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Welcome to Macgregor Primary School Outside School Hours Care
Dear Parents/Guardians,
This handbook for the Out of school hour’s program will give you a great deal of information regarding our philosophy, ideas, program and practice. We think it is very important we maintain good relationships with families, as this will make your child’s experiences more enjoyable and increase the opportunity for us to deliver the best outcomes for each child. 
Our Framework- My Time, Our Place.

In School age care settings educators collaborate with children to provide play and leisure opportunities that are meaningful to children and support their wellbeing, learning and development. School age care settings pay attention to the needs and interests of individual children within the context that promotes collaboration and citizenship. Children in school age care settings have choice and control over their learning as they collaborate with educators to extend their life skills and develop dispositions towards citizenship. 
Children’s learning in school age care complements their learning at home and at school. In school aged care there is a great importance placed on relationships and developing and strengthening children’s talents and interests.
My time, our place conveys high expectations for all children’s play and leisure activities in school age care settings. It communicates these expectations through the following five outcomes:

Children have a strong sense of identity
Children are connected with and contribute to their world
Children have a strong sense of wellbeing
Children are confident and involved learners
Children are effective communicators
Our framework guides educators in their program decision-making and assists in planning, implementing and evaluating quality in our school age care.
The framework is designed to inspire conversations, improve communication and provide a common language about children’s play, leisure and learning among children themselves, their families, the broader community, school age care educators and other professionals.
The implementation of the framework commenced in 2012. A national accreditation process is also in place to measure our service’s performance in respect of the outcomes against the National Quality standards.
The National Quality standards are:
Educational Program and Practice
Children’s Health and Safety
Physical Environment
Staffing Arrangements
Relationships with Children
Collaborative partnerships with families and communities.
Governance and Leadership
Educators are continuously looking for ways to ensure best outcomes for your children. We recognise where improvement is required through ongoing observations and getting to know the children and their family. We plan curriculum based on the strengths and interests of children and we evaluate learning to ensure your children are growing and developing. We create environments and program experiences to continue that growth and allow your children to enjoy learning through play.
Documentation of this ongoing process is available to parents through our Xplor App and our Quality Improvement plan. We are happy to discuss children’s development or support needs with parents and we communicate with teachers to ensure continuity.
More information about the assessment and ratings process is available at www.acecqa.gov.au

DID YOU KNOW THAT OUR SERVICE STANDS ON NGUNNAWAL COUNTRY? 
The Ngunnawal are the Indigenous people of this region and its first inhabitants. The neighbouring people are the Gundungurra to the north, the Ngarigo to the south, the Yuin on the coast, and the Wiradjuri inland. It is a harsh climate and difficult country for hunter-gatherer people. To live here required great knowledge of the environment, skilful custodianship of it and close cooperation. People normally moved in small family groups but there were, on occasion, big gatherings of a thousand or more people at a time, coming together to make use of resources which were seasonally abundant (most famously the Bogong moth and the Yam Daisy). 
Important ceremonies were held, art was painted in rock shelters, marriages were arranged, goods were traded, important news was shared and old friends met again. In summer, people visited the high country where the Bogong moth, in millions or billions, could be found hiding in rocky crevices to survive the warmer weather. The moths were rich in stored fats and oils and were enthusiastically eaten (some say the taste resembles peanut butter). The moths were shaken and teased out from under rocky overhangs into nets and then roasted on a fire. Some were smoked and stored as cakes for use in more difficult times. At other times, the lowland resources of plants, like Yam Daisies, and the freshwater resources of creeks and lakes could be harvested. In the harshness of winter, fur cloaks were worn for warmth and people would gravitate to the coast to share resources with the others there. Others moved further inland.
 Indigenous people have been living here for at least 20 000 years, perhaps from the time when the extreme cold of the last Ice Age eased. The hunter-gatherer lifestyle continued to be practised into the early nineteenth century, until the arrival of Europeans with their sheep flocks and cattle herds. The arrival of introduced diseases, like smallpox and measles, quickly affected Aboriginal numbers. Introduced animals with hard hooves and big appetites rapidly reduced the abundance of plants like Yam Daisies, damaged water holes and creeks, and the essential food resources there. Graziers may also have restricted Aboriginal movement, and movement was essential in this region. Despite this, thousands of people continued to gather in the Snowy Mountains in Bogong season and, in 1826, some 1 000 people gathered at Lake George to protest the behaviour of shepherds. Aboriginal people adapted to the arrival of Europeans by taking jobs as stockmen and proved their knowledge and skill could be applied to the introduced stock. However, government policies and the pressures of this new occupation created severe social pressures on the Ngunnawal community and neighbouring Indigenous peoples. The Ngunnawal people have always remained in the area, and in recent years they have become more visible in the general community, and increasingly involved in affairs at the local and national level.
 David Horton
 Further Reading n D.R. Horton, the Pure State of Nature, Allen & Unwin, 2000
Source natcap.gov.au factsheet.
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Our service provides safety and fun, 
with a program that strives to cater for everyone.
Affordable prices for Quality Care -
A community achieving goals that we share.
[bookmark: _Toc416790829]SERVICE PHILOSOPHY

	
[bookmark: _Toc416787239]We achieve our Mission through
[bookmark: _Toc416787240]Our commitment to providing a quality, safe, happy and friendly environment during children's leisure time.
[bookmark: _Toc416787241]Providing an environment which assists all children to develop positive self-identities.
[bookmark: _Toc416787242]Encouraging children to be co-operative, inclusive and respectful towards others.
[bookmark: _Toc416787243]Interacting with the children in a mature and friendly manner.
[bookmark: _Toc416787244]Communicating respectfully and openly with each other, parents and children.
[bookmark: _Toc416787245]Ensuring the rights of children, parents and staff are protected.
[bookmark: _Toc416787246]Providing opportunities to explore the diversity of experiences, values and beliefs of children and staff in our Service.
Fostering the ongoing development of staff to support and inform decision-making and encourage reflective practice.
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MPSOSHC STRUCTURE

Australian Children’s Education and Care Quality Authority (ACECQA)
This organisation was formed to implement and oversee the National Quality Framework nationwide. Their role is to ensure that the National Quality Standard is applied consistently across the country and review rating decisions for services.
Children’s Education and Care Assurance
The A.C.T regulatory authority is responsible for ensuring services are complying with the National Law and Regulations, assessing services based on the Quality Standards, monitoring service delivery through spot checks and following up incidents and complaints.
Macgregor Parents and Citizens Association
Incorporated body who are the Service Providers.
MPSOSHC Committee
Volunteer group who support the Director and is a sub-committee of the P & C
Nominated Supervisors of MPSOSHC
Employed to run the business and implement the NQF
Educational leaders /Educators
Staff who implement the National Regulations and Standards with the service philosophy in mind while engaging with the children and working with families to support each child’s development.




	
Opening times.

Before School Care		7.30- 8.50 am Monday to Friday School Terms 
After School Care		3.00- 6.00 pm Monday to Friday School Terms



	Fees                                                  BSC Permanent bookings                                                                    $17 per session

	                                                                   Casual bookings                                                                           $19 per session

	                                                          ASC Permanent bookings                                                                    $27 per session

	                                                                    Casual bookings                                                                          $30 per session

	Admin fee                                       Yearly administration fee                                                                     $10 per account

	Late payment fees                         Weekly overdue fee                                                                             $5.00

	Non-signing out of children fee                                                                                                                    $5.00

	
Fees
PROCEDURES:
(a) Administration fee and payment a week in advance.
Upon being offered a place at the Service, the family is required to pay a week’s fees in advance and a $10 yearly administration fee.
 (b) Membership
The Service is an Incorporated Association and as such, families enrolling their child in the Service are bound by the rules of the Association for the period of the child’s enrolment.
As a member of the Incorporated Association, one representative of the child’s family is entitled to voting rights at any General Meeting held by the Service and may be nominated (with consent) for a position on the Management Committee at the Annual General Meeting.
(c) Child Care Subsidy
From July 2018, CCS replaced Childcare Benefit and Childcare Rebates that were available to some families. If you are eligible to claim for CCS you should go into your MyGov accounts and provide the necessary information. The Childcare Subsidy is now paid directly to the service, reducing the net fees for families. Families who do not make the claim will be required to pay full fees to the service.
For more information on the process, please contact humanservices.gov.au/childcaresubsidy
(d) Bookings and cancellations
Each family is expected to make bookings in advance, for the care sessions required. Bookings will only be accepted when families have completed the Service’s online enrolment form in full. If you do not have access to the internet, we can help you at the service.
Families wishing to cancel their child’s place at the Service are required to provide two (2) weeks written notice to the Nominated Supervisor, or they are liable to pay the equivalent of two weeks child care fees to the Service.
Permanent bookings are for whole terms. 
(e) Absences
Fees are payable for family holidays and sick days if those days fall on a day that a child is booked into the Service and the two weeks’ notice is not given to the service.
(f) Service closure
No fee is charged while the Service is closed for public holidays or school holidays.
(g) Payment of Fees
Fees must be paid by the due dates and information relating to outstanding fees can be viewed via the Xplor app or by contacting the Nominated supervisors. Families will have ongoing access to their accounts and can ensure that payments are added to their accounts each week by checking the entries online and reviewing their statements. 
It is the account holder’s responsibility to ensure all payments have been recorded accurately and they should contact the service as soon as possible in the event of any discrepancy.
Fees should always remain a week in advance. Late fees will be added to accounts that are in arrears and the service will be suspended or cancelled.
 (h) Debt recovery
The Approved Provider reserves the right to act to recover debt owing to the Service. This can include the engagement of debt collectors and any expenses associated with the debt recovery will be added to the account. Once this happens, the service will no longer negotiate with the account holder. Any follow up will be done by the collection agency.
Where an account holder owes any overdue fees to the Service, the child’s place may be suspended, until all outstanding balances are paid, or both parties agree to a payment plan. 
Account holders will only be able to access a place once fees are paid and if there is a vacancy. 
 (i) Early drop off and Late collection information.
The Service operates from 7.30 am- 9 am before school and 3.00 pm – 6.00 pm after school. 
The Staff are unable to accept children into the Service outside of these hours. There must always be two staff members present when a child is left at the service. Should children still be present after the closing time, a late fee of $2.00 per minute will apply. An extra fee of $50 will be charged for non-notification of late collection. 
The hours and days of operation of the Service will be displayed prominently within the Service 
In circumstances that are beyond the control of families, for example, weather and traffic accidents, which may result in them arriving late to collect their child, the Nominated Supervisor will have discretion to decide if families will be charged the late fee.
Families who are continually dropping children early or are late collecting their children may risk suspension of their child’s place at the Service. Should this be the case, the Nominated Supervisor will meet with the family to discuss the matter. 

(j) Methods of Payment
Fees can be paid by:
Direct deposit into the Service’s account detailed at the bottom of the invoice.
Families will be given a minimum of fourteen days’ notice of any changes to the way in which fees are collected (Regulation 172). 
Direct Debit Facilities
(k) Confidentiality
All information in relation to fees will be kept in strict confidence. Members of Staff, management or the Approved Provider will not discuss individual names and details openly. Information will only be available to the nominated persons required to take action, for example, to initiate debt recovery.
Families may access their own account records at any time, or particulars of fees will be available in writing to families, upon request. 
(l) Increase of fees 
The fees are set by the Approved Provider in order to meet the budget for each financial year. There will be ongoing monitoring of the budget and, should it be necessary to amend fees, families will be given a minimum of fourteen days’ notice of any fee increase (Regulation 172). 
(m) Acknowledgement of responsibility to pay fees
Families should enrol online via the Xplor program. By enrolling your child, you are agreeing to the terms and conditions of our policies and procedures, including acceptance of the payment of fees terms.











PRIORITY OF ACCESS TO THE SERVICE.

Children attending Macgregor Primary School will also be able to attend Outside School hours care if enrolled and vacancies exist. Priority will be given to families with siblings already enrolled. Children enrolled in MPS from January each year are eligible to attend Holiday Care during January, even if they have not started school. 
The Commonwealth Government has a Policy on Priority of Access as follows.
 • Priority 1: 	A child at risk of serious abuse or neglect.
 • Priority 2: 	A child of a single parent who satisfies, or of both parents who both satisfy, the work/training/study test under Section 14 of the A New Tax System (Family Assistance) Act 1999.
• Priority 3:	 Any other child. 

For further information please visit www.mychild.gov.au.
 
ENROLMENT AND ORIENTATION PROCESS
The service will require on enrolment:
· A completed online enrolment
· Copy of immunisation records for your child is preferable.
· Should your child have any ongoing medical condition
·  An action plan signed by your doctor 
·  A risk minimisation plan, which includes a communications plan.
Any prescribed medication, before your child attends, should be given to the service as per the instructions in the Medical condition and Medication policies. Please ensure you have copies from us or check them on the website.
Medication that should be administered by school staff during school hours can be left with the Nominated supervisor who will deliver it to school staff at transition times. Please ensure you have the correct documentation to authorise school staff to administer the medication when leaving medication with the service. Any special requirements should also be discussed with the Nominated Supervisor.
The nominated supervisor can arrange on request, a suitable time for you to be shown around the facilities and ask any questions or communicate information regarding your child’s strengths, interests, abilities or needs.
Copies of the National Law, the National Quality Standards, the Quality Improvement Plan and the Service policies are available for parent’s information at the sign in/sign out desk at the entrance of the Gymnasium. Some information is also available on the website, www.mpsoshc.com  and via the links in this handbook.
Feedback from families is always welcome. If you see something we may have missed or something you really like, please let us know. 

ATTENDANCE RECORDS
The service uses Xplor software to record electronically. Parents are required to sign their children in and out of the service each session via the xplor app available to them. Anyone having difficulty should see staff.
Children are taken to their classroom after the Before school care session and picked up from class rooms for After school care. Years 5 and 6 children are expected to make their way directly to the ASC session and their attendance is noted by an educator at the gym. Non-attendance should be made known to the service as soon as possible and is the responsibility of the Parent/guardians. Should a child not be in attendance and no notice was given, the service will contact you via text and follow up with a phone call if that remains unanswered.  Please ensure you are contactable during this time. Charges may apply due to non-notification.

Who can collect my child from a session?
Authorised people who can collect children from the service are the parents or guardians who lodge the form and those people who are listed as authorised to collect the children by the account holders.
Unless there is a court order, the service is not able to stop a parent from collecting children, however, communication from families is taken into consideration to help keep children safe. A copy of court orders should be given to the service on enrolment and as arrangements vary.
Should you need someone other than those already authorised to collect your child at any time, please add them to your list of contacts. 

INFECTIOUS DISEASE OUTBREAK.
We will take all reasonable steps to prevent the spread of infectious diseases through the implementation of procedures that are consistent with guidelines of ACT Health Authorities. All children and adults in the Service who display symptoms of a disease, will be considered as infectious and these procedures will be consistently applied across the Centre.
Children with infectious diseases will be excluded from the Service for the period recommended by the Department of Health. 
Where there is an outbreak of an infectious disease each enrolled child’s parent or emergency contact will be notified within 24 hours under ordinary circumstances. The Service will take care when issuing the notification to ensure it is not done in a manner that is prejudicial or names any particular child 

MANAGEMENT OF UNWELL CHILDREN AT THE SERVICE
Parents /guardians are asked not to bring sick children to the Service and to arrange prompt collection of children who are unwell. The care needs of a sick child cannot be met without dramatically reducing the general level of supervision.
Where a child becomes ill at the Service, all care and consideration will be given to comfort the child and to minimise the risk of cross infection until the child is collected by the parent/emergency contact.
· A child or adult will be considered sick if he/she:
· sleeps at unusual times, is lethargic. 
· Is fevered.
· is crying constantly from discomfort. 
· vomits or has diarrhoea. 
· is in need of constant one-to-one care. 
· has symptoms of an infectious disease.
Head Lice
If it becomes evident that a child has head lice, the child will be kept separate from other children and parents will be asked to collect the child and keep them home until appropriate treatment has been given.



LATE COLLECTION OF CHILDREN PROCEDURE
Staff are paid until 6.00pm each day and your children should be signed out and have left the premises by this time. Fees for collecting children after 6.00pm may apply as it incurs an extra expense to pay for any extra wages arising due to additional supervision requirements.
Sign out times should be the time of collection, even when collected late.
Child protection services will be called where a child has not been collected 30 minutes after closing and parents or authorised contacts cannot be reached by staff.
ADULT COMMUNICATION
Positive relationships between adults, be they staff members or other parents and caregivers, is the best way to model appropriate behaviours for children and show that everyone is valued. It is expected that any adult interactions are kept respectful always. 
Appropriate language and conversations should always be used by anyone in the area. Swearing, yelling and demeaning statements should not be present in the service. The service strives to keep children, staff and families safe from harm.  Anyone displaying aggression or intimidation while at the service will be asked to leave the area. Should they not do so immediately, the police will be called.
Complaints from parents should be respectfully directed to the nominated supervisor and away from children
Please refer to grievance procedures below. 

GRIEVANCE PROCEDURES

The Service will support an individual’s right to complain and will help them to make their complaints clear and try to resolve them.
A complaint can be informal or formal. It can be anything which an individual may think is unfair or which makes them unhappy with the Service.
All confidential conversations with individuals who have a complaint or grievance will take place in a quiet place away from children, other parents or Staff not involved. Please ask to speak to the nominated supervisor in private.
If an individual has a complaint or comment about the Service, they will be encouraged to talk to the Nominated Supervisor who will arrange a time to discuss their concern and come to a resolution to address the issue.
If the complaint is not handled at this level to the satisfaction of the person making the complaint they should discuss the issue with the liaison person of the Committee, either in writing or verbally.
The committee will discuss the issue with the Nominated supervisor and develop a strategy for resolving the problem. This may be discussed further with the individual, or if appropriate, a meeting will be organised with the Nominated supervisor and the individual to resolve the problem.
All complaints will be recorded and dated indicating the issue of concern and how it was resolved
The Nominated supervisor or committee will inform the person making the complaint of what has been decided regarding the issue. Staff will also be informed of any relevant issues of which they may need to be aware or address. 
This could be done verbally or, if the issue has been dealt with on a more formal basis, then the committee or Director will write personally to the individual making the complaint.
If any complaint cannot be resolved internally to the person’s satisfaction, external options will be offered such adjudication by an unbiased third party.


Concerns should be addressed to the Nominated Supervisor/Director in the first instance.
If the concern is still not resolved after this, the concern may then go to the Committee. Further to this Parents have the right to address issues with our regulatory authority and further to the Commissioner for Children and Young People.
Contact details are displayed at the service or available on request.

MEDICATION

Prescription medication will be administered only to the child for whom the medication is prescribed, from the original container bearing the child’s name and the current use by date. Non-prescription medication will not be administered at the service unless authorised by a doctor.
Paracetamol can be administered in accordance with instructions given by the parent on the enrolment form and in line with dosage information.
No authorisation is required and medication will be administered in an asthma or anaphylaxis emergency. Parents will be notified as soon as possible after treatment and staff will call an ambulance in severe asthma cases, as well as anaphylactic reactions.
Medication will be administered by staff holding a current first aid certificate and verified by another staff member. 
All medication should be given to the Nominated supervisor/Responsible person whether it is required to be administered by service staff or in the case of during school hours, school staff and the appropriate medication form completed.
When delivered to the service for administration, we require the following information:
Name of the child.
Name of the medication
Details of when the last dose was administered to the child
Details of the date, time and dosage to be administered by the first aid officer.
Signature of parent/guardian.
If medication is administered during school hours by school staff, their medication form must be completed. 
Passing on medication to the school is done as a courtesy to parents, however the service expects parents will follow school procedures in relation to filling out the necessary forms and advising their child’s teacher. 
Any ongoing conditions requiring medication administration, should be supported with an up to date action plan written and signed by the child’s doctor as well as a risk minimisation and communication plan.
Important!
Our service has no access to free ambulance. We will ring the ambulance if we determine your child needs more than first aid. It is in your own interest to seek advice regarding ambulance cover. You will be responsible for meeting any costs associated with the attendance of an ambulance to help your child as a condition of enrolment.



GUIDING CHILDREN’S BEHAVIOUR.
Our service encourages belonging, respect, individuality, cooperation and kindness. (BRICK)
We also communicate with teachers to remain as consistent in the delivery of support for children as possible and we build on strategies for better outcomes for each child.
However, by families and the OSHC  working together to ensure growth of their child and best outcomes for all children attending the service will ensure resource are not exhausted. If children are not responding to strategies used, are violent,  continuously non-compliant to instructions, or not coping while attending  parents will be advised the collection of the children is necessary.
To ensure the health and wellbeing of all attending children and staff, continual flouting of rules or ongoing disrespect is taken seriously and will be brought to parent’s attention and in some cases, may result in suspension or termination of the child’s place at the service. 

INCLUSION SUPPORT 
The service may be able to get funding to help access more staff to be on hand when we have a child with a diagnosed condition attending who may require extra support. This is to help meet the needs of all attending children by raising the ratio of Educator to children. Extra staff does not ensure we are able to access a higher skill levels however, so this is only one strategy used to support attending children. 
The service will also work with teachers to support children with additional needs, implementing where practical, strategies used by the school to ensure continuity for each child. Parents will be expected to work with Educators to help achieve best outcomes for their children, through regular open communication and supporting the strategies at home. 

NUTRITION 
A menu is developed using the principles set out in the Australian Dietary Guidelines for children and adolescents.
It consists of healthy sandwiches with a variety of fillings, seasonal fruits, rice cakes, savoury biscuits, yoghurt, soup and other warm food during colder months to name a few. We often get children to help prepare light meals to be served for afternoon tea the following day. This gives us the opportunity to teach children about healthy eating, hygiene, measurements and simply enjoy the cooking activity.
We try to cater for children’s individual needs such as allergies, cultural requirements and health needs, however, if we are unable to safely and adequately provide food for example, highly allergic children, parents will be advised and are welcome to supply their child with their own nutritious food. Please discuss any issues your child may have with staff.
Water is always available at the service and is what we encourage the most.
Sugary food is limited to party/celebration days to support good eating habits. Birthday’s happen nearly every day with us, so we have introduced a cupcake celebration for the birthday child to help reduce the overall sugar intake.
In support of allergy sufferers, we ask that no Nuts are brought to the service.


For more information 
http://www.nutritionaustralia.org/act
http://www.nutritionaustralia.org/national/resource/australian-dietary-guidelines-recommended-daily-intakes	
SUN SMART
The sun can be a real threat for everyone’s health and while we need some exposure to help develop healthy bones and muscles, we need to enlist the help of parents to ensure we do so safely.
What can you do to help?
Send a sun smart hat every day with your child or leave one here with us. Caps are not sun smart.
Long sleeves cover more skin, short sleeves are better than no sleeves, collars also protect. Please discourage singlet, tank tops, midriff tops or thin strapped dresses when the UV is high.
Reinforce the need for sun protection with your children. Talk about using sunscreens and applying them as recommended.
Look at UV levels and educate your children about when it is better to play in the shade.
Cancer council has a sun smart app to download.
Send a water bottle.
Our policy states that sun protection is necessary when the UV is above 2, however, so the children don’t get confused, we encourage hats on at the same times as the school implements the “Hats on” rule. No hats, play in the shade will apply if the UV level is high.
OOPS!
Smaller children may have toileting accidents, so we advise parents to send a spare set of clothes just in case, so we can sensitively address such situations. 

EVACUATION AND LOCKDOWN DRILLS

Are practiced regularly to ensure children are familiar with the procedure, in the event that there is a fire in the building or we go into lockdown. (Evacuation plan included at the end of the handbook)
Small children can become anxious if they are made to think about these situations, so we encourage parents to talk to their children about the procedure and reassure them that it is only practice for just in case.
In the event there is a fire, we would leave the building and assemble on the soccer field at the bottom of the senior playground towards the creek. 
Children will be taken to the area; the roll would be called and you would be contacted should there be a real fire.
Lockdowns are practiced by moving into lockable rooms and asking the children to keep quiet and still.

SCHOOL DISCOS

The children love to get dressed up and are very excited about discos. 
Junior discos are usually from 4.30-6.00pm and seniors start at 6.30pm. ASC will still cease operation at 6.00pm.
Parents who want their child to attend the disco should use the app to sign their child out of the service. 
Parents can send disco clothes, money in zip locked bags for entry and spending, together with your child’s name and any other instructions written on it, for junior children attending a disco. We will keep this safe until disco time if required. Children must be signed out of the service and the duty of care will then fall onto P & C association and not on the service, as it is difficult to meet regulations during this activity. We will send our excess staff into the area if available, to help with supervision. Belongings will be placed in an area accessible to families on collection of children.

VISITORS 

Visitors may be invited to the Service to enhance  the children's program. 
Visitors could include local people or parents with a skill or ability to share with the children and Educators or local community resources such as police, fire brigade.
All other visitors must make an appointment to see the Nominated Supervisor at a convenient time before participation in service activities can occur.
Professional access to the Service will be at the discretion of the Nominated Supervisor or management or when they are required by law to do so. 
Professionals include union representatives, State and Federal Government Departmental Officers, Occupational Health and Safety inspectors, building inspectors and police officers. 
For information regarding volunteers and students please refer to policy.
ABOUT YOU

That is a little information about us. It is helpful to know a little more about you and your child before children attend.
Our enrolment process requires a lot of information but it is also helpful when we are getting to know children, if we know the personal stuff as well. 
For instance, do they really love an activity that we can add to the program for them? Are they frightened of dogs? Worried about a sick family member? Hate crowds? Speak another language? Concerned about attending the program? That sort of thing.
You will know what is relevant and if you let us know, email, short introduction or a chat or fill in the sheet supplied, it will help your child feel more comfortable when they start. 

Need Support? There is a lot out there. Below are some links you may find helpful.		
	


	http://www.kidshelp.com.au/

	http://www.mensline.org.au/

	http://www.parentlineact.org.au/

	https://ecouch.com.au/ 

	https://headspace.org.au/headspace-centres/headspace-canberra/

	http://www.jobaccess.gov.au/

	http://www.panda.org.au/

	http://www.nutritionaustralia.org/act

	https://www.diabetesaustralia.com.au/

	https://asthma.org.au/ 

	http://www.parentlineact.org.au

	https://raisingchildren.net.au/grown-ups/services-support/local-services/act-services

	

	https://napcan.org.au
https://www.onelink.org.au/ 







Diagram of Emergency assembly plan.
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PROCEDURES FOR RECOGNISED RISKS (MAPS AND DIAGRAMS ARE CURRENTLY BEING UPDATED AUG 2023)

Fire outbreak, smoke, chemical spill or hazard, bomb threat or power failure
In the event of a fire outbreak, smoke, chemical spill or hazard, bomb threat or power failure in the school building, the service will evacuate.
Should an evacuation be required the Nominated Supervisor will ensure that:
The emergency services are notified.
All staff and children are made aware of the need to evacuate
Checks are done to ensure all children are out of the building e.g. toilets, kitchen 
All children are collected from the playgrounds.
Any visitors are accounted for during the evacuation.
A first aid kit, including EpiPen’s and asthma medication, is collected by a staff member.
Telephones or iPad able to access information for children’s contacts are available.
Staff direct children to the safest assembly point and take the roll to ensure everyone is present, assisting the children and reassuring them while they are assembled.
A staff member is situated in a safe place at the entrance to the building to reassure parents and direct them to their children and to assist the emergency services on their arrival.
Parents are notified of the emergency via the app.
 

When the emergency service arrives, the nominated supervisor or other staff will inform the officer in charge of the nature and location of the emergency and if there is anyone missing.
No one should re-enter the building until the officer in charge has said it is safe to do so. 

ELECTRICAL OUTAGE

To be treated as an evacuation due to risk of fire outbreaks unless bad weather makes this more unsafe.
Parents will be called to collect their children.

NON- AVAILABILITY OF WATER.

Alternative drinking water sources will be sought. 
Parents will be informed that they need to collect their children should water not be available for a longer time.

INTRUDERS

If a person/s who is known including parents/guardians or unknown to the Service, harasses or make threats to children or Educators at the service, or on an excursion, 
Educators will:
Calmly and politely ask them to leave the area.
Be firm and clear and remember that the primary duty is to the children in care.
Inform the Nominated Supervisor/ Responsible person.
Explain, if they refuse to leave, that it may be necessary to call the police to remove them.
Call the police if they still do not leave.
 
If the Nominated Supervisor is unable to make the call another Staff member should be directed to do so. Educators should liaise with team members in advance to determine a code phrase that will alert another team member to a threat situation arising and prompt them to contact police.
To help protect the children, the service will go into lockdown procedures, by moving the children away from the person and this may be achieved quickly with the use of another code phrase that will encourage word of mouth transmission between children to move quickly from the area to another safer environment without causing them alarm.
No Educator should attempt to physically remove the unwelcome person but should try to remain calm and keep the person calm as far as possible and wait for the police.
Educators should be aware of any unfamiliar person on the premises, find out what they want as quickly as possible and try to contain them outside the Centre. 
SNAKES AND OTHER ANIMALS

Should a snake or other threatening animal be found on the playground or in the building, the nominated supervisor or responsible person will ensure that:
Children are moved from the area calmly to a safer space.
Any injuries are treated.
The appropriate response unit is contacted to remove the risk. e.g. police, ambulance, wildlife personnel.
Parents are notified of the situation.
Appropriate follow up to minimise future risks and reassure children occurs.

ACTS OF TERRORISM

Should anyone threaten the safety of children or staff, the nominated supervisor will ensure that 
Police are called immediately
Lockdown procedures will be enforced i.e. Children will be moved to a lockable room and kept together away from the intruders.
Children will be accounted for and parents notified if possible.

NATURAL DISASTER

Severe storms, floods or other natural disasters will be assessed by the nominated supervisor/ responsible person and procedures followed for the safety of all.
The children will be brought together, and all will be accounted for through a roll call
Emergency services will be contacted for help and advice.
Parents will be notified and asked to collect their children if it is safe to do so.
Should power be out due to a storm, the nominated supervisor or responsible person may consider being in the building is preferable to being outside but will be vigilant in monitoring the situation for other risks such as fires.
Educators will reassure the assembled children and keep them in a safe space.
All will be monitored to ensure that they are not experiencing anxiety or health issues such as asthma, due to smoke.
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