be given for cancellations.
For all other Vacation Care days, 24 hours notice of cancellation is considered appropriate. This
enables staffing and transport costs to be kept to a minimum.

Curriculum Days: Bookings for placement in Curriculum/Pupil Free Day Care should be made by the Monday one
week prior to the session.

Priority Bookings: Whilst Curriculum/Pupil Free Day Care and Vacation Care are available to all Primary School
aged children from the local and surrounding community, priority will be given to students enrolled
in years Prep to Six at Yackandandah Primary School provided they have booked in prior to the
last week of term. Children from other schools who have a permanent OSHC booking will also
be given priority.

Privacy & Confidentiality of Records
OSHC staff will respect everyone’s right to privacy and will maintain confidentiality at all times. All staff are required by
law to protect the personal and health information the OSHC program collects and holds. Discussion of such
requirements can be found in the ‘Privacy and Confidentiality Policy’.

Child Care Subsidy
The OSHC Program is an approved child care service provider. All program users are eligible to apply for the Child
Care Subsidy (CCS) and are responsible for providing Centrelink with all relevant information to be eligible to claim
the Subsidy. If you have any questions relating to your Centrelink benefits or entitlements, you must
contact the Department of Human Services – Family Assistance Office on 13 61 50
If you intend on claiming any subsidy for OSHC Services, it is your responsibility to supply YPS OSHC with correct
CRNs (which differ between parents and individual children), dates of birth and names via the children’s individual
enrolment forms.
Certified Written Agreement (CWA) – to receive your Child Care Subsidy via your Centrelink account – Once you have
placed your bookings with YPS OSHC, it is your responsibility to confirm your Certified Written Agreement – CWA via
your MyGov account more information on what a CWA is can be found:
https://www.humanservices.gov.au/individuals/services/centrelink/child-care-subsidy

Payment of Fees
Fee statements for all OSHC sessions will be emailed to the family fortnightly. Payments should be made to the
Yackandandah Primary School office regularly. Receipts will be sent to the provided email.
Families may opt to pay accounts by electronic deposit to the School’s WAW bank account:
BSB: 803 070 Acct: 48135
Any electronic payment must include the family name and quote ‘OSHC’ in the reference field.
Account enquiries can be made by contacting the school office either in person or by phone. Weekly accounts can be
arranged on request.
Accounts should be kept current, no more than 14 days in arrears, with account balances under $100 at all times.
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Overdue Fees
Should a situation occur where difficulty is experienced in paying an account, an appointment should be made with
the School Principal to discuss the situation immediately otherwise further participation in the program may be
suspended.

Cancellations
As a matter of courtesy, to avoid fees and to assist in staffing requirements, any expected absence from the Program
must be advised (refer Bookings section, adequate notice of cancellation).

Late Pick-up Fee
Yackandandah Primary’s After School and Vacation Care service closes at 6.00pm.
Late collection of children will incur a fee. The late collection fee will be calculated at $10 for every 15 minutes.

Dishonoured Cheques
Should cheques made payable to Yackandandah Primary School outside School Hours Care not be honoured by
banks, we regret that any relevant charges be passed on to parents.

Program Administration
Drop Off and Pick-Up of Children
All children are to be dropped off and collected from the Open Learning Area upstairs by an authorised adult (as
nominated on the child’s enrolment form). Contact must be made with a member of staff by this authorised person
before leaving or collecting the child, and the Attendance Register signed (I Check-in).
Children attending After School Care will meet in the Open Learning area upstairs at 3.30pm.
A list of authorised adults nominated to collect each child is to be detailed on the enrolment form and staff will strictly
adhere to this list. In the event an unauthorised person arrives to collect a child, the child cannot be taken until
phone contact has been made with the parent/guardian and authorisation given for that person to collect the child or
children. That person’s name can then be added to the enrolment form, with parental/guardian permission.
In the event of failure to collect a child, or any emergency the contact details as listed on the enrolment form will be
used.
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Attendance Register
Parents/guardians must sign their children in/out for the appropriate session using the I Check-in Attendance Register,
accurately noting the time in which their child/children was dropped off or picked up.

Sun Protection
Yackandandah Primary School is an accredited Sun Smart School and therefore implements Sun Smart practices.
Children attending the OSHC program will be required to wear a wide brimmed hat and clothing that covers their shoulders
and neck (no caps or singlets are permitted).
Children without hats will be restricted to shaded areas when outdoors. Sunscreen (30+) will be provided and staff will
ensure it is applied prior to all outdoor activities.

Clothing
Children should be comfortable during their time at OSHC. School uniforms will be appropriate for both Before and After
School Care however, during Vacation Care children should wear clothing appropriate to the weather, and any planned
excursion activities, in line with the Sun Protection Policy listed above. Singlet tops are not considered appropriate due to
lack of sun protection. Due to safety issues, no thongs / sandals are to be worn.

Food & Nutrition
Afternoon tea is provided during After School Care and breakfast is available for Before School Care users if they
arrive prior to 8.00am.
Afternoon tea consists of fruit and/or a nutritious snack, prepared in line with current food hygiene regulations. Children
with food allergies are catered for upon advice from families as detailed in the enrolment form.
Each child is required to bring their own morning tea, lunch and afternoon tea during Vacation Care and Pupil Free Days.
Please do not bring nuts or nut products as there are children enrolled at the service who are at risk of anaphylaxis. We
advise against the inclusion of lollies, chips and chocolates as part of our Healthy Eating & Active Play Policy’ and ‘Food
Hygiene Guidelines’ policies.

Behaviour Guidance
The behaviour guidance techniques adopted by staff will focus on reinforcement, positive role modelling by adults,
intervention techniques and redirection.
Behaviour guidance will be implemented via a team approach incorporating program staff, parents and children. All
strategies adopted will aim to encourage teamwork, help to build self-confidence and promote the children’s self
esteem. Children will be involved in the setting of limits and where possible they will be given choices and offered
explanations for unacceptable behaviour.
When behaviour problems arise, staff will look at the routines, the environment and the individual needs of the child. If
a child engages in inappropriate behaviour, parents will be consulted and solutions discussed. Where behaviour
continues and all options have been exhausted, the child will be suspended from the OSHC Program, for a period
determined appropriate by the Principal of Yackandandah Primary School in consultation with the OSHC Nominated
Supervisor. All strategies adopted will encourage teamwork, build self-confidence and promote the child’s self-esteem.

8

Behaviour Guidelines
All staff members will be considerate in their use of language, their tone of voice and the manner of speech used when
interacting with children. All communication will be targeted at the level of the children and be clear and positive. Staff
should also show sensitivity to the child’s background and current home situation, please feel free to discuss any issues
with the Nominated Supervisor.
Staff will endeavour to create a positive relationship with the children at all times. In a situation of conflict the staff member
and child will endeavour to mutually agree on a positive outcome. Consequences for a child’s unacceptable behaviour
will be immediate and directly related to the behaviour.
To prevent unacceptable behaviour staff will follow these steps:




Ensure the children are engaged in enjoyable activities relevant to their needs.
Interact with the children using descriptive encouragement and positive reinforcement.
Ensure that all communication channels are open between staff and children.

Program Activities
The Program aims to provide quality childcare with a range of stimulating recreational activities for all children in
attendance. Educators develop OSHC programs embracing the philosophies of the National Framework for School
Aged Care in Australia –‘My Time, Our Place’. The program consists of a variety of activities which include indoor and
outdoor games, art, craft, music, sport and cooking. Care is provided in a safe, comfortable, relaxed, fun and inclusive
environment.

Vacation Care:
A carefully planned program is provided well in advance before each VAC Session. The program is informed by the
interests, needs and desires of the children and families within the OSHC service. Children are not to bring bikes,
skateboards or rollerblades to sessions unless specified in the program.

Excursions:
Excursions during the Vacation Care or After School Care Programs are often planned. The mode of transportation
will be either by foot or via Yackandandah Bus Lines – in each case a permission form will be issued and
must be signed by a parent/guardian before the child/ren can participate.
Excursions during the Vacation Care or After School Care Programs are at an extra cost to families.

Staff Ratios
Based on National Law & Regulations the children to staff ratio will be as follows, all staff members are First Aid trained.

Before, After School Care & Vacation Care Sessions:

Excursions:

15 children
16-30 children
31-45 children

:
:
:

1 staff member
2 staff members
3 staff members

8 children
9-16 children
17-24 children

:
:
:

1 staff member
2 staff members
3 staff members

Swimming:

5 children
:
1 staff member
6-10 children
:
2 staff members
11-15 children
:
3 staff members
The minimum age for an OSHC staff member will be 17 years of age.
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Parent Involvement
The OSHC Program encourages parent participation in the program at any time. Please feel free to visit and view the
activities. The Educators are available for you to speak to before and after the sessions, ensuring our staff are focussed
on care provision to all participants during sessions.
Families are kept up to date with any OSHC news and reports on what activities children have been participating in via
the OSHC Facebook page: Yackandandah Primary School OSHC.

Evaluation of the Program
Families are invited to comment on the quality of the service through the OSHC Program Evaluation Survey. Feedback
from users of the program is vital in ensuring the continued improvement of the program. Please feel free to talk to Kate
(OSHC Coordinator) if you have any queries or comments.

Lost Property
To avoid losing personal items/clothing, all clothing and individual items should be properly labelled. If any item is lost,
families will be directed to a ‘Lost Property Box’. An OSHC staff member will be able to point you in the right direction.

Medication, Illness, Accident & Emergency
Medical Records:
A medical records book will be maintained by staff to record all accidents or near miss incidents and follow
through investigations.
All medication will be signed in, and all first aid assistance will be administered by a First Aid trained staff member.
All medications to be administered at the OSHC Program will be recorded and signed in by parents or authorised carer
and a First Aid trained staff member. * Please refer to Enrolment Form.
The OSHC Policy Document details a complete ‘Dealing with Medical Conditions Policy’, and a complete ‘Administration
of Medications Policy’.
The following steps will be adhered to for all staff administering medication:1. The medication is in the manufacturers container bearing the makers label
2. The medication is used for the child for whom it has been prescribed
3. The medication book has been completed and a staff member informed
4. The medication must be placed in a lockable drawer/cabinet
5. The medication book may be updated daily by both staff and parents
6. Parents are responsible for collecting the medication at the end of the session and/or at the end of each school
year.

**Note: Medication is not to be left in children’s bags **

Anaphylaxis Management Plan & Individual Risk Management Plan:
Children who suffer Anaphylaxis are required to have an Anaphylaxis Management Plan completed and signed by their
doctor. In addition to this plan the parent/s in conjunction with the OSHC service will prepare an individual risk
management plan which is to be reviewed for each year of the child’s enrolment. The plans should detail the emergency
procedures to be followed in the event of an anaphylactic reaction and the measures taken to reduce the risk of a
reaction.*Please refer to the Medical Records section above.
The OSHC Policy Document provides a detailed ‘Anaphylaxis Management Policy’.
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Asthma Management Plan:
Children who suffer with Asthma are required to have an Asthma Management Plan completed by the parent. The plan
should detail the emergency procedures and medications to be administered in the event of an asthma attack, and be
kept current at all times.*Please refer to the Medical Records section above.
The OSHC Policy Document provides a detailed ‘Asthma Management Policy’.

Illness and Injury:
In the event of an accident or illness, the parent or nominated emergency contact person will be contacted immediately.
All details relevant to the accident/illness will be recorded in the Accident/Illness Book.
Staff will be fully equipped to deal with minor injuries and will carry out basic First Aid procedures. Provision will be
made for the comfort of the child until they are collected. The child’s right to privacy will be respected.
In the event of major injury or illness, relevant emergency services will be contacted.
The OSHC Policy Document provides a complete ‘Incident, Injury, Trauma & Illness Policy’, an ‘Administration of First
Aid Policy’ and a ‘Dealing with Infectious Diseases Policy’.

Communicable Diseases:
It is policy that sick children will not attend the program. The OSHC Program has an obligation to the other families who
utilise the program, not to expose their children to infectious diseases.
Children who display symptoms of the following complaints are requested not to attend the program; if they do
attend they will be sent home from the program:
high temperature
diarrhoea
productive cough (mucus)
conjunctivitis
tonsillitis
mumps / rubella (german measles)
whooping cough
head lice
scabies
hand and foot infection

vomiting
severe skin rashes/infections
chicken pox
diphtheria
infectious hepatitis
measles
cold sores
ringworm
impetigo
excessive discharge - eyes/nose/ears

There are varying isolation and exclusion periods for the above illnesses, as follows in the ‘Communicable Diseases –
Minimum Exclusion from Schools and Children’s Services Centres’, table.
Further information is available for viewing in the ‘Parent Information & Community Resources’ folder which is kept on the
OSHC Administration desk in the OSHC Room.
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Infectious Diseases:
Communicable Diseases – Minimum Exclusion from Schools and Children’s Services Centres’
Chickenpox

Until fully recovered or at least one week after the eruption first appears.

Conjunctivitis (acute infectious)
Diphtheria

Until discharge from eyes has ceased.
Until receipt of a medical certificate of recovery from infection.

Giardiasis (diarrhoea)

Until diarrhoea ceases.

Hepatitis

Until receipt of a medical certificate of recovery from infection, or on subsidence of symptoms.

Hepatitis B

Until recovered from acute attack.

Impetigo (school sores)

Until sores have fully healed. The child may be allowed to return provided that appropriate treatment has
commenced and that sores on exposed surfaces such as scalp, face, hands and legs are properly covered with
occlusive dressings

Leprosy

Until receipt of a medical certificate of recovery from infection.

Measles

Until at least 5 days from the appearance of rash or until receipt of a medical certificate of recovery from
infection.

Meningococcal infection

Until receipt of a medical certificate of recovery from infection.

Mumps

Until fully recovered.

Pediculosis (head lice)

Until appropriate treatment has commenced.

Pertussis (whooping cough)

Until two weeks after the onset of illness and until receipt of a medical certificate of recovery from infection.

Poliomyelitis

Until at least 14 days after onset of illness and until receipt of a medical certificate of recovery from infection.

Ringworm

Until appropriate treatment has commenced.

Rotavirus (diarrhoea)

Until diarrhoea ceases.

Rubella

Until fully recovered or at least 5 days after the onset of rash.

Scabies

Until appropriate treatment has commenced.

Shigella (diarrhoea)

Until diarrhoea ceases.

Streptococcal infection (incl
Scarlet Fever)

Until receipt of a medical certificate of recovery from infection.

Trachoma

Until appropriate treatment has commenced.

Tuberculosis

Until receipt of a medical certificate from a health officer or Dept. of Human Services that the child is not
infectious.

Typhoid & Paratyphoid

Until receipt of a medical certificate of recovery from infection.

We look forward to welcoming you into our ‘OSHC Family’
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