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Welcome| Our Family Key information Handbook explains important information to assist you and your child’s transition into care at St Mary of the Assumption Parish OSHC program.

We have an open-door policy, and you and your family are welcome to visit our Service at any time.
[bookmark: _Toc50646454][bookmark: _Toc181618520]Service Philosophy
At St. Mary of the Assumption Outside School Hour Care, we foster a positive rapport with parents and families in a child safe environment within the community, whilst meeting the need to provide a safe, supportive, nurturing environment for school aged children, and to provide an affordable service.





[bookmark: _Toc181618521]SERVICE INFORMATION
Our OSHC Service caters to primary aged children and young people (5 to 12 years). We are open Monday to Friday for Before School Care and After School Care during the school term. Our office hours are 9:00am to 5:00pm (during the school term). Our OSHC Service is closed on Victorian public holidays and school holidays. Notice will be given in our newsletter when these days occur. 

BEFORE SCHOOL CARE: 7.00am to 8.45am
AFTER SCHOOL CARE: 3.15pm to 6.00pm.
SERVICE TYPE
The OSHC program operates on a non-profit basis. St Mary of the Assumption Parish is the sponsor of the service. The OSHC program is funded by the Commonwealth Government to provide Child Care Subsidies to families. 
[bookmark: _Toc181618522]CONTACT INFORMATION
[bookmark: _Hlk179975403]Parish Office
Phone: 93640440
Email:  reception@stma.com.au 
Website:  http://www.stmaryoftheassumption.org.au 

Mary Zambara Key Responsible Person
Phone: 0478 746 370

Melinda Xerri Nominated Supervisor
Phone 9 364 0440
Email:  reception@stma.com.au

St Mary Mackillop Co-ordinators Contact: 
Carmel D’Amico and Mary Giacchi
Phone:  0405 211 909 

St Paul’s Co-ordinator Contact: 
Songa Karapanagiotidis
Phone: 0450 451 909
[bookmark: _Toc179451992][bookmark: _Toc180404527][bookmark: _Toc212209978]MANAGEMENT STRUCTURE
Approved Provider:
 St Mary of the Assumption Parish sponsors the OSHC programs at St Mary Mackillop Keilor Downs primary school, and St Paul’s Kealba primary school.

Parish Priest: 
Monsignor Charles Portelli will work with management to ensure day to day management of the program meets the requirements set in the National Quality Frameworks and all relevant regulations. 

Key Responsible Person
(License Representative/Person in Management/Control):
Mary Zambara reports directly to the Parish Priest on all matters relating to the day-to-day management of the St Mary of the Assumption and Kealba OSHC program, to ensure that the service meets the National Quality Frameworks and the relevant legislation.

Nominated Supervisor
Melinda Xerri reports directly to the Key Responsible person on the matters relating to the day-to-day operations, in circumstances where the key responsible person is absent, the nominated supervisor will assume the role and responsibilities of the Responsible person.

Co-ordinators: 
The Co-ordinator is responsible, in conjunction with the Priest and the Key Responsible Person & Nominated Supervisor for the day-to-day management of the service.  Some of these responsibilities include:
· Providing a program that responds to each child's wellbeing, positive sense of identity and confidence as a learner and participant.
· Administering first aid and medication, when required and fulfilling all associated legislative requirements.
· Recording of accurate and relevant observations of the children to support future planning.
· Facilitating play, leisure and learning as initiated by the children
· Ensuring the health and safety of the children in their care, always including appropriately supervising children.
· Sharing with families their child's involvement in activities each day


[bookmark: _Toc181618524]OUR TEAM OF EDUCATORS
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OUR COMMITMENT TO CHILD SAFETY 
[bookmark: _Hlk211865021]Our OSHC Service is committed to ensuring the safety and wellbeing of children and young people is always maintained whilst being educated and cared for by educators and staff at St Mary Mackillop and Kealba. We promote a child safe environment that minimises the risk to all children in our care from all types of abuse, harm and neglect. We understand our responsibilities and statutory duty of care to comply with National Principles of Child Safe Organisations Child Safe Standards, and the Reportable Conduct Scheme to build our capacity as an organisation to prevent and respond to allegations of child abuse. Our staff carry out their responsibilities as mandatory reporters as required by law under the Children and Young Persons (Care and Protection Act 1998) and maintain up to date with knowledge of child protection law and child protection training. All staff, educators, volunteers and students employed or engaged with our Service must complete mandatory Child Protection Training and National Child Safety Training.
Our staff are recruited through a robust screening process to ensure they display the right personal qualities and experiences to provide high quality supervision and care to child in addition to holding a valid Working with Children Check.
We have a zero tolerance for inappropriate behaviour towards children and any breach of child protection law. Any allegation or concern will be responded to promptly by management. We request that you contact our nominated supervisor if you have any concerns. Please contact Melinda Xerri on 93640440 or reception@stma.com.au. 
[bookmark: _Hlk212453632]Our Service adopts and aligns with legislative requirements for taking images or videos of children, by following the National Model Code and Guidelines released by ACECQA 1 July 2024, with revisions from the 27th of February, 2026.
 (See Safe Use of Digital Technologies and Online Environments Policy and Photographs/social media/promotion section below). 
[bookmark: _Toc181618527]OUR EDUCATORS AND STAFF
Our OSHC Service is made up of a team of high-quality professional educators that are committed to and passionate about school aged care. Our staff promote the human rights, safety and wellbeing of all children and consider and respect the diverse backgrounds and needs of children. 
All staff hold valid Working with Children Checks (WWCC) and all responsible persons (placed in charge of the day-to-day running of the service) have current approved first aid, CPR, emergency asthma and anaphylaxis qualifications. 
[bookmark: _Toc181618529]For further details on the qualifications of the educators, please see our nominated supervisor.
EDUCATOR TO CHILD RATIOS 
We comply with the Education and Care Services National Regulations for educator to child ratios across our Service to ensure adequate supervision is provided for all children and young people.  Our Service always meets the prescribed educator-to-child ratio of 1:15. 
[bookmark: _Toc181618534]DOCUMENTATION OF CHILDREN’S LEARNING
Children and young people’s learning may be documented as a part of our continual planning cycle. Documentation may be collected in a variety of ways to assist with ongoing reflection, evaluation and assessment of their wellbeing, strengths, interests, behaviours and relationships. 
[bookmark: _Toc181618536]ENROLMENT INFORMATION
ENROLMENT FORM
If you require assistance completing the enrolment form, please contact our nominated supervisor for assistance.
We will require the following documentation:
· a copy of your child’s birth certificate or identity documents
· your child’s Medicare number (if available)
· completed medical condition documentation, as required
· certified copies of any court order, parenting orders or parenting plans
· an immunisation history statement from the Australian Immunisation Register 

HOW TO ENROL YOUR CHILD IN THE OUTSIDE SCHOOL HOURS CARE
Simple Step-by-Step Guide for Families
                                                    STEP 1: GO TO SMART CENTRAL
Open Google and type: https://www.smartcentral.net/v2/ 
Then press Enter.
STEP 2: REGISTER AS A NEW PARENT
• Click Register as a New Parent
• Follow the steps to create your account
STEP 3: FIND THE APPLICATION FORM
If you are using a phone or iPad:
• Scroll to the bottom of the page & Tap 'Application'
If you are using a computer or laptop:
• Click 'View Desktop Version
• Then click 'Application'
                                                    STEP 4: SELECT YOUR SERVICE
Choose ONE of the following:
• ZOSH – St Mary of the Assumption Keilor Downs
• ZOSH – St Mary of the Assumption Kealba
Click 'Apply'
                                                   STEP 5: COMPLETE THE FORM
Complete all 5 blue sections
• Save each section as you go
• Upload your child’s Immunisation History Statement
• Upload a Health Management Plan (if your child has one)
STEP 6: SUBMIT YOUR APPLICATION
After submitting, you will receive an email from Smart Central with:
• Your child’s PIN number
• A Direct Debit Form
IMPORTANT: The Direct Debit Form must be completed before your child attends OSHC.















AUTHORISATIONS
The enrolment form will include additional authorisations for our Service to seek medical treatment and emergency transportation for your child if required. Permission to administer emergency medication to your child in the case of an asthma or anaphylaxis emergency (Ventolin or Epi-pen), permission to access medical treatment and transport in case of an emergency will also be included on the enrolment form.
AUTHORISED NOMINEES
You will be requested to provide information about authorised nominees on your child’s enrolment form. These are persons that you provide permission to:
· collect your child from the Service
· provide authorisation for medical treatment for your child from a medical practitioner, hospital or ambulance service
· provide authorisation for the transportation of your child by an ambulance service
Please understand that it is essential we have up-to-date information on your child’s enrolment record in case of an emergency. 
It is important that you notify the Co-Ordinator  of any changes to enrolment information including:
· your residential address
· health of your child
· telephone/mobile numbers
· contact details for any parent or authorised nominee
· family changes (parenting orders)
· emergency contact information details etc. 

PHOTOGRAPHS, SOCIAL MEDIA, PROMOTION
[bookmark: _Hlk212454752]As part of the enrolment process, we will also ask for your authorisation to take images and video of your child during normal activities and excursions. Images and video may also be used as part of our observation and programming process and shared with our Service app Smart Central.
[bookmark: _Hlk212454776]This authorisation can be withdrawn at any time by providing a written request to the nominated supervisor. Images and videos will be stored securely at the Service and access available to authorised personal only. They will be deleted and destroyed when no longer required, or if retained for compliance purposes, kept for a period of 3 years after the child’s last day of attendance. 
Families are asked to respect that staff are not allowed to share information on any other children, families or staff members and staff are encouraged to not join any family’s social media.



MEDICAL CONDITIONS- ALLERGIES, ASTHMA, DIABETES OR EPILEPSY
It is vital that we are aware of any medical condition including diabetes, epilepsy, allergies, eczema, 
asthma, risks of anaphylaxis of your child including any potential triggers. Families are required to indicate any medical condition, allergy or asthma on the enrolment form.
Our OSHC Service requires a medical management plan or ASCIA Asthma/Anaphylaxis Action Plan to be completed by your general practitioner to assist in managing your child’s needs. This needs to be provided prior to your child’s commencement at the Service. In consultation with the Co-Ordinator, you will be asked to develop a risk minimisation plan and communication plan to assist our educators and staff. Any prescribed medication that your child may require must be provided each day they attend our OSHC Service. 

[bookmark: _Toc181618537]To ensure the safety and wellbeing of your child, please update your child’s medical management plan/ Action Plan every 12-18 months or whenever a change in their medication or treatment occurs. (Australasian Society of Clinical Immunology and Allergy) (ASCIA).  

FEES, REBATES AND ATTENDANCE
FEES 
Below is our full fee schedule, before Child Care Subsidy (CCS) has been applied. 
Permanent Before School Care: $28.00 per session
Casual Before School Care: $31.00 per session
Permanent After School Care: $32.00 per session
Casual After School Care: $34.00 per session
End of Term: Standard fee $45.00
Please note our service does not provide Vacation Care.
STATEMENT OF FEES
Each week we will send you a statement via email before your fortnightly debit. Please check these statements to ensure all details are correct and accurate. If there is any discrepancy, please contact the nominated supervisor as soon as possible. 



PAYMENT METHODS
Parents/guardians are required to complete a Direct Debit form upon enrolment. Fees will be deducted fortnightly. Fees must be paid via Electronic Funds Transfer (EFT). 
Please note that additional charges of $9.00 will apply for any failed transactions as a result of insufficient funds. 
PENALTIES
· Non notification of absence (from After School Care): Full fees will be charged
· Late collection fee: $15 per $15 minutes, per child
· Failed transactions: Additional $9 will be charged
FEES IN ARREARS/ FINANCIAL SUPPORT
· A late fee will be imposed if payments outstanding after two weeks. St Mary of the Assumption Parish reserves the right to suspend/withdraw your child’s enrolment if your account is overdue after two weeks. Should fees still be outstanding after three weeks, a debt recovery process will be implemented. 
· If you are experiencing financial hardship, please speak to the nominated supervisor or the Key Responsible Person. We may be able to organise a payment plan before your fees go into arrears. 
SERVICE CLOSING TIME AND LATE COLLECTION FEES
· Please be aware our OSHC Service and program closes at 6:00pm. A late fee is incurred for children collected after 6.00pm.The fee is $15 per child for every 15 minutes or part thereof and will be added to your next account. The late fee is strictly adhered to, as two staff members are required to remain at the Service until all children are collected.
CHILD CARE SUBSIDY (CCS)
[bookmark: _Hlk159241137][bookmark: _Hlk212454973]We remind families that there are some compliance areas that the Service has no influence over such as Child Care Subsidy, and timing of payments to the Service and your account. When families enrol their child into our OSHC Service, it is the family’s responsibility to provide us with the required information to receive Child Care Subsidy. This includes the correct Customer Reference Number (CRN) and date of birth of the child and parent/guardian who is claiming CCS payments for the child, so we can confirm the attendance and ensure that you are receiving the appropriate subsidy.






PERMANENT AND CASUAL BOOKINGS
Permanent bookings are an ongoing booking that:
· remains the same from one week to the next
· must remain unchanged for a minimum of 3 weeks
· are chargeable regardless of attendance  
Casual bookings are a one-off booking that:
· can be booked at the last minute for emergency care. This is provided that we have vacancies. If there is no vacancy, we will put your child on a casual waiting list and will contact you if a vacancy becomes available
· are designed to support families taking on casual work and shift work
· can be cancelled at no cost, provided 24-hour notice via email is given
ABSENCES
[image: ]
[bookmark: _Toc179879297][bookmark: _Toc181618540][bookmark: _Hlk158283379]FAMILY CONDUCT GUIDELINES
The Family Conduct Guidelines work in conjunction with our Service’s Enrolment Policy, Dealing with Complaints Policy, Privacy and Confidentiality Policy, and the ECA Code of Ethics. The Family Conduct Guidelines are in place to emphasize the commitment and ethical responsibilities each family adopts when enrolling their child/ren. If parents or family members are consistently in breach of these guidelines and following an evaluation by the nominated supervisor and/or the approved provider, any related enrolment/s may be at risk of being terminated. 
Families and educators are expected to communicate openly, respectfully and collaboratively, sharing relevant information to support each child’s development and learning while adopting qualities such as honesty, inclusivity and confidentiality. We encourage families to arrange a time away from the learning environment for in-depth discussions, where the educator can give families their full attention and make decisions that have been given careful consideration. All stakeholders are expected to show respect toward educators, children, and families, model appropriate behaviour in all interactions, and understand that any threatening conduct may result in Police involvement.
[bookmark: _Toc181618541]ARRIVAL AND DEPARTURE
For safety and security reasons ALL children must be signed in on arrival and signed out on departure using our online kiosk by an authorised person. We are required by legislation to maintain our attendance record at all times. This record may be used in the event of an emergency at the Service. No child will be allowed to leave our Service with a person who is not stated on the enrolment form, unless prior arrangements are made with the Co-Ordinator  and advice has been given in writing. Photo identification will be required for any person collecting children not known to educators. No child is permitted to travel home or to another activity on their own.
DROP OFF AND PICK UP TIME
We ask that parents be extremely mindful of danger when arriving and departing from our OSHC Service and closely supervise your child/ren. Children and young people will be effectively always supervised while attending the OSHC Service.
· Please always hold young children’s hands in the carpark area
· Be alert of reversing drivers in the car park as it is very difficult to see small children
· Use the kerbside, rear passenger door
· Never leave a child or infant in the car unattended
· Always do a visual check around your vehicle before driving
[bookmark: _Toc181618542]TECHNOLOGY, TELEVISION AND DEVICES 
Our OSHC Service encourages the use of technology to assist with the implementation of our program, activities and research. Children and young people are able to access a range of technologies at the Service to facilitate their homework and other areas of interest (such as, song requests during group musical games). This will always be carried out under staff supervision. Permission for children to use computers and other technology is requested during enrolment.
On occasion we may program a movie during quiet/rest time or wet weather. Consideration is made 
of the content and the suitability to the age of the children involved. All permitted media (films, music and games) are classified G or PG.
Mobile phones or electronic devices are not permitted to be used in our Service as we provide a balance of activities for students where an electronic device is not required. Some children and young people with a disability or health condition, may rely on the use of an electronic device for support needs will be exempt from this restriction. Exemptions must be made to management or the approved provider and clearly documented in the child’s enrolment record. See Safe Use of Digital Technologies and Online Environments Policy.
[bookmark: _Toc181618544]FOOD/MENU 
Our OSHC Service provides a nutritious menu that has been developed in consultation with the Australian Dietary Guidelines. We provide breakfast, afternoon tea and a late snack.
A weekly menu will be on display on the Community notice board. Children have the opportunity to contribute to the development of the menu by providing us with suggestions and feedback. We encourage families to do the same. 
We cater to children’s individual special dietary requirements by providing alternate options to what is being offered on the menu. Please ensure that your child’s health, allergy and cultural dietary requirements are kept up to date to ensure that our team are providing appropriate food options for your child/ren.
[bookmark: _Toc181618546][bookmark: _Toc223690779]BEHAVIOUR GUIDANCE 
Educators follow a Behaviour Guidance Policy that extends across the whole OSHC Service giving consistency of expectations. This policy allows children and young people to develop self-discipline, respect for others, for property and respect for self, whilst learning to regulate their behaviour in different environments. 
Our OSHC Service has a set of rules which we have developed along with the children and families. We use these rules as a point of reference to guide children’s behaviour in a positive manner. This ensures that children have a clear understanding of the minimum expectations of their behaviour whilst in our care. 
[bookmark: _Toc181618549][bookmark: _Toc223690780]SUN SAFETY 
We work with the National SunSmart Early Childhood Program to ensure children’s health and safety is always maintained. Children and educators will wear hats (Term 1 & 4) and appropriate clothing when outside. Staff will encourage children, to wear suitable sunscreen (SPF50+ broad-spectrum water resistant . Please note that educators will enforce the ‘no hat, no outdoor play’ rule and children will be instructed to play under shelter or indoors. 
[bookmark: _Toc181618550][bookmark: _Toc223690781]PARENT PARTICIPATION AND FEEDBACK
Our OSHC Service has an Open-Door Policy and actively seeks and encourages families to be involved in the Service. This can range from evaluating and adding input to your child’s program and observations, Please email any suggestions to Reception@stma.com.au .
[bookmark: _Toc181618552][bookmark: _Toc223690782]HEALTH AND HYGIENE
Our OSHC Service has effective and systematic risk management systems in place to identify any possible risk of hazards to our learning environment and practices.
Our educators teach and model correct hand-washing techniques to children and regularly clean and disinfect high touch objects throughout the Service to reduce the spread of infection.

[bookmark: _Toc223690783]WHEN SHOULD I NOT SEND MY CHILD TO THE SERVICE?
[bookmark: _Hlk212468435]Please monitor your child’s health and do not bring your child to the OSHC Service if they are suffering from an infectious disease/illness or are generally unwell. 
Our Service cares for children and young people before or after a busy and demanding day for the bodies and minds of our children at school. We are not equipped to care for sick children; however, we will do everything we can to comfort a child who has become sick whilst in our care. 
If your child becomes ill whilst at the Service, we will contact you or an authorised nominee to collect your child. If your child is unable to be collected, educators will contact the child’s emergency contact for collection.  When your child is collected, you will be provided with an Injury, Incident, Trauma and Illness Record completed by the educator, which includes information about your child’s illness, their symptoms, general behaviour and any action taken. You will be requested to sign and acknowledge the details in this record. If your child becomes ill whilst at school and returns home, please ensure our Service is notified.

Children who are on antibiotics are to be kept away from the Service for the first 24 hours to allow the child to rest and the risk of spreading the infection to decrease. If your child has been had diarrhoea and/or vomiting, they will be excluded until there has not been any diarrhoea or vomiting for at least 24 hours. For certain illnesses, a medical clearance certificate may be required before your child returns. 


[bookmark: _Toc223690784]MEDICATION
If your child requires medication whilst at our OSHC Service, you must complete an Administration of Medication Record to give your consent for an educator to administer prescribed medication to your child. Medication must be given to directly to an educator for appropriate safe storage. Under no circumstances should medication be left in children’s bags. 
Educators can only administer medication that is:
· prescribed by a registered medical practitioner (with instructions attached to the medication or in written form from the medical practitioner)
· in its original packaging and have the original label clearly showing your child’s name
· before the expiry/use by date.
If the child is also required to take the medication during school hours, an educator will take/collect the medication to/from the school office.  Any child’s prescribed medication such as asthma inhalers, adrenaline auto injectors (EpiPen) or Insulin (for diabetes), must accompany the child each day to our Service or parents ensure our Service has adequate supplies of the required medication at all times.
Upon collection of your child at the end of the day, you or an authorised person will be requested to sign the Administration of Medication Form. 
Children may self-administer medication provided written authorisation is provided on the child’s enrolment form.  Medication must be provided to educators at the start of the session.  An Administration of Medication Record must be completed at the start of the session and at the end of the session to acknowledge the dose and time medication was administered.

[bookmark: _Toc223690785]INCIDENTS, INJURY OR TRAUMA 
We aim to minimise the risk of accidents and injury as much as possible however, through play, 
exploration and adventure, children sometimes have accidents. We always have an educator with a First Aid, emergency asthma, anaphylaxis management and CPR qualification on shift at all times we provide education and care to children. First Aid kits are located throughout the OSHC Service.

[bookmark: _Hlk212456138][bookmark: _Hlk212456167]Parents or authorised nominees will be notified of all occurrences or alleged occurrences of incidents, injuries, trauma or illnesses, and asked to acknowledge and sign an Incident, Injury, Trauma and Illness Record within 24 hours.  In the event of a minor injury, first aid will be provided as required. If your child injures their head, even if it is a small bump, you will be contacted by phone to advise of the injury. Our educators will continue to monitor your child closely and advise if you should come and collect them, if emergency medical treatment is required following a head injury, educators will contact emergency services.
[bookmark: _Hlk212456196]If an injury or incident is serious and we believe urgent medical attention is required, the nominated supervisor/responsible person will contact an ambulance immediately. We will then attempt to contact a parent or guardian or an authorised nominee to advise of the situation. If you are unable to meet the ambulance at the Service, we will send one of our educators/staff members to accompany your child in the ambulance. Please note that the cost of Ambulance cover is the responsibility of each family.
An Incident, Injury, Trauma and Illness Record will be completed, and a parent will be required to acknowledge and sign this record within 24 hours.  A copy of any documentation from the hospital or treating doctor will also be requested. Our Service will also be required to notify the Regulatory Authority in the event of any serious incident or injury. In these circumstances, you may be contacted by our approved provider and the regulatory authority to follow up the incident and actions taken by our Service. 
[bookmark: _Toc181618553][bookmark: _Toc223690786]SAFETY IN OUR SERVICE
[bookmark: _Toc223690787]EMERGENCY AND EVACUATION PROCEDURES
[bookmark: _Hlk212456217]Our Service conducts risk assessments regularly and develops emergency management plans for a range of possible hazards. Throughout the year we follow our policies and procedures to carry out emergency and evacuation rehearsals. These may occur at any given time throughout the Before/After/Vacation School Care session. 
[bookmark: _Hlk212456280]Emergency and evacuation rehearsals are carried out in a well-organised and orderly manner and will simulate a range of possible emergency situations such as fire (bush fire), lock down or flood. Under regulations, we are required to practice emergency and evacuation rehearsals every three months. Parent/guardian authorisation will be obtained for emergency evacuation rehearsals which require children to leave the Service premises to our secondary evacuation point.
[bookmark: _Hlk212456250][bookmark: _Hlk212456271]Educators are trained to use fire safety equipment located within the Service. An emergency evacuation plan and lock down procedure are displayed in every room and exit locations are clearly indicated. Educators will follow the instructions of emergency services and the regulatory in times of emergencies. 

[bookmark: _Toc181618555]
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Before and After School
Care Bookings Policy

Change or Cancel a Permanent/ Casual place

Before School Care -
Booking &
Cancellation

Please make contact the

day before by 6pm

The Phone is answered at these times
7am-9am Monday to Friday
2.30pm to 6pm Monday to Friday

In case of an emergency please call the parish office on
9364 0440 between 9.00am to 2.30pm Monday to Friday

Helpful Tips

Set a daily reminder to notify us within the correct time
Book or cancel as early as possible

Clear communication helps us manage staffing and care
effectively




