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Welcome  

The Burgmann Anglican School Outside School Hours Care (Burgmann OSHC) educators wish 
your child and family a warm welcome. We encourage all families to read through this 
handbook, as it will familiarise you with some the important policies and procedures of our 
program. For further information and additional policies and procedures please ask the 
Director or the Lead Educator of your child/ren’s program. 

Staff  
 

The following members of the School Executive work closely with OSHC staff: 
Principal       Mr Steven Bowers 
       Dip Teach, BEd, MEd (Administration) 
 
Head of Early Childhood     Mrs Wendy Hegarty 
       DipTeach, BEd, GDipEd, GDipHRD   
 
Head of Junior School     Mrs Bev Galloway 
       BA, DipTeach, GDipSpecEd  
 
Acting Head of Middle School   Mr Kym Reid 
       BEd, MEd, Cert IV VA and WT 
 
Outside School Hours Care Staff 
Director (Valley and Forde Campuses)   Mrs Alena Voysey 
Email: alena.voysey@burgmann.act.edu.au  BEd (Primary), Cert III and Dip Children’s 
Mobile: 0412 665 276  Services (Early Childhood Education and Care) 
 
Assistant Director and Lead Educator (Forde Campus)  
Early Childhood Program    Mrs Amina Sharma 
Mobile: 0402 658 597 Dip Children’s Services (Early Childhood 

Education and Care) 
 
Lead Educators (Valley Campus)  
Early Childhood Program     Miss Rachel McKerrow 
Mobile: 0403 695 493    BEd (Primary) - studying 
        
Junior School and Year 6 Program   Miss Amelia Kellow 
Mobile: 0401 951 841    BEd (K-12) - studying 
 
Booking and Enrolment Enquiries: afters@burgmann.act.edu.au 

OSHC staff are employed by Burgmann Anglican School and are experienced educators. 
Educators are required to undergo reference and background checking and are required to 
hold a current Working with Vulnerable People Card. OSHC assisting educators are supported 
by the Director, Assistant Director and Lead Educators and are encouraged to provide input 
into and reflect upon activities offered to children. They are also required to attend relevant 
professional development opportunities.  
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Our Programs  

Philosophy 
Early Childhood Education and Care – National Regulations 155-156, National Quality Standard 5.1, 7.3 

Burgmann Anglican School Outside School Hours Care (Burgmann OSHC) Programs incorporate 
outcomes, principles, standards and practices from the National Early Years Learning 
Framework and the National School Aged Care Learning Framework. They provide an inclusive, 
caring and educational environment which enables children to actively participate in 
educational, inquiry and play experiences, interact positively with peers and adults, as well as 
opportunities aimed at promoting resilience and independence through practical life skills and 
activities.  

We embrace the whole child and the periods of early and middle childhood as unique, special 
and important stages of life. We believe that children have an amazing capacity to be active 
participants in their own learning journeys. Programs will strive to further develop children’s 
cognitive, physical (fine and gross motor), emotional, social and language development 
through inquiry-based experiences and role modelling.  

Burgmann OSHC programs will provide children with play-based indoor and outdoor activities 
and experiences. Children are able to develop and maintain friendships, enhance their 
imagination and curiosity, and further develop problem-solving, and exploration skills through 
programmed and spontaneous recreational and relaxation experiences.  

We believe that:  

 children learn through play and exploration of their environment. These elements are 
important in developing and maintaining positive relationships with peers and adults;  

 each individual is unique and it is important to value difference, including but not 
limited to race, gender, culture, religion and ability;  

 children learn about the world in different ways and at different rates;  

 families are the child’s first educators, and as such we value their partnership in building 
a shared understanding of their child’s strengths, interests and needs.  

Aims  

o Provide a warm, caring, respectful and inclusive environment in which all children feel 
they are welcome, and have a place in the program;  

o Assist each child to make a smooth transition from the classroom to the OSHC program, 
through the establishment of a consistent daily routine;  

o Provide experiences which support children’s social, emotional, cognitive, physical, 
emotional and creative development;  

o Develop and maintain each child’s self-esteem by building strong feelings of self worth 
and personal potential;  

o Encourage children to develop independence, cooperation and personal responsibility;  

o Promote appropriate means for relaxing, expressing emotions and managing our 
environment;  

o Recognise that children are individuals and have different abilities, interests and needs;  
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o Respect and value the diversity of children, families and staff;  

o Provide a safe and healthy environment and promote healthy behaviours including good 
hygiene and nutrition;  

o Recognise the professional status of staff and encourage professional development; and  

o Maintain an effective partnership with other sections of Burgmann Anglican School and 
create links with the wider community.  

About our Service  

Burgmann OSHC programs acknowledge the efforts and hard work children have exerted 
during their school day. We also recognise the unique opportunity for social interactions with 
children of various ages, and caring educators. Therefore, our programs seek to provide a 
balance of relaxation, recreation and play experiences to cater for a range of interests and 
abilities.  

Children enrolled in our programs will be given opportunities to enjoy:  

 healthy and appetising snacks (after school programs only), and be encouraged to 
participate in preparation and clean up;  

 outdoor play and learning experiences including physical and fitness activities;  

 whole group and small group meetings and conversations;  

 life-skill experiences such as cooking;  

 art and craft, music, drama, science and nature experiences;  

 indoor play and learning experiences; and  

 time, space, resources and support to complete homework requirements (Junior School 
and Year 6 only).  

Excursions involving the use of transport will be offered during Holiday Care programs only. 
Early Childhood Education and Care – National Regulations 100-102, 168(2)(g), National Quality Standard 2.3, 7.3  

In line with the National Law and Regulations relating to the delivery of Education and Care 
Services, Burgmann Anglican School has been granted a Provider Approval (PR-00005811) by 
the Children’s Education and Care Assurance through the ACT Education and Training 
Directorate.  

Burgmann OSHC programs have Service Approvals (SE-00009647 – Valley Campus and SE-
00009650 – Forde Campus) through the Children’s Education and Care Assurance. The EC 
programs at each campus are approved to operate education and care services for children 
attending 3 and 4 year old preschool and all programs are approved to operate an education 
and care service for school-aged children. 

The Children’s Education and Care Assurance monitors our compliance with both the national 
law and regulations. Our Approved Officer is Bianca Bailetti who can be contacted at the 
Children’s Education and Care Assurance on (02) 6207 1114. 

Burgmann OSHC programs are registered under the National Quality Framework (NQF), and 
approved for Child Care Benefit (CCB) and the Child Care Rebate (CCR).  

Benefits of Play  

Play is the highest form of research. - Albert Einstein  
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The OSHC environment is a unique setting for children to interact with peers of varying ages 
within their environment in a relaxed atmosphere. Through play experiences:  

 new thinking and understanding are gained through the exploration of materials and 
ideas;  

 problem solving is developed through trial and error, negotiation and seeing others’ 
points of view;  

 resilience is developed through using initiative, taking risks and making mistakes;  

 social competence is fostered through collaboration and learning ways to work 
effectively with and alongside others;  

 new skills can be mastered through practice; and  

 resourcefulness is developed.  

Homework 

OSHC programs will offer opportunity and support from educators for children in Years 3-6 to 
do their homework if they wish. Please inform educators if you would like your child to 
participate in structured homework time. Educators are unable to sign off on children’s 
homework. Homework is offered in addition to programmed activities. Educators are unable to 
insist or force children to complete homework tasks. 

 

Documentation  

Program  

Weekly programs and the term afternoon tea menu will be displayed on information boards at 
each of our program venues. The programs will be developed by Coordinators, in collaboration 
with educators and children, and will reflect and incorporate the Early Years and School Aged 
Care Learning Frameworks. We aim to support children to initiate and pursue their own play 
experiences, investigations and interests, therefore our programs are very flexible and 
responsive to the children’s needs. Educators will be involved in reflecting upon the activities, 
experiences, resources and care we provide, in order to enable continuing improvement.  

Photo Displays  

OSHC educators will regularly display photos of experiences children have been involved in 
during our programs. Educators, children and their families are welcome to contribute 
comments to photo and other displays, contributing to the evaluation of each experience.  

Children’s Learning 

OSHC educators will use a variety of methods to record children’s experiences whilst in 
attendance at programs. Methods may include questionnaires, observations, photos and 
reports which will allow educators to gain an understanding of children’s strengths, interests 
and needs. This information will then be used to plan activities and experiences to more 
effectively meet the needs of children attending our programs.  

Feedback  

Your feedback about our programs assists our continuous improvement as we endeavour to 
meet the needs of your children and families. You are invited to contribute your ideas, 
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suggestions, comments and issues through our suggestion boxes located at each program or 
via email to the Director (afters@burgmann.act.edu.au).  

Policies  

Some policies are included in this handbook. Our OSHC Policy Folder (available at each 
program) contains all our policies and procedures and is available for families to access. Please 
ask your program’s Lead Educator to view our policies. Families are invited to provide feedback 
regarding the development, review and implementation of our policies and procedures.  
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Policies and Procedures  
 

Operating Details  

Hours  
 After School Care will operate from both the Valley and Forde campuses between 

3:15pm (3:00pm for preschool children) and 6:00pm during term time.  

 Holiday Care will operate from the Valley campus only for children from both campuses 
between 8:00am and 6:00pm.  
We are closed for 3 weeks over the December/January period and the 2 days 
immediately prior to the start of Term 1 each year. Please refer to Appendix 2 for full 
dates.  

Venues  

 The Valley Campus After School Care programs will be divided into Years 3 Pre to Year 2 
(EC Program) and Year 3 to Year 5 (JS Program). The EC program will operate from the 
Valley Campus Preschool. The JS program will operate from the B Block.  

Holiday Care program will operate from the Valley Campus, B Block (or other advertised 
venue).  

Activities may also take place in the Library, EC and JS playgrounds, oval, cafe or the 
hardcourt. During programs, educators may take children to other parts of the school or 
surrounding areas, in which case a note will be left advising the location.  

 The Forde Campus EC Program will operate from the Forde Campus Preschool.  

Activities may also take place in the EC play area and playground, oval or library. During 
programs, educators may take children to other parts of the school or surrounding 
areas, in which case a note will be left advising the location. 

When collecting children who are participating in activities outside the usual program venue 
please ensure you sign out on the roll provided and advise the educators at these locations 
that you have collected your child.  

During Holiday Care programs, educators may take children on programmed excursions. In 
these instances the educators will leave a note indicating their location, expected return time 
and contact details. 
Early Childhood Education and Care – National Regulations 100-102, 168(2)(g), National Quality Standard 2.3, 7.3  

Administrative Procedures  

Fees and Payments 
Early Childhood Education and Care – National Regulations 168(2)(n), National Quality Standard 7.3 

After School Care (per child per session): 

 Permanent booking: $28.00 

 Casual booking: $30.00 

Holiday Program (per child per session): $73.00  

Payment arrangements are via Ezidebit Australia who provide two options of payment: 
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 Option 1:  Direct Debit 
 Option 2:  Credit Card 

OSHC programs are unable to accept cash, EFTPOS, cheque or bank transfer payments. 

Enrolments will only be processed when accompanied by an Ezidebit Payment Authorisation 
Form. 

Family statements will be issued weekly on a Monday, via email.  

Holiday Program fees include all activities and excursions. Each afternoon children will be 
offered a fruit platter afternoon snack. Children need to bring lunch and snacks for the day.  

Holiday Program bookings are subject to the following conditions: 

 Payment in full in advance (via Ezidebit) is required to secure your booking  

 Term fees must be up to date for bookings to be accepted.  

 Holiday Program payments are non-refundable.  

Child Care Benefit (CCB) and Child Care Rebate (CCR)  

Families who wish you use their CCB and CCR entitlements to reduce their fee payments, must 
first have their entitlements assessed by the Family Assistance Office (FAO). In order to 
ensure entitlements are calculated and paid correctly, you must ensure you provide the 
Customer Reference Number (CRN) and date of birth for the parent who is registered with the 
FAO as well as the CRNs and dates of birth for all children attending approved care. Families 
cannot receive the above benefits when this information is not provided.  

It the responsibility of families to provide CRN and date of birth information. 

* Please note that each family member has their own individual CRN* 

For more information about CRNs for family members, entitlements, CCB and CCR please 
contact:   

Family Assistance Office 
 13 61 50 
 13 12 02 for information in languages other than English 

http://www.familyassist.gov.au 

Penalties  

As our centres close at 6pm, collection of children after this time will incur penalty fees. These 
are used to cover staff overtime entitlements.  

6:01pm – 6:30pm:   $1.00 per child per minute  
6:31pm onwards:   $2.00 per child per minute  

Please note CCB and CCR are not available on penalties.  

Enrolment and Bookings  
Early Childhood Education and Care – National Regulations 168(2)(k), National Quality Standard 6.1, 7.3 

In order for children to attend an OSHC program, an OSHC enrolment form must be completed 
PRIOR to children attending for the first time. Enrolment forms can be completed using the 
online booking and waitlist management program called QK Enrol. QK Enrol allows families to 

http://www.familyassist.gov.au/
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complete and update enrolment forms, request and amend permanent and casual bookings 
online within a parent portal called My Family Lounge. The link is available on the school 
website, from the Community > For Parents > Outside School Hours Care tab.  

Please ensure you use the portal to notify us of any changes in child or family circumstances or 
contact details.  

Permanent bookings  

A permanent booking is when a booking is required on the same day or days each week or 
fortnight. Requests to change booking arrangements or planned absences must be received 
with at least one weeks’ notice (in writing to the Director) to avoid charge.  

Casual bookings  

A casual booking is a booking required occasionally during the term, or in addition to 
permanently booked days. Casual bookings can be requested using My Family Lounge or by 
contacting the Director. Bookings will be accepted for After School Care up to two weeks in 
advance, taking into account the availability of licensed places and educators. Where casual 
bookings are arranged on the day of care, children can be notified via their class teacher that 
they are to attend ASC. At least 24 hours’ notice of an absence is required to avoid charge. 

Holiday Program  

Holiday Program booking and highlight information will be available to Burgmann Anglican 
School EC, JS and Year 6 families in the weeks leading up to each school holiday period. 
Programs will have an advertised closing date for bookings. This is to allow time for program 
preparation, arranging rosters and excursion bookings. Bookings made after this time may be 
accepted, taking into account the availability of licensed places and educators. We strongly 
encourage families to return booking forms as soon as possible. We will endeavour to 
accommodate all family’s child care needs.  

Priority of Access  

The Australian Government has set out the following three levels of priority which child care 
services approved for Child Care Benefit must follow when filling vacant places to ensure the 
system is fair: 

 First Priority: a child at risk of serious abuse or neglect 

 Second Priority: a child of a single parent who satisfies, or of both parents who satisfy, the 
work/training/study test under Section 14 of the A New Tax System (Family Assistance) Act 
1999 

 Third Priority: Any other child. 

Within these main categories, priority should also be given to the following children: 

o children in Aboriginal and Torres Strait Islander families; 
o children in families which include a disabled person; 
o children in families on low incomes (below $43,727 for 2015-2016); 
o children in families from a non-English speaking background; 
o children in socially isolated families; and 
o children of single parents. 
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A child care service may require a Priority 3 child to vacate a place to make room for a child 
with a higher priority only if you: 

 Are notified when your child first entered care that your service follows this policy 

 Are given at least 14 days notice of the need for your child to vacate. 

More information on Priority of Access Guidelines can be obtained by calling the Department 
of Social Services on 1300 653 227.  

Waiting Lists  

Burgmann OSHC will endeavour to provide a place for all children requiring care. Waiting lists 
will only be created if all permanent places have been filled. Families will be notified as a place 
becomes available.  

Absences  

If your child is absent from school, please advise the program via email to 
afters@burgmann.act.edu.au or on 0412 665 276. This makes it easier for educators to 
account for all children. Session fees will still be applicable. 

To avoid charge please provide the period of notice outlined below: 
Permanent bookings:   One week’s written notice 
Casual bookings:   24 hours’ notice 
Holiday Program bookings: Medical certificate in the name of the absent child/ren 

Programs approved for the purposes of CCB and CCR fall in line with Family Assistance Law 
with regard to absences. Child Care Benefit (CCB) can only be paid on the first 42 absences. 
After these initial absences, CCB can only be paid where there is written evidence of illness 
(doctor’s certificate), non-immunisation, rostered days off/rotating shift work, temporary 
closure of a school or pupil-free days, periods of local emergency, shared care arrangements 
due to a court order, parenting plan or parenting order, attendance at preschool or 
exceptional circumstances. Absences following notice to withdraw from care are not entitled 
to CCB, and in some instances not entitled to Child Care Rebate (CCR).  

Booking Changes / Cancellations  

Should you wish to change or cancel your child’s permanent After School Care booking, 
requests must be received with at least one weeks’ notice (in writing to the Director), 
otherwise fees will be charged. CCB, and in some instances CCR, cannot be claimed on 
absences after notice of withdrawing form care has been given.  

Holiday Program changes and cancellations are non-refundable once bookings have been 
confirmed. 

Should you wish to cancel your child’s casual booking, 24 hours’ notice must be given to the 
Director, otherwise the fee will be charged. This notice period allows us the opportunity to 
accept another casual booking.  
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Arrivals and Departures  

Arrivals  
Early Childhood Education and Care – National Regulations 99, 168(2)(f), National Quality Standard 7.3 

After School Care:  
(Educators will make special arrangements for children who are new to a program)  

Early Childhood children (Valley and Forde): 

 3 and 4 year old Preschool and Kindergarten children will be collected from their 
classrooms each afternoon by an OSHC educator.  

 Year 1 and 2 children will make their way straight from class at the end of the day. 

Junior School children:  

 Years 3, 4 and 5 children will make their way straight from class at the end of the day. 

Middle School (Year 6) children: 

 Valley campus: Families who elect for Year 6 children to attend the program at Valley 
will catch the school bus across to the Valley JS program. Once they arrive at the Valley 
campus, they will make their way straight to the program where they will be signed in. 

 Forde campus: Families who elect for Year 6 children to attend the program at Forde 
will make their way to the EC program straight from class at the end of the day. 

All children arriving to programs will be required to make themselves known to staff members 
where they will be signed in and provided with sunscreen (as per our Sun Protection Policy).  

Children participating in after school co-curricular activities before coming to After School Care 
should make themselves known to staff upon their arrival. They will then be offered afternoon 
tea and informed of the afternoon’s activities. 

Any child booked to attend, but not present by 3:30pm, and not known to be attending a co-
curricular activity, will be sought within the school grounds. If their whereabouts cannot be 
established by the program’s Lead Educator or Director, their parent or guardian will be 
contacted by telephone.  

Holiday Program:  

Parents should confirm the arrival of their child with program educators. Children must be 
signed in to each session by an accompanying adult. Bags and belongings should be placed in 
designated areas.  

Departures  
Early Childhood Education and Care – National Regulations 168(2)(m), National Quality Standard 7.3 

Please make yourself known to an OSHC educator before collecting your child. If your child is 
using equipment when you arrive, please encourage them to pack away. An educator can 
assist if needed.  

Children must be signed out by a parent/guardian, or person authorised by a parent/guardian, 
on the program roll, noting the correct time beside your signature. Our program rolls are legal 
documents and are vital in accounting for children’s whereabouts.  
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Children will only be permitted to leave an OSHC program with an adult authorised through 
the enrolment process or in accordance with a parent’s written request. If program educators 
do not know the person collecting your child, they may ask them for photo identification 
and/or contact you before releasing your child. When a new person is collecting your child, 
please inform the Director, or your child’s program coordinator, in writing of the person’s full 
name and relationship to the child. This allows us to ensure only persons authorised by parents 
or guardians are collecting children.  

Should a program educator have serious doubts as to whether a person collecting a child is fit 
to have that child released into their care the staff member will:  

 raise the issue with the person concerned;  

 suggest alternatives or offer to call a friend or taxi;  

 contact the Director who will in turn contact the principal; 

 contact the police if:  
o the person becomes violent or  
o the person leaves with the child, giving registration details and direction of travel;  

 decide if it’s necessary to notify the relevant government authorities, and, if so, do so 
within 24 hours.  

Late Departures  

Please arrive to collect your child by 5:55pm. This will ensure that your child is able to pack 
away equipment and collect their belongings in time to vacate the premises by our closing 
time of 6:00pm. It also gives educators and families a few minutes to speak about any urgent 
matters.  

Penalty fees will be applied where children are collected from 6:01pm. Our educators finish 
their shifts at 6:00pm and should reasonably expect to leave at this time to attend to their own 
family and other commitments. Our programs are only licensed to care for children up until 
6:00pm. If you are unavoidably delayed and anticipate arriving after 6:00pm, please phone 
your child’s program as detailed on page 1 or the Director on 0412 665 276. We appreciate 
your consideration.  

If a child remains at the program after 6:01pm we will contact their parent/guardian in the first 
instance, followed by emergency contacts by telephone. If a child still remains at the program 
at 6:30pm, and educators are unable make contact with a parent/guardian, or emergency 
contact they will notify the Director who will contact Care and Protection services on 1300 556 
729.  

Whilst children are in attendance at an OSHC program they will be provided opportunities to 
participate in programmed activities. Occasionally this means they may not be found in the 
program’s regular space for a period of time. In these instances, where possible, parents will 
be informed of dates and times before the commencement of that program’s session. Where 
that is not possible, the Lead Educator of the program will leave a notice detailing where the 
children are, and when they are due to return, as well as a contact number. Such notices will 
be left on the parent sign-in table, or the door of the regular venue.  
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SAFETY AND WELLBEING  

Sun Protection and Footwear 
Early Childhood Education and Care – National Regulations 168(2)(a), National Quality Standard 2.3, 7.3  

Burgmann Anglican School is accredited as a SunSmart school. All children and educators 
during OSHC programs are required to wear a SunSmart hat and clothing whilst outdoors, 
except in the months of June and July. Children without a hat will be required to stay in shaded 
areas, or indoors, when the choice is available. OSHC programs will supply sunscreen, or 
children may use their own. For further information, please refer to our SunSmart Policy. 
Please ensure that your children are dressed in SunSmart clothing whilst attending Holiday 
Care programs. All children attending OSHC programs must wear suitable covered footwear, 
except as specified for certain holiday program events.  

Smoking  

Smoking, is prohibited at all school and childcare premises, including outdoor areas.  

Accident Prevention  
Early Childhood Education and Care – National Regulations 168(2)(h), National Quality Standard 2.3, 7.1, 7.3 

The following health and safety procedures have been put in place to help minimise the risk of 
accidents to educators, children and others who visit and use OSHC programs:  

 We acknowledge the role parents/carers have in assisting us to ensure that the 
environment remains safe, and ask that items which may be potentially hazardous (eg 
knives in lunchboxes, toys with small parts) not be introduced to programs;  

 OSHC educators will carry out daily safety checks on all spaces and areas to be used;  

 Equipment and facilities are checked periodically by the Facilities Manager;  

 Dangerous or sharp implements and chemical products will be kept in lockable storage;  

 Children may only enter the kitchen when supervised by an educator;  

 When gardening and handling soil and potting mix, children will be required to wear 
gloves and offered dust masks;  

 Emergency contact numbers, including but not limited to 000 and the Poison 
Information Line, will be stored on service mobile phones;  

 Medications to be administered at OSHC programs are to be handed directly to 
educators by parents and an Authority to Administer Medication Form must be 
completed;  

 Parents and educators are asked to adhere to the speed limits and parking indications 
on school property and in the car park, and to be particularly vigilant when reversing 
out of the car parks;  

 Parents are to supervise their children, including siblings, when exiting OSHC programs;  

 Ceramic plates may be used for afternoon tea, and glass jars and bottles may be used 
under adult supervision. Children will be taught how to manage and handle such things, 
including how to remain safe around a broken item.  

Emergency procedures  
Early Childhood Education and Care – National Regulations 97, 168(2)(e), National Quality Standard 2.3, 7.3 

Emergency procedures will be practised each term and holiday care period, as required by 
Education and Care national regulations. This will ensure children are aware of the emergency 
evacuation and lock down procedures, and educators will attempt to familiarise them with the 
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noise of the alarm. Evacuation procedures and routes will be displayed on walls of the each of 
the programs near all outdoor exits. If we are required to evacuate the building, your child will 
be taken to the evacuation point, and a notice will be placed on the door of the program.  

Mandatory Reporting  
Early Childhood Education and Care – National Quality Standard 2.3 

As part of Burgmann’s determination to protect the security and safety of children at all times, 
and in the affirmation and dignity of every child, active measures are put into place to prevent 
the occurrence of child abuse or neglect. Where abuse or neglect has occurred, or is suspected 
to have occurred, educators are legally obliged (mandated) to notify Care and Protection 
services.  

Health and Hygiene  

Hand washing  
Early Childhood Education and Care – National Regulations 88, 168(2)(c), National Quality Standard 2.1, 7.3 

This is an essential part of hygiene procedures in early childhood education and care, as it is 
the most effective way to stop the spread of infection. The correct procedure for effective 
hand washing is displayed at hand washing sinks at OSHC programs.  

Educators will wash their hands:  

 At the commencement of their shift;  

 Before food preparation;  

 Before eating;  

 Before and after giving First Aid treatment;  

 After toileting or using a tissue;  

 After handling rubbish; and  

 After gardening or messy activities.  

Children will be required to wash their hands:  

 Before food preparation;  

 Before eating;  

 After toileting;  

 After handling rubbish; and  

 After gardening or messy activities.  

Illness 
Early Childhood Education and Care – National Regulations 85, 88, 168(2)(b), 168(2)(c), National Quality Standard 2.1, 2.3, 
7.3  

If a child becomes ill whilst attending an OSHC program, parents/guardians will be contacted. It 
may be requested that children be collected in line with Illness, Immunisation and Infectious 
Diseases Policy and Procedures. In the event that educators are unable to make contact, 
emergency contacts will be called. Every effort will be made to ensure the child’s comfort until 
they can be collected.  

Please note that a child who becomes sick during school hours will be asked to be collected 
from school, rather than going on to attend an ASC program.  
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Children and staff with an infectious condition will be excluded from the program, as per the 
ACT Health guidelines, detailed in the Illness, Immunisation and Infectious Diseases Policy and 
Procedures. A poster detailing the minimum recommended exclusion periods is displayed on 
each OSHC program family noticeboard. Please notify staff immediately if your child has been 
exposed to a communicable disease, so that we can notify families and educators of possible 
exposure if required.  

Action and Health Management Plans  
Early Childhood Education and Care – National Regulations 90,91 168(2)(d), National Quality Standard 2.1, 2.2, 2.3, 7.3 

Children who:  

 suffer from a medical condition, including but not limited to:  
o severe allergy  
o asthma  
o epilepsy  

 may require additional medication or medical care,  
are required to have an Action Plan or Health Management Plan provided upon enrolment or 
as soon as practical. Plans are available from the OSHC page of the Burgmann website. 

This plan must be updated regularly to ensure it is current. Details of actions to be taken, extra 
medication (including parental consent for administration if required) and emergency contact 
details in the event of symptoms should be specified in the plan, and the parent/guardian and 
family doctor must sign it. 

Food and Nutrition  

Allergy Aware 

If your child suffers from an allergy we ask that you provide as much information as possible 
during the enrolment process. If the allergy develops after enrolment, please update your 
details through My Family Lounge. 

We ask that no food items containing nuts be brought to OSHC programs. As part of our 
responsibilities for the protection and care of children, we will ensure that all educators and 
families are notified and educated about the dangers that nut products may inflict on those 
who suffer from these allergies. Please note that this includes all types of nuts, not only 
peanuts. No nut products will be served for afternoon tea.  

Nutrition  
Early Childhood Education and Care – National Regulations 168(2)(a), National Quality Standard 2.2, 7.3 

Many eating habits are formed during childhood, and persist throughout life. We recognise our 
responsibility to each child’s development whilst in care to ensure that they are offered 
healthy and nutritious food. The most important factor is to ensure that children are exposed 
to a variety of foods and that a balance of food types are provided. Thus our afternoon teas 
will reflect this balance.  

Afternoon Tea  

Afternoon tea will be a shared meal for children attending After School Care. OSHC educators 
will provide a variety of fruit and vegetables for afternoon tea, and water will always be 
available from the drinking fountains. A term menu will be displayed on the notice board at 
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each program. These menus are developed to reflect the time of year, as well as children’s 
preferences. Some possible menu options are:  

 Pasta  

 Homemade pizza  

 Rice or corn thins with a variety of toppings  

 Fruit crumble with custard  

 Rice crackers, cheese, dried fruit  

 Breakfast cereal which may include corn flakes or rice bubbles  

 Wholegrain sandwiches with a variety of fillings  

 Savoury muffins and slices  

Children will be regularly offered opportunities to participate in supervised ‘allergy aware’ 
cooking experiences. Where these experiences involve treats such as homemade cookies or 
cakes children will be educated about ‘often’ and ‘sometimes’ foods.  

As part of our program, small groups of children may be offered an opportunity to assist with 
the preparation and serving of food. In these instances they will be working under the 
supervision of an educator.  

Behaviour Guidelines  

Early Childhood Education and Care – National Regulations 155-156, 168(2)(j), National Quality Standard 5.1, 5.2, 7.3 

A child who is fully engaged usually demonstrates positive behaviour. Therefore OSHC 
educators will make every effort to be sensitive to the interests and needs of individual 
children, in order to minimise inappropriate behaviours. 

Educators at Burgmann OSHC are committed to a behaviour management approach that 
supports all children and helps them to develop and refine social skills, resilience and 
relationships.  

Children are encouraged to be thoughtful, respectful and responsible for their own actions. We 
understand that these social skills do not always come naturally or immediately to children and 
we are committed to supporting the children to develop this approach in partnership with 
families. 

Our overall goal is to have an environment at Burgmann Anglican School which is safe, happy 
and comfortable.  Social challenges amongst children are a normal part of their development 
as they work out who they are in our wider world.  We aim to work together to help them in 
this journey. 

Prevention techniques used by educators include:  

 Establish trust and respect with all children;  

 Treat all children fairly;  

 Ensure that the environment is set up to minimise inappropriate behaviour eg 
appropriate variety and amount of equipment, all areas supervised;  

 Involve children in establishing play and safety limits, in accordance with best practice 
guidelines, and determining appropriate consequences when limits are not respected;  

 Model appropriate behaviour and language;  

 Give children adequate warning before the transition to another activity;  
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 Show sensitivity to children’s needs by planning a pattern of quiet and active activities 
and monitoring for excitement and tiredness;  

 Teach children to respect the rights of others and provide them with the language to 
empower them in a difficult situation;  

 Provide opportunities for children to seek information on appropriate ways to deal with 
their emotions;  

 Take into account the children’s ages, abilities, developmental needs, backgrounds and 
possible reasons for behaviour; and  

 Spend time with groups of children, talking about possible ways to behave in different 
situations.  

Inappropriate behaviour  

Making mistakes is part of the learning process, so whilst inappropriate behaviour will be dealt 
with accordingly, we accept that it is often part of the natural development of the child. 

Behaviours such as verbal insults, misuse of equipment, ignoring educator instructions or 
exclusion of others are considered to be inappropriate. In these instances the program 
coordinator will decide on appropriate consequences for each behaviour. These consequences 
will have a direct correlation to the individual child and behaviour eg helping to clean up a 
mess. 

A child will only be separated from the group when other techniques such as distraction and 
praise for appropriate behaviour have not succeeded. Separation will be used as a short time 
to ‘cool off’ and will only occur after a clear warning has been issued and the child given a 
chance to remedy their behaviour. The child will be asked to sit away from the activity in full 
view of educators.  

At no time will educators use physical punishment, isolation, humiliation or negative labelling 
as behaviour guidance strategies. 

Families will be notified of serious behaviour issues. The aim of such discussions will be to 
assist both the family and educators to implement strategies that will help the child participate 
in the program.  

Educators may seek the advice and support of the Head of Early Childhood, Junior or Middle 
School, or an outside agency, such as the Inclusion Support Agency. Parents’ permission will be 
requested before support is requested for an individual child.  

Behaviours such as intentional physical violence towards other children or educators will not 
be tolerated. If such behaviours occur, the child’s parents will be contacted and asked to 
collect their child immediately. Such situations will be documented and followed up by a 
conference to support the child to attend programs safely. Strategies for the child’s 
participation in the program will be discussed and agreed upon between parents, OSHC 
Director and the child’s program Lead Educator. Documentation will be securely filed with the 
OSHC Director. 

Children with Additional Needs  

To ensure that children with additional needs are fully included in OSHC programs, families are 
requested to provide as much information as possible about the child’s needs and abilities 
upon enrolment. Our aim is to ensure that children feel secure, happy and valued in the 
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program, and that educators are familiar with the needs of each child and can accommodate 
these at OSHC programs.  

Where staff members determine there is a need, the Director may request a meeting with 
other professional personnel to discuss how the child can be fully included in all aspects of the 
OSHC program. Following consultation with families, teachers, ACT Inclusion Support Agency 
and other professionals, a decision will be made regarding the level of support that can be 
offered to the child. In some cases (determined by Inclusion Support Agency) there may be 
additional funding available to support participation and inclusion.  

Communication  

Family Involvement Policy  

Meaningful communication between educators, families and children is an essential 
component of the successful day-to-day operation of OSHC programs. Both informal 
discussions and formal meetings are a part of the range of communication, and these are 
supported by written information which may be given to parents or is accessible on the 
Burgmann Anglican School website.  

Families are encouraged to contribute to OSHC as much as they wish or are able to. Some of 
the ways families may be involved in OSHC are:  

 giving educators extra information to help us better care for your child,  

 suggesting a menu item or activity and  

 visiting the service to share a special skill or tell us about your occupation.  

We recognise that families are busy and have many other commitments. While families are 
more than welcome to become involved, there is no pressure or obligation to do so.  

Communication with Families  

An OSHC family noticeboard is located at each program. This is used to share information 
about educators, the weekly program, term menu, special occasions, policies and other 
notices.  

OSHC coordinators are always happy to have short, informal discussions about our program or 
your child when you collect your child. As our duty of care is to the children while on program, 
we request that you make an appointment with the Director for any lengthy discussions.  

OSHC information is also provided through the OSHC tab on the Burgmann Anglican School 
website and through the school newsletter.  

Grievances and Complaints Procedures  

Early Childhood Education and Care – National Regulations 168(2)(o), National Quality Standard 7.1, 7.3 

Burgmann Anglican School aims to provide appropriate processes for customers, educators 
and the community to raise concerns and to have these concerns addressed. These processes 
uphold principles of honesty, fairness and justice.  

The complainant has a right to:  

 be heard;  

 have their complaint treated seriously;  

 be informed of the processes of complaints handling;  



 

OSHC Handbook 2016  January 2016  Page 18 of 25 

 be informed of the outcome of the process.  

The School aims to resolve all complaints in a transparent, comprehensive and timely manner.   

Customer complaints  

A customer includes a child or their parent or guardian that accesses our programs. It can also 
include a potential customer, for example a family on a waiting list to attend our programs.  

Families are encouraged to raise their concerns with the Lead Educator in charge of the 
program, if it is a brief or minor complaint. More serious complaints which may involve a 
lengthy discussion should be raised with the Director of Outside School Hours Care, either in 
writing or by making an appointment during office hours.  

Children with a grievance are encouraged to speak with an educator as soon as the issue 
arises, so that we may begin to deal with it promptly. If the educator cannot resolve the issue 
to the child’s satisfaction, the child may refer their complaint to the program’s Lead Educator. 
They may also submit a written complaint through our Suggestion Box located at each 
program’s sign in/out area.  

All complaints will be acknowledged by the Assistant Director or Director of Outside School 
Hours Care, either verbally or in writing.  

Educator complaints  

Any paid employee or volunteer of an OSHC program or Burgmann Anglican School, should 
direct their complaint to the Director of Outside School Hours Care in the first instance. 

Community complaints  

Any member of the community who has a complaint about Burgmann OSHC should direct their 
complaint to the Director of Outside School Hours Care or the appropriate Head of School.  
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Appendices  
 

Appendix 1 

Recommended Minimum Exclusion Periods 

Condition  Exclusion of case Exclusion of contactsa 
Campylobacter infection  Exclude until there has not been a loose bowel motion 

for 24 hoursb 
Not excluded 

Candidiasis (thrush)  Not excluded  Not excluded 

Cytomegalovirus (CMV) 
infection  

Not excluded Not excluded 

Conjunctivitis  Exclude until discharge from the eyes has stopped, 
unless a doctor has diagnosed non-infectious 
conjunctivitis 

Not excluded 

Cryptosporidium  Exclude until there has not been a loose bowel motion 
for 24 hoursb 

Not excluded 

Diarrhoea (no organism 
identified)  

Exclude until there has not been a loose bowel motion 
for 24 hoursb 

Not excluded 

Fungal infections of the skin 
or nails (e.g. ringworm, tinea)  

Exclude until the day after starting appropriate 
antifungal treatment 

Not excluded 

Giardiasis  Exclude until there has not been a loose bowel motion 
for 24 hoursb 

Not excluded 

Glandular fever 
(mononucleosis, Epstein–Barr 
virus [EBV] infection)  

Not excluded Not excluded 

Hand, foot and mouth disease  Exclude until all blisters have dried Not excluded 

Haemophilus influenzae type 
b (Hib)  

Exclude until the person has received appropriate 
antibiotic treatment for at least 4 days 

Not excluded 
Contact a public health unit 
for specialist advice 

Head lice (pediculosis)  Not excluded if effective treatment begins before the 
next day at the education and care service The child 
does not need to be sent home immediately if head lice 
are detected 

Not excluded 

Hepatitis A  Exclude until a medical certificate of recovery is received 
and until at least 7 days after the onset of jaundice 

Not excluded  
Contact a public health unit 
for specialist advice about 
vaccinating or treating 
children in the same room 
or group 

Hepatitis B  Not excluded Not excluded 

Hepatitis C  Not excluded Not excluded 

Herpes simplex (cold sores, 
fever blisters)  

Not excluded if the person can maintain hygiene 
practices to minimise the risk of transmission  
If the person cannot comply with these practices (e.g. 
because they are too young), they should be excluded 
until the sores are dry  
Sores should be covered with a dressing, where possible 

Not excluded 

Human immunodeficiency 
virus (HIV)  

Not excluded If the person is severely immune 
compromised, they will be vulnerable to other people’s 
illnesses 

Not excluded 

Human parvovirus B19 (fifth 
disease, erythema 
infectiosum, slapped cheek 
syndrome)  

Not excluded Not excluded 

Hydatid disease  Not excluded Not excluded 
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Condition  Exclusion of case Exclusion of contactsa 

Impetigo  Exclude until appropriate antibiotic treatment has 
started Any sores on exposed skin should be covered 
with a watertight dressing 

Not excluded 

Influenza and influenza-like 
illnesses  

Exclude until person is well Not excluded 

Listeriosis  Not excluded Not excluded 

Measles Exclude for 4 days after the onset of the rash Immunised and immune 
contacts are not excluded 
For non-immunised 
contacts, contact a public 
health unit for specialist 
advice All 
immunocompromised 
children should be excluded 
until 14 days after the 
appearance of the rash in 
the last case 

Meningitis (viral)  Exclude until person is well Not excluded 

Meningococcal infection  Exclude until appropriate antibiotic treatment has been 
completed 

Not excluded Contact a 
public health unit for 
specialist advice about 
antibiotics and/or 
vaccination for people who 
were in the same room as 
the case 

Molluscum contagiosum  Not excluded Not excluded 

Mumps  Exclude for 9 days or until swelling goes down 
(whichever is sooner) 

Not excluded 

Norovirus  Exclude until there has not been a loose bowel motion 
or vomiting for 48 hours 

Not excluded 

Pertussis (whooping cough)  Exclude until 5 days after starting appropriate antibiotic 
treatment, or for 21 days from the onset of coughing 

Contact a public health unit 
for specialist advice about 
excluding non-vaccinated 
contacts, or antibiotics 

Pneumococcal disease  Exclude until person is well Not excluded 

Roseola  Not excluded Not excluded 

Ross River virus  Not excluded Not excluded 

Rotavirus  infection Exclude until there has not been a loose bowel 
motion or vomiting for 24 hoursb 

Not excluded 

Rubella (German measles)  Exclude until the person has fully recovered or for at 
least 4 days after the onset of the rash 

Not excluded 

Salmonellosis  Exclude until there has not been a loose bowel motion 
for 24 hoursb 

Not excluded 

Scabies  Exclude until the day after starting appropriate 
treatment 

Not excluded 

Shigellosis  Exclude until there has not been a loose bowel motion 
for 24 hoursb 

Not excluded 

Streptococcal sore throat 
(including scarlet fever)  

Exclude until the person has received antibiotic 
treatment for at least 24 hours and feels well 

Not excluded 

Toxoplasmosis  Not excluded Not excluded 

Tuberculosis (TB Exclude until medical certificate is produced from the 
appropriate health authority 

) Not excluded  
Contact a public health unit 
for specialist advice about 
screening, antibiotics or 
specialist TB clinics 
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aThe definition of ‘contacts’ will vary according to the disease—refer to the specific fact sheet for more information.  

b If the cause is unknown, possible exclusion for 48 hours until the cause is identified. However, educators and other staff 
who have a food handling role should always be excluded until there has not been a loose bowel motion for 48 hours. 

Adapted from SA Health Communicable Disease Control Branch http://www.dh.sa.gov. au/pehs/ygw/index.htm .Note that 
exclusion advice is consistent with the Communicable Diseases Network Australia Series of National Guidelines (SoNGs), 
where available. 

Staying Healthy. Preventing infectious diseases in early childhood education and care services | 5th Edition | Printed 
June 2013 NHMRC Ref. CH55e 

Things to remember: 

 Children, educators and other staff who are unwell should stay home from education 
and care services.  

 Even if they do not have a condition that requires exclusion, the best place for an ill 
child to rest and recover at home with a parent or carer. 

 The recommended exclusion periods in the above table are based on how long a person 
with a specific disease is likely to be infectious.  

 These are the minimum exclusion periods — children and educators may need to stay 
home for longer until they are well enough to return to the service.  

 The recommendation ‘Not excluded’ means that there is not a significant risk of 
spreading the infection to others, and exclusion is not necessary 

Non-infectious Exclusion 

 In general parents will be contacted to collect their child if they: 

o Have a temperature of more than 38.0° Celsius; 

o Are crying constantly as a result of discomfort due to illness; 

o Are reacting badly to medication; and/or 

o Are in need of one to one care. 

 If parents are unable to be contacted the 'emergency contacts' will be sought. A quiet 

space will be provided for the child waiting to be collected. 

 The decision to exclude a child who is sick will be the responsibility of the Nominated 

Supervisor or person placed in day to day charge of the service. 

Early Childhood Education and Care – National Regulations 88, 168(2)(c), National Quality Standard 2.1, 7.3

Condition  Exclusion of case Exclusion of contactsa 

Varicella (chickenpox) disease 
Otherwise, not excluded 

Exclude until all blisters have dried—this is usually at 
least 5 days after the rash first appeared in 
nonimmunised children,  and less in immunised children  

Any child with an immune 
deficiency (for example, 
leukaemia) or receiving 
chemotherapy should be 
excluded for their own 
protection as they are at 
high risk of developing 
severe 

Viral gastroenteritis (viral 
diarrhoea  

) Exclude until there has not been a loose bowel motion 
for 24 hoursb 

Not excluded 

Worms  Exclude if loose bowel motions are occurring Exclusion is 
not necessary if treatment has occurred 

Not excluded 



 

22 

OSHC Handbook 2016 January 2016 Appendix 2 

Appendix 2 

Burgmann Anglican School  

Outside School Hours Care 

Holiday Program Timetable 2016-17 

Burgmann Holiday Program – B Block (Valley Campus) 
Children in Years K-6 

2016 2017 
Summer: 

Mon 11 Jan – Fri 29 Jan 
(excluding public holidays) 

Summer: 
Mon 9 Jan – Fri 27 Jan 
(excluding public holidays) 

Autumn: 
Mon 11 April – Fri 22 April  

Autumn: 
Mon 10 April – Mon 24 April 

(excluding public holidays) 
Winter: 

Mon 27 June – Fri 15 July  
Winter: 

Mon 26 June – Fri 14 July  

Spring: 
Tues 27 Sept – Fri 7 Oct 
(excluding public holidays) 

Spring: 
Tues 26 Sept – Fri 6 Oct 
(excluding public holidays) 

Christmas: 
Fri 9 Dec – Fri 16 Dec  

Christmas: 
Fri 8 Dec – Fri 15 Dec  

 

Term Dates 2016 

Term 1: Wed 3 Feb – Fri 8 Apr 
Term 2: Tues 26 Apr – Fri 24 June  
Term 3: Mon 18 July – Fri 23 Sept 
Term 4: Mon 10 Oct – Thurs 8 Dec 

Term Dates 2017 

Term 1: Wed 1 Feb – Fri 7 Apr 
Term 2: Wed 26 Apr – Fri 23 June  
Term 3: Mon 17 July – Fri 22 Sept 
Term 4: Mon 9 Oct – Thurs 7 Dec 

 


