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Nailsworth Primary School OSHC
We believe:

Service Philosophy

That children, parents and staff are unique in their own way and at this service we aim to
provide a calm and friendly place with a well balanced programme.

Each child, parent/guardian and educator are entitled to voice individual opinions,
suggestions and feedback for the greater good of the service, and are actively encouraged
to participate within the service.
The aim of Nailsworth Outside School Hours Care is to provide a safe, friendly and caring
environment for the care of all children attending.
We aim:
•

To provide and promote a safe, clean and healthy environment.

•

To respect children, staff and educators.

•
•
•
•
•
•
•
•

To provide healthy, nutritional breakfasts and afternoon snacks.
To accept that each family is unique with individual interests, abilities, beliefs,
customs and cultures.

For all staff to be aware of special skills, talents and individual needs of each child
and his or her family.

Through play, for children in middle childhood to learn, at their own pace through
active involvement where creativity, curiosity, exploration and interaction with
others are important.
To support families in their task of nurturing their child/children to encourage self
confidence, self discipline, spontaneity and curiosity which will assist in social and
emotional health.
To provide an atmosphere where the foundations of respect for others is
established, along with respect for equipment and materials.

For staff to work in a harmonious, happy, supportive environment where open
communication is encouraged and respected.

To provide staff support and access to information and in-service training to assist
them as role model educators.
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Health and Safety
Quality Area:

2. Children’s health and safety

Policy Number:

CHS10

Policy Name:
NQ Standards:

Nutrition Policy

2.1.1, 2.1.3, 2.1.4, 2.2.1

Policy Statement

High quality nutritious food is vital for the growth and development of children. Nutritional quality
is important to ensure children receive levels of nutrients specified in recommended dietary intakes.
Therefore the NPS OSHC service plays a significant role in helping children develop healthy and
positive attitudes towards food. Families will be consulted and are encouraged to share family and
multicultural values and experiences with the service.
At Nailsworth Primary School OSHC:
 The following documents are used to guide menu planning; ‘The Australian Dietary
Guidelines 2013, Providing the scientific evidence for healthier Australian diets.’ In
combination with the ‘Right Bite Policy’ from DECD, ‘The Right Bite Food and Drink
Spectrum’ and the ‘Eat Smart, Play Smart - A Manual for Out of School Hours Care.’
 Food and beverages provided are nutritious, varied and of a sufficient quantity to ensure
children have an appropriate amount to meet their growth and developmental needs.
 Food and beverages supplied take into account the cultural, religious and health
requirements of the children and families accessing the service.
 Children are encouraged to try new foods, but no child will be forced to eat something
he/she does not like, or which is inconsistent with his/her religious/cultural or dietary needs.
 Denial of food is never be used as a punishment.
 Food and beverages are prepared and stored hygienically in accordance with the Australian
Food Safety Standards.
 Snack times are treated as social occasions. This is a time when educators interact with the
children to encourage good eating habits and a variety of foods and drinks.
 Fresh drinking water is always available.
 Where possible, snacks and drinks will reflect a wide variety of cultures, especially the
cultures of families and within the local community.
 Preservatives and additives will be limited as much as possible.
 Where children are on special diets, the service will work with the families to develop a list
of suitable foods and their child’s preferences or to supply special foods.
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Children are encouraged to wash their hands before eating or food preparation, and observe
the requirements of safe food handling.
It is recognised that on occasion, the service may diverge from guidelines for special
purposes or celebrations.
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The Right Bite Policy and The Rite Bite Food and Drink Spectrum Guide
https://www.decd.sa.gov.au/sites/g/files/net691/f/easy_guide_to_healthy_food_and_drink_s
upply_in_sa_schools_and_preschools.pdf
Australian Food Safety Standards
http://www.foodstandards.gov.au/media/pages/foodstandardsnews/Default.aspx
Eat Smart, Play Smart, Heart Foundation

Australian Dietary Guidelines www.eatforhealth.gov.au

The Eat Well Be Active Strategy for South Australia 2011-2016
http://www.sahealth.sa.gov.au/wps/wcm/connect/e8f366804951e78bb999fb3b73084503/E
WBA-Strategy-PHCS-HealthPromotion20111207.pdf?MOD=AJPERES&CACHEID=e8f366804951e78bb999fb3b73084503
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Quality Area:

2. Children’s health and safety

Policy Number:

CHS13

Policy Name:
NQ Standards:

Sun Protection Policy
2.1.1, 2.3.1, 2.3.2

Policy Statement

Nailsworth OSHC has a duty of care to ensure that all persons are provided with a high level of sun
protection during the hours the services operates.
It is understood by staff / carers, children and families that there is a shared responsibility between
the service and other stakeholders that the sun protection policy and procedures are accepted as a
high priority.
In meeting Nailsworth OSHC duty of care, it is a requirement that management and staff implement
and endorse the service’s sun protection policy and ensure a level of protection to all persons who
access the services facilities and / or programs.
Strategies and Practices
Protective Clothing:
 Broad brimmed hats and Legionnaire hats will be worn for all outside activities with the
exception of June, July and August of each year.
 Children and staff are required to wear their hats in these months when the UV level may
reach 3 and above during the middle of the day and if children are outside for a long period
of time.
 The above strategies will ensure that Vitamin D levels for staff and children are maintained
throughout June – August.
 The Anti-Cancer Foundation of SA states the following regarding Vitamin D:
Most Australians receive the bulk of their vitamin D supply from exposing their skin to small amounts
of ultraviolet radiation in sunlight. Due to low levels of ultraviolet radiation in South Australia during
the winter months, the Cancer Council SA does not generally recommend sun protection in June, July,
and August. This is to reduce the risk of vitamin D deviancy in South Australia.
Refer to Nailsworth School Sun Protection Policy
 Children who do not have a hat will be asked to play indoors, however that may not always
be possible due to staffing ratios. Therefore, children without hats will be restricted to
shaded areas when outdoors.
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Sleeveless dresses and singlets are not considered as appropriate clothing to protect
children from the sun. Sun safe attire is required.

Sunscreen:
 The service provides SPF 30+ broad spectrum sunscreen to all children and staff members. It
is accessible at all times.
 Children will be encouraged to apply sunscreen themselves every two hours (or as
manufacturer’s instructions) Permission will be sought at enrolment from the family for the
service to apply sunscreen.
 Some children may present with an allergic reaction to sunscreen. In this situation, the
service will stop applying the sunscreen, notify the family as soon as possible, and request
that the family supply appropriate sunscreen.
Role Modelling:
 Staff members and visitors to the centre are required to act as positive Sun Smart role
models by:
 Wearing sun protective hats, clothing and sunglasses (if possible) outside
 Applying SPF 30+ broad spectrum, water resistant sunscreen and seeking
shade whenever possible.
 Staff members are required to comply and implement the Sun Protection Policy at all times.
 Information regarding Sun smart practices is provided to families, children and staff regularly
through newsletters, parent handbook, posters and activities at the centre.
Document Information
Version
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Quality Area:

2. Children’s health and safety

Policy Number:

CHS14

Policy Name:
NQ Standards:

Water Safety

Policy Statement

Nailsworth Primary School OSHC acknowledges and recognises the risks associated with bodies
of water and takes the safety of children and educators in water based activities and around
bodies of water seriously. The service will ensure that every precaution is taken so that
children are able to enjoy water-based activities safely. Risks assessments will be carried out
for programmed water-based activities and the outcomes will under pin the educator to child
ratio for the activities.

Nailsworth OSHC Water Definition
The service recognises the following locations are bodies of water:
o
o

Swimming pools, wading pools, lakes, ponds, the ocean, creeks, dams and rivers
Equipment used by the service could contain 5cm or more of water and could allow a child
to submerge both nose and mouth at the same time

To ensure the safety of children around bodies of water the service will:
o
o
o
o
o

Undertake a risk assessment which will determine the required educator to child ratio for
the proposed activity
Ensure there are educators present that have current, approved first aid qualifications
including CPR as determined by the Australian Children’s Education and Care Quality
Authority
Have a preference for venues that provide additional supervision in the form of life guards
Ensure educators are placed in positions that allow them to directly and actively supervise
any child accessing a body of water
Avoid any venue with a body of water where sufficient precautions cannot be taken to
ensure the safety of water

The director will be responsible for:
o

Actively seeking venues that provide additional supervision in the form of life guards, when
there is a body of water present
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o
o
o

o

Conducting a risk assessment on any venue the service plans to visit, to ensure the service is
able to provide appropriate levels of supervision and that the risk does not exceed the
services ability to maintain the safety of children at all times
Ensuring a risk assessment is carried out on any activity the service sets up that allows
children to access a body of water
Ensuring educators position themselves in the venue so that every child is within sight of an
educator at all times and that supervision is direct and vigilant; and that educators rotate
their position in the environment on a regular basis to allow for movement and to maintain
vigilance
On a swimming excursion, having some educators designated to supervise children from
within the body of water

Document Information
Version
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Implementation Date

Author

Lauren Ryder

Review Date:
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December 2015

Approved by governing
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Quality Area:

2. Children’s health and safety

Policy Number:

CHS03

Policy Name:

Administration of First Aid

NQ Standards:

2.1.1, 2.1.3, 2.1.4

Nailsworth OSHC service recognises that a first aid response to children or adults suffering from a
physical, emotional or psychological condition is a matter of priority and so we will act to ensure all
possible assistance is rendered in accordance with state and national legislation.
Implementation:










In accordance with the Education and Care Services National Regulations, there will be at
least one educator rostered on at the service at all times with a current first-aid, asthma and
anaphylaxis qualification as approved by ACECQA. The same educator does not have to hold
all three qualifications. Records of current qualifications will be held on site at all times.
At all times, the priority of the educator will be the administration of appropriate and
prompt first aid as required, to ensure the safety and wellbeing of the children and
educators at the service.

In the event that a child is injured or falls unwell during the session, the designated first
aider will determine if the child is too unwell to remain at the service. The child will be
removed to a quiet area where possible. The designated first aider or Certified Supervisor
will contact the family or emergency contact to advise of the nature of the illness and that
someone needs to collect the child. An educator will remain with the child until a family
member or emergency contact arrives.

In the event of a serious injury or illness, the designated first aider will provide first aid and,
if necessary arrange ambulance transport to the appropriate hospital, as deemed necessary
or indicated in a child’s individual first aid plan. The designated first aider will ensure an
educator contacts the family or emergency contact as soon as practicable.
In the event that a child needs to be transported in an ambulance
o

If the designated first aider or educator is able to contact the family or emergency
contact and they are able to meet the child at the ambulance’s destination
immediately, an educator will ensure that all medical information held at the service
is provided to ambulance officers, record the destination and contact details of the
ambulance and pass this information on to the family as soon as practicable.
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o

If the designated first aider is unable to contact the family member or emergency
contacts for the child to immediately meet the child at the ambulance’s destination,
an educator will be required to travel in the ambulance to hospital with the child,
along with the child’s enrolment and medical information that is held at the service.










The travelling educator will continue to try to contact the emergency
contacts until someone can be reached.

The travelling educator will remain with the child until a family member or
emergency contact arrives to support the child.

The Certified Supervisor at the service will organise an emergency educator
to come to the service to ensure that the required child:educator ratios are
restored as soon as practicable.
The service will cover the cost of transport for the travelling educator to
return to the service.

Educators have a duty of care to call an ambulance in an emergency: this would include
instances where a child’s health was at risk due to parental delay in collecting the child.

Educators have a duty of care to responsibility provide first aid and seek emergency support
if appropriate: it is the parent/caregivers responsibility to follow up medical care and seek
advice for a doctor for non emergency conditions
Injured or unwell children will not be transported by educators using a personal vehicle
except when paramedics instruct the educator to transport a child to meet an ambulance.

Documentation

Incidents which require first aid attention will be recorded on the services Incident, Injury, Trauma
and Illness Records. A note will also be written on the sign in/out sheet
First Aid Kit



The first aid kits are located in the first kitchen cupboard on the right hand side as you walk
in. It is clearly labelled and identifiable.
In the event of an emergency that exceeds the supplies available at the service, the
designated first aider may access the first aid supplies held in the first aid room in the
school. Any first aid supplies utilised from the school must be replaced by the service as a
matter of priority.

The Director/Assistant Director must also ensure:


The contents of the first aid kits held at the service will meet the regulations as outlined in
the SafeWork SA Approved Code of Practice for First Aid in the Workplace and that any
specific equipment is also suitable for use with children.
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Accurate Material Safety Data sheets are available to the designated first aider.



First aid kits are checked each month to ensure supplies are within use-by dates and that the
contents of all first aid kids meet the minimum standard as listed in the Approved Code of
Practice for First Aid in the workplace. A list of required contents will be kept in the lid of
the first aid box for easy reference.






Sufficient first aid supplies are held at the service at all times

The first aid kit, policies and procedures are kept current to industry standards

The current and accurate contact details for an appropriate hospital and other emergency
contact information, including the Poisens Hotline, are displayed next to the phone in the
OSHC Office and is stored in the OSHC mobile phone
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Quality Area:

2. Children’s health and safety

Policy Number:

CHS15

Policy Name:
NQ Standards:

Incident, Injury, Trauma and Illness Policy
2.1.1, 2.1.3, 2.1.4, 2.3.2, 2.3.3, 2.3.4

Policy Statement

In line with the Education and Care Services National Regulations, the Nailsworth Primary School
Governing Council and OSHC Service is required to ensure that incident, injury, trauma and illness
are addressed, reported and recorded appropriately.
Definition of a serious incident:

The service recognises that following as serious incidents:
o
o
o
o

The death of a child while either at the service or as a result of an incident that occurred
while in the care of the service
Any incident involving injury, physical or emotional trauma to a child
The illness of a child that results or should have resulted in the child seeing a medical
practitioner or attending hospital
Any incident where the attendance of emergency medical services was or should have been
sought

The Department for Education and Child Development lists severe or serious injuries as:
o
o
o
o
o
o
o
o

Head, eye or back injuries
Loss of limbs or appendages
Bone fractures
Deep wounds requiring sutures
Serious muscular injuries
Burns
Ear injuries
Any other injuries where complications have set in after the initial injuries are sustained

Notice of serious incidents:

The service will ensure the family of a child involved in a serious incident is notified as soon as
practicable.

Page 13 of 81

Under section 147 (4) of the Education and Care Services National Law notice to the Education and
Early Childhood Services Registration and Standards Board of South Australia and the Department of
Education, Employment and Workplace Relations must be provided:
o
o

Within 24 hours or when the person becomes aware of the death of a child while either at
the service or as a result of an incident that occurred while in the care of the service
Within 24 hours or when the person becomes aware of any other serious incident

Incident, Injury, Trauma and Illness Records:

As stated in regulation 87: Incident, Injury, trauma and illness record, the service will keep a record
of any incident, injury, trauma or illness a child suffers while in care or as a result of being in care.
The record must include:
o
o
o
o
o
o
o
o
o

Name and age of child
The circumstances leading up to the incident or illness
The time and date the incident/illness occurred or began
Actions taken to care for the child
Any first aid provided/ medication administered
Any medical personnel who were contacted
Details of anyone who witnessed the incident
The name, time and date of the person/persons who were notified or attempted
notifications made about the incident/illness by the service
The name and signature of the person filling out the form and the date and time it was
signed

Document Information
Version

1.0

Implementation Date

Author

Lauren Ryder

Review Date:

Recommended by
OSHC Committee

December 2015

Approved by governing
council

May 2016

December 2015

Associated Documents
WHS Act 2011

Accident Record for Nailsworth Primary School OSHC - attached
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DATE/TIME

CHILD’S
NAME

AGE

NAILSWORTH OSHC INCIDENT, INJURY, ILLNESS RECORD

WHAT THE CHILD
WAS
DOING/LOCATION

INJURY/ILNESS

TREATMENT/ACTION

NOTIFICATION OF SERIOUS
INCUDENT TO MEDICAL
PERSONNEL & OR CAREGIVER
REQUIRED? YES/NO
TIME & DATE OF
NOTIFICATION OR ATTEMPTED
NOTIFICATION

WITNESS NAME

STAFF NAME
& SIGNATURE

CAREGIVER
SIGNATURE
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Quality Area:

2. Children’s health and safety

Policy Number:

CHS07

Policy Name:
NQ Standards:

Infectious Disease Policy
2.1.1, 2.1.3, 2.1.4

Policy Statement

The application of preventative measures through an infection control process aims to prevent the
spread of infection and will be followed by all people in the Out of School Hours Care centre at all
times.
Strategies and Practices:
 All staff and children are required to observe and maintain high standards of hygiene in the
provision of the Out of School Hours Care Service.
 Hand washing is considered to be the most effective way of controlling infection in the
centre. See Hygiene Policy.
 The service will ensure that toilets and hand washing facilities are easily accessible to
children.
 Notices, which clearly explain effective hand washing procedures, will be displayed next to
hand washing basins and toilets in various languages relevant to the service.
 Food will be prepared; kept and served hygienically.
 School cleaners clean OSHC each night of the school term. Staff ensures the centre is
cleaned thoroughly throughout each vacation care.
 The principles of hygiene will be included in the children’s’ programs and staff will initiate
discussion about these subjects with groups and individual children at appropriate times.
 Children who are not immunised will be excluded from care during outbreaks of some
infectious diseases such as measles and whooping cough.
 Parents / Guardians are required to notify staff at the centre of any infectious disease that
their child may have contracted or been in contact with.
 Children or staff members with infectious diseases will be excluded from the centre until the
infection clears and they have a clearance medical certificate.
 In outbreak of an infectious disease at the service occurs, the service will ensure that a
parent or an authorised emergency contact of each child being educated and cared for by
the service is notified of the occurrence as soon as practicable.
 If a staff member is unwell they should not report to work. Staff members should contact
the Director at the earliest possible time to advise of their inability to work.
 Staff will be provided with information regarding infection control and regular updates will
be provided at staff meetings.
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Refer to the SA Health website www.sahealth.sa.gov.au for up to date exclusion periods.
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SA Health, Exclusion from child care, preschool, school and work , www.sahealth.sa.gov.au
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Quality Area:

2. Children’s health and safety

Policy Number:

CHS05

Policy Name:
NQ Standards:

Medical Conditions Policy
2.1.1, 2.1.4

Policy Statement

Nailsworth OSHC is committed to protecting and supporting the health, safety and wellbeing
of all children enrolled. Nailsworth OSHC will assist children to manage medical conditions
and assist with medication where the medication is prescribed by a doctor, has the original
label detailing the child’s name, required dosage and storage requirements and is
accompanied by a medication plan. Nailsworth OSHC support children to develop safe selfmanagement of their health care needs, in line with their age and stage of development.
Medical Conditions
Families are to state on the Nailsworth OSHC enrolment form any existing medical
conditions relating to their child/ren. Families are to provide Nailsworth OSHC with a
current medical management plan including:
o Medical Information Form (see attachment)
o Medication Authority (see attachment)
o Individual First Aid Plan (see attachment)

This is to ensure educators are informed of the required procedures and understand that
the plan must be followed.
The service will:
o Set up a process for informing all educators of the needs of the individual child and
the medical plan practice. This will be done in a private and confidential manner.
o Undertake a risk assessment to identify what will be needed to support the inclusion
of the child with a medical condition. Family input will be sought.
o Implement identified strategies and processes to support children with identified
health care needs.
o Implement practices to ensure the families are kept fully informed.
Medication Notification
Any type of medication cannot be given at NPS OSHC unless it is accompanied by a
Medication Authority Form. Medication authorities are prescribed by health professionals
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such as a doctor or pharmacist and signed by the parent as well. A medication authority
form is also required for medications that are purchased over the counter.
Medication Log

o The medication log is to be developed and reflect the requirements outlined in
Regulation 92 of the Education and Care Service National Regulations.
o Please see attachment for more information.

All medication administered at the service shall be recorded on the Medication Log.
o If children are receiving medication at home but not at the service, the service will
encourage families to advise the nature of the medication, its purpose, and of any
possible side effects it may have on the child.
All medication administered at the service must:
o Be prescribed by a registered medical practitioner, be in its original container with
the original label detailing the child’s name, required dosage and within its expiry
date,
OR
o Be an over-the-counter medicine in its original container with the original label and
instructions and within the expiry date,
AND
o Administered in accordance with any written instructions by the doctor/pharmacist
as per the Medication Authority Form provided by a registered medical practitioner,
AND
o The parent/guardian has completed and signed the service’s medication log (see
attachment).
Supervision of Medication
Educators supervising medication need to ensure that they have:
o
o
o
o
o
o
o

The right child.
The right medication.
The right dose.
Administer via the right route (eg oral or inhaled).
The right time.
Record the details on the services medication log.
Another educator is present to confirm child and dosage of medication.

A child is not to take his/her first dose of a new medication while attending the service. The
child should be supervised by the family or a health professional in case of an allergic
reaction.
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In South Australia, medication for the treatment of an asthma emergency by a
bronchodilator (egVentolin) via a puffer, can be administered without written authority.
The use of a bronchodilator is considered a standard first aid response. Only educators
trained in asthma emergency first aid will administer a bronchodilator via a puffer.

In South Australia, the use of an auto-injector for the treatment of an anaphylaxis
emergency requires an anaphylaxis plan and a prescribed auto-injector. Only educators
trained in emergency anaphylaxis first aid will administer adrenaline via an auto-injector.
Educators must not administer injections unless they have completed emergency
anaphylaxis training.
Self-Management of Medication

Children in the service may be responsible to self-medicate when:

o The service is provided with a written medical authority (and clear direction from the
family and doctor that the child is able to self-manage).
o The medication is in the original pharmacy labelled container.
o The medication is stored according to manufactures instructions.
o Limitations on the quantity brought to the service (daily requirement preferred).
o Children are not to store their own medication except for Ventolin.
o The option for the service to stop children storing their own medication should there
be any concern about the safety of the individual or others on site.
o If educators observe a child apparently self-medicating, they can sensitively and
privately ask to see the medication and check with the parent/guardian.
o It is the responsibility of everyone on the site to respect others’ medication and to
keep one’s own medication secure to minimise risk.

Medication Error

If a child takes the wrong medication, the wrong amount of medication, or takes medication
via the wrong route, the following steps should be followed:
o Ring the Poisons Information Centre 13 11 26 and give details of the incident and
child.
o Act immediately upon the advice given (eg if advised to call an ambulance) and
notify the child’s emergency contact person.
o Document your actions.
o A critical incident report/accident and injury report forms will be completed by the
Director or Assistant Director.
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Allergies

Where a child has a known allergy, it will be recorded on the child’s enrolment form and
communicated to all educators. Where an allergy requires specific medication or
treatment, there must be a current medication plan for the child in accordance with the
requirements set out in the Health Support Planning in Education and Child Development.
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DECD –Health Support Planning in Education and Children’s
Serviceshttp://www.decd.sa.gov.au/docs/documents/1/HealthSupportPlanninginEd.pdf

DECD – Health Support Planning Risk Minimisation Form
https://myintranet.learnlink.sa.edu.au/library/document-library/form/child-and-studentsupport/health/health-support-plan-risk-minimisation.pdf
DECD - Health Support Planhttps://myintranet.learnlink.sa.edu.au/library/documentlibrary/form/child-and-student-support/health/health-support-plan.pdf
DECD Medication Authority 2015
DECD Medical Information 2015
DECD Individual First Aid Plan
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Nailsworth OSHC Medication Log
Childs Name: __________________________________________

Caregiver to
complete:

Name of Medication:

Time & Date Time & Date
last
medication
administered is to be
administered

Dosage and
Parent/caregiver
method of
signature
administration
Required

Educator to
complete:

Dosage and method
of administration

Time and Date
of
administration

Name &
Signature of
Educator

Name &
signature of
witness
Educator
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Quality Area:

2. Children’s health and safety

Policy Number:

CHS02

Policy Name:
NQ Standards:

Policy Statement
Fire

Emergency Procedures Policy
2.3.3

1. Children and staff will be made aware of the fire alarm signal – continuous blows of the
whistle.
2. Whistles are kept in the kitchen area and the administration area of OSHC.
3. The Assistant Director (or delegate) is the Fire Warden.
4. The Fire Warden will ring the fire brigade on 000 with the portable phone, a mobile phone
or a public phone nearby (e.g. Main North Road, Prospect Library).
5. When the Fire Warden (or delegate) evacuates from the building, they will:
a) Put on the green jacket to show they are in charge.
b) Pick up the portable phone.
c) Pick up their own personal mobile phone.
d) Pick up the Sign in Sheet and Staff Roster.
6. Staff will supervise vacating the room with the children through either exit door and
assemble on the oval near the northern soccer goal posts.
7. The Fire Warden (or delegate) will complete a roll call and ensure all children and staff are
present.
8. If there are children or staff missing at roll call, a staff member delegated by the Director or
Fire Warden will be sent to locate them.
9. All staff are to have a sound knowledge of how to use a fire extinguisher and its location (by
the main door).
10. Fire extinguisher maintenance will be carried out once per year and records kept of when
this was completed.
11. The Fire Warden (or delegate) is to notify the Principal of the situation.
12. Fire drills will be practiced once per term in all three services.

Threat – Lock Down Policy





Staff are to be made aware of the situation.
All children are to be taken into the OSHC building or any other building that is away from
the situation in a calm manner.
Director or leader of the session is to complete a roll call and ensure all staff are present.
If there are children or staff missing at roll call, a staff member delegated by the Director or
Fire Warden will be sent to locate them.
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A staff member is to LOCK all doors.
Staff are to remain calm and reassure children.
Children will return to usual activities after being given the all clear. This will be done by the
Director or leader of the session using the portable loud speaker.
Lock down to be practiced twice per term.
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Quality Area:

2. Children’s health and safety

Policy Number:
Policy Name:
NQ Standards:

Delivery and Collection of Children Policy

An important aspect of student safety is the processes associated with signing students into and out
of the OSHC service. This includes the importance of maintaining accurate records of attendance.

Authorised Collection
On enrolment, families will be asked to nominate the authorised person/people who can collect
their child/ren from OSHC. Families are encouraged and will be reminded to ensure that their
nominated authorised person/people are current. There may be occasions where the authorised
adult is not an adult. Examples may include an older sibling who attends High School. Such
arrangements will be negotiated on a case-by-case basis with the Director. In an emergency, families
may authorise another person via phone to sign-out their children.
Arrival at Before School Care and Vacation Care
 On arrival at OSHC, children are to be signed in by the parent or the person who delivers the
child to the service. Educators are not permitted to sign-in children.
 Before School Care commences at 6:45am and concludes at 8:45am. At 8:30am the children
are signed out of OSHC and allowed to play in the supervised school yard until the 8:45am
bell. If younger children or families wish their child to be walked over to their line-up at
8:45am, an OSHC educator will accompany them until they feel confident enough to go with
their friends.
If children are attending sports practice and then before school OSHC, they are required to
be signed in before practise
 Vacation Care commences at 7:30am.
Arrival at After School Care
 All children attending After School Care must be signed into OSHC on the sign-in sheet by an
OSHC educator.
 An educator will also wait outside the Junior Primary classrooms as a pick up point for any
children who wish to walk over with an educator.
 Children who are attending sports practice, must first sign-in at OSHC, inform the
Supervisor-in-Charge prior to attending sports practice. Upon return they are to notify the
Supervisor-in-Charge of their return to OSHC.
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COLLECTION FROM THE SERVICE
 Children are to be signed in and out of OSHC with the time clearly stated by a
parent/caregiver or authorised person.
 Educators are not permitted to sign-out children unless it is in an emergency.
 If an unauthorised person arrives to collect child/ren, families will be contacted for
authorisation. Details of the unauthorised person will be recorded by the supervisor in
charge
 Personal identification may need to be sighted if the person is unknown to the OSHC
educators and the details recorded by the supervisor in charge
 After School Care finishes at 6:15pm
 Vacation Care finishes at 6pm

Procedure for children who do not arrive at After School Care when booked in.
The Supervisor-in-Charge will:
 Check that the child/ren was at school and/or not collected earlier in the day.
 Ask educators if they have seen the child/ren.
 Ask the child/ren’s friends who are at OSHC if they have any information about the
child’s whereabouts.
 Conduct a quick search of the OSHC building, toilets and yard.
 Phone the parent or the emergency contact if the parent is unavailable.
 Ring the Police.
 Liaise with the Principal or their nominee to discuss what further actions will be taken.
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Quality Area:

2. Children’s health and safety

Policy Number:

CHS 16

Policy Name:
NQ Standards:

Excursions Policy

2.1.3, 2.1.4, 2.2.2, 2.3.2, 2.3.2, 4.1.1

Policy Statement

Nailsworth Primary School OSHC service considers excursions an integral part of the children’s
program . Excursions will be planned and implemented to provide a broad range of experiences.
Parental permission will be sought for all excursions, which will be organised to comply with relevant
standards/legislation.
Implementation
o
o
o

No child will be taken outside the service (except for short walking excursions around the
school) without written authorisation regarding the date, proposed destination, method of
transport, staff:child ratio and activities involved
Children may be taken on short walking excursions within the community when parents
have signed authority as part of their enrolment to Nailsworth OSHC
On excursions the staff:child ratio will be determined following a risk assessment in
conjunction with the Education and Care Services National Law and Regulations pertaining
to adequate supervision

o

Other factors contributing to the staff:child ratio include
o The age and abilities of the children, any children with additional needs
o The destination and length of excursion
o The transport used
o The previous experience of educators accompanying the excursion
o The type of activity to be undertaken

o

An adult is classified as an educator or a volunteer over the age of 18 who is approved by the
director to accompany educators and children on excursions.
All adults must have a current SA Police clearance as stated in DECD Policy
On excursions children in the services care will be under the responsibility of the person in
charge. If the Director is absent from the excursion, a person in charge will be appointed

o
o
o

Private bus operators will be used, unless otherwise stated on the booking form
o When private buses are fitted with seatbelts the children and staff are required to
wear them
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o
o
o
o

When going to longer excursions out of the general metropolitan area, buses with
seat belts will be used

Private vehicles are not to be used to transport children, except in the event of an
emergency
When planning excursions, staff will take into consideration possible changes in weather and
temperature. They will ensure there is sufficient shade to protect children from the sun and
under cover or enclosed areas to protect from the rain and cold.
Parents are requested not to send their child/ren on an excursion if the child has any
symptoms of being unwell

o

When on an excursion educators will take and have accessible:
o A first-aid kit
o A list of all children on the excursion
o List of emergency contact details
o The service mobile phone
o Any relevant medication for children attending the excursion
o Water

o

Should a child require medication while on an excursion the same procedures will followed
as if they were at the service. Refer to the Medication and Medical Conditions Policy
The service’s sun policy will be implemented on excursions dependant on the outcome of
the risk assessment

o
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Quality Area:

Health and Safety

Policy Number:
Policy Name:
NQ Standards:

Child Safe Environment Policy
Quality Area 2

The Children’s Protection Act of 1993 underpins the following requirements.

Nailsworth Primary School OSHC is a child-safe and friendly setting where children feel
respected, valued and encouraged to reach their full potential. We therefore ensure that all
people volunteering or working with children at the NPS OSHC service do not pose a threat
to children’s safety or wellbeing,

Prior to working or volunteering at the NPS OSHC the following requirements must be
adhered to:
1. All potential staff or volunteers must undertake a Criminal History Screening
assessment identifying they are suitable to work with children and young
people.At the NPS OSHC,we will only accept a child-related employment
screening issued by the Department for Communities and Social Inclusion (DCSI)
Screening Unit.
The service will pay for the associated costs of this screening if it is highly likely that
if cleared by the screening, the person will either work or be able to volunteer for
the service.
Relevant applicants will be supported to access the on-line DCSI application process.
2. All potential staff or volunteers must undertake Responding to Abuse and Neglect
– Education and Care training and update this training every 3 years. This training
will assist them:
- To identify the signs of child abuse and neglect and know how they must
respond.
- Take a preventative, pro-active and participatory stance on child protection
issues.
The OSHC Director will keep these records on file and ensure that both are up-to-date on an
ongoing basis.
Prior to working or volunteering at the NPS OSHC all persons will undertake induction that
will include:
1. Receiving a copy of the NPS OSHC Code of Conduct in their relationships with
children and young people. This will enable all staff and volunteersto understand
what is expected of them in the way they interact socially and physically with
children and young people at the centre,and understand the expectation of
valuing and embracingthe opinions and views of children and young peopleas
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well as assisting the children and young people to build skills to assist them to
participate in society.
2. Be informed of the NPS Policies and Procedures developed by the NPS OSHC
service which provide a framework for best practice and safe environments for
children so that they:
- Are focused on the protection of children and young people and to take
action to protect them from harm.
- Understand that parents, guardians or carers are to be provided with
evidence of their child-safe environments, policies and procedures when
requested.
3. Be informed of NPS OSHC Risk Management Strategies aimed at promoting child
safety.
The OSHC Director will keep induction records on file.
These records are to be signed by both the employee/volunteer and the OSHC Director.

Volunteers
Volunteers are required to undertake a process to determine their suitability to work with
children. This will usually include contacting nominated referees and the submission of a CV.
Volunteers must comply with the above expectations and work at NPS OSHC under the
direct supervision and line of sight of a nominated staff member.
Employment Selection Procedures
As well as the expectations above, employment selection procedures include that a
minimum of 2 people form a selection panel to consider the hiring of new employees. This
will normally be two of either, the OSHC Director, Principal or their nominee, or a
representative of the Governing Council.
It is expected that an applicant will provide the selection panel with a resume and the
names of 2 referees, one of who must be contacted prior to an offer of employment. In
regard to the hiring of an OSHC Director, DECD HR will also be contacted prior to any offer
of employment.

Personal and Sensitive Information
All personal and sensitive information relating to students, parents, educators or volunteers
is kept by the OSHC Director and stored on site in a secure location.Information is circulated
to relevant personnel on a need-to-know basis by the Director, on the understanding that
such information is to be treated sensitively and not spread into the wider community.
NPS OSHC Code of Conduct
Caring for children and young people brings additional responsibilities for employees and
volunteers of this organisation. All employees and volunteers of this organisation are
responsible for promoting the safety and well-being of children and young people by:
 Adhering to this organisation’s child-safe policy at all times and taking all reasonable
steps to ensure the safety and protection of children and young people.
 Treating everyone with respect and honesty (this includes staff, volunteers, students,
children, young people and parents).
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Remembering to be a positive role model to children and young people in all conduct
with them.
 Setting clear boundaries about appropriate behaviour between yourself and the children
and young people in your organisation – boundaries help everyone to carry out their
roles well.
 Listening and responding appropriately to the views and concerns of children and young
people.
 Ensuring another adult is always present or in sight when conducting one to one
coaching, instruction or other activities.
 Reporting suspected child abuse and neglect to the Child Abuse Report Line (13 14 78)
as soon as practicable.
 Responding quickly, fairly and transparently to any serious complaints made by a child,
young person or their parent/guardian.
 Encouraging children and young people to ‘have a say’ on issues that are important to
them.
 Providing feedback to both children and parents or guardians.
Employees and volunteers must not:
 Engage in rough physical games.
 Develop any ‘special’ relationships with children and young people that could be seen as
favouritism such as the offering of gifts or special treatment.
 Do things of a personal nature that a child or young person can do for themselves, such
as toileting or changing clothes.
 Discriminate against any child or young person because of age, gender, cultural
background, religion, vulnerability or sexuality.
Procedure for Reporting Suspected Child Abuse or Neglect
All educators or volunteers are mandated notifiers and therefore must report any suspected
child abuse or neglect as soon as practicable.To report a suspected case of child abuse or
neglect, call the Child Abuse Report Line (CARL) 131478. This report line is open 24 hours a
day.This includes serious concerns when you suspect a child is in imminent or immediate
danger of:
 Serious harm.
 Serious injury.
 Chronic neglect.
 Or when a child is in care of Families SA and you suspect they are being abused or
neglected.
Issues that are less serious can be reported via the on-line reporting system.
http://www.reportchildabuse.families.sa.gov.au/
If the report relates to a child at OSHC, it is recommended that you discuss your intent to
report with the OSHC Director. All copies of the report are to be given to the OSHC Director
to be stored in a secure location at the centre.
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Support, Supervision, Training and Professional Development
The educators and volunteers who work at the NPS OSHC are central to providing a positive
child-safe environment. It is therefore essential that all parties receive ongoing supervision,
support and training relevant to their roles and responsibilities. Leaders are expected to role
model the expected standards of behaviour and values of the organisation. Supervision also
assists in monitoring educator and volunteer’s performance, provide support and guidance
and offer regular opportunities to share issues of concern and encourage performance
improvement in a positive and encouraging environment. On an ongoing basis, the training
needs of employees is considered that can be addressed informally, through staff meetings
or formal training.
Procedures for Dealing with Breaches of Child Safe Policy
Any identified breaches of the Child Safe Policy are to be reported immediately to the OSHC
Director. If the breach relates to the OSHC Director, please report to the Principal. On
receiving a report, the breach will be investigated and if deemed valid consequences will be
applied. The relevant consequences will be agreed by the OSHC Director and the Principal.
Risk Management Plan
 Supervision of students.
 Toilet supervision, locking gates.
 Volunteers.
 Visitors to the service.
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2. Children’s health and safety

Policy Number:

CHS16

Policy Name:
NQ Standards:

Electronic Device Policy

Nailsworth OSHC recognises that electronic devices are a part of society. The service
endeavours to reflect children’s interests, therefore activities such as DVD’s, television,
computers, and electronic games will be offered but in a balanced program that includes
active and social activities.

This policy aims to make explicit steps to ensure devices are used appropriately but do not
dominate students’ activities while at OSHC.
Nailsworth OSHC and Nailsworth Primary School recognises that, when used responsibly,
electronic devices can be a useful tool to assist with communication and safety, as well as
contributing to the development of academic and social skills. Nailsworth OSHC and
Nailsworth PS works co-operatively ensuring all children use devices appropriately and in
accordance with our services and Nailsworth Primary School Cyber Safety Agreements.
Nailsworth OSHC educators have the responsibility to ensure that:







The content of devices is appropriate for all the children present and does not
contain any physical or verbal violence or ridicule. Media content is therefore limited
to C and G ratings. PG ratings may be used but only after an individual assessment by
educators.
The amount of time children spend using electronic devices will be limited with
students also encouraged to engage in active and social activities.
Educators, children and families will work co-operatively in determining the
appropriate amount of time that electronic devices will be used.
Students will not have access to the Wireless Internet Network.
In respect to WHS requirements, all charging devices must be tagged through the
school’s electrical tagging and testing system. Without a tag they are not permitted
to be used on the school premises.

At Before School Care and After School Care
At Nailsworth Primary School, students are not able to use personal electronic devices. This
expectation is extended to students while at Before and After School Care. Where students
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have such devices, they are encouraged to give to an OSHC educator for ‘safe keeping’. The
OSHC service has a number of iPads that can be used by students through negotiation with
OSHC educators.
Vacation Care
During Vacation Care, students can bring personal electronic devices. However, the times
they are able to be used is in negotiation with educators. Families are asked to note that
Nailsworth OSHC will not take any responsibility for electronic devices that are brought to
the service including any responsibility for damage or theft of any personal device. The
responsibility remains with the individual owners of the devices at all times.
Students who bring an electronic device to OSHC, are encouraged to ask an educator to
store the device in a safe location when not in use. However, Nailsworth OSHC will not take
inappropriate use of electronic devices which includes:
 Using a device whilst an educator is addressing the child or group.
 Using a device whilst, or after the child has been requested to stop, or carry out
another instruction.
 Using a device that results in bullying, harassment and/or personal attacks and
intimidation toward others.
 Accessing devices that do not belong to them, or that they have not been permitted
to use.
 Sharing inappropriate material to others via SMS, the internet including
taking/sending photos and videos, or objectionable images and phone calls.

Improper use of any form of electronic device may result in:

 Consequences as determined appropriate by the Director, Assistant Director or
Supervisor-in-Charge including family contact.
 Confiscation of the device for the session with the device handed back to the family
by an educator.
 Repeated infringements may result in the student not being allowed to bring or use
electronic devices at OSHC.

In conjunction with Nailsworth Primary School, Nailsworth OSHC has a responsibility to hold
a student’s device, and contact relevant authorities (e.g. SA Police) if there are any concerns
of inappropriate material on the device, or possible evidence of electronic abuse or
harassment.
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Quality Area:

5. Relationships with children

Policy Number:

REL04

Policy Name:

Sexual Harassment Prevention Policy

NQ Standards:

5.1.1, 5.1.2, 5.1.3, 5.2.2, 5.2.3, 2.3.1, 2.3.4, 4.1.1, 4.2.1, 4.2.3, 7.1.5, 7.3.1, 7.3.4,
7.3.5

Policy Statement

DECD is committed to providing a workplace for employees and a learning environment for children
and students that is safe and free from sexual harassment. Sexual harassment is unacceptable
conduct and will not be tolerated. DECD is committed to taking preventative action to ensure that
there is no place for sexual harassment in a DECS workplace, work related context or learning
environment.
1. PURPOSE
DECD has a legal obligation to prevent sexual harassment in the workplace and to take steps where
necessary to ensure it is stopped. This policy supports DECD taking preventative action against
sexual harassment and provides for remedial measures, including counselling or disciplinary action
to redress any reported or found incidents of sexual harassment.
Nailsworth OSHC follows the Department of Education and Children's Services,
Policy ID no. HR31, Sexual Harassment Prevention Policy.
This policy is applicable to:
DECD employees, Governing/School Council members and employees, volunteers, contractors,
students and workplace/site participants.
There are no exclusions to this policy.
This policy affirms the DECD commitment to the prevention of sexual harassment and the
implementation of the following principles:
 The right of all people to have a safe working and teaming environment free from sexual
harassment.
 Respect for all people in the workplace and learning environment.
 Support for diverse and inclusive work and learning practices.
 Fair and equitable treatment of all people in the workplace and learning environment.
 Redress against unfair and unreasonable treatment.
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2. OBJECTIVES
 To prohibit and prevent sexual harassment in a DECD workplace or learning environment.
 To create and maintain a culture in DECD that does not tolerate sexual harassment under
any circumstances.
 To inform DECD employees and students about their rights and obligations with respect to
sexual harassment through the provision of induction, information and training.
 To enable appropriate remedial action to be taken where required.
 To provide for the management and resolution of a sexual harassment complaint.
3. SCOPE
Sexual harassment is unlawful in all work related and educational contexts. This policy applies to all
people in a DECD workplace including DECD employees, (current and prospective) Governing/School
Council members and employees, students (current and prospective), volunteers, contractors, and
any other workplace participants.
This policy applies in any DECD workplace, and includes places which have a work related context,
including conferences, work functions, training programs, school excursions, and in which work
related activities occur, irrespective of whether these occur within or outside of normal work hours
or the primary place of work.
4. POLICY DETAIL
4.1
Legislative Context
Sexual harassment is unlawful conduct under the Commonwealth Sex Discrimination Act 1984 and
the South Australian Equal Opportunity Act 1984 and similar provisions apply.
Under State (aw, sexual harassment is addressed in Part 6 - Other unlawful acts. Section 87 (9)
provides:
(a) a person sexually harasses another (the person harassed) if:(i) the person makes an unwelcome sexual advance, or an unwelcome request for sexual favours, to
the person harassed; or
(ii) engages in other unwelcome conduct of a sexual nature in relation to the person harassed, in
circumstances in which a reasonable person, having regard to all the circumstances, would have
anticipated that the person harassed would be offended, humiliated or intimidated; and
(b) conduct of a sexual nature includes making a statement of a sexual nature to a person, or in the
presence of a person, whether the statement is made orally or in writing; and
(c) a person works with another if both carry out duties or perform functions, in whatever capacity
and whether for payment or not, in or in relation to the same business or organisation; and
(d) a person works for an authority if he or she carries out duties or performs functions, in whatever
capacity and whether for payment or not, in or in relation to that authority; and
(e) workplace means a place (including a ship, aircraft or vehicle) at which a person works or attends
m connection with the person's work.
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Under State and Commonwealth legislation sexual harassment is a civil offence. Some forms of
sexual harassment may also be offences under the criminal taw (see Part 8 Definitions) and if
criminal incidents are suspected they must be reported to the police.
Behaviour of a sexual nature in relation to children or young persons can have mandatory reporting
implications. It is incumbent on teachers and other officers involved in the provision of education to
students and who owe a duty of care to students, to protect them from risks of injury which are
reasonably foreseeable.
Students aged 16 years or over, while in attendance at a place in connection with their education,
can be held responsible for sexual harassment of another student of any age, and of a person who
works at the educational institution.
All schools are legally required to have a written policy against sexual harassment and make this
readily available to students.
4.2

Legal Liability

4.2.1 Personal liability
A person covered by the sexual harassment provisions of State and commonwealth legislation is
personally liable for her or his own acts of sexual harassment. Under Commonwealth legislation, a
person who causes, induces, aids, instructs or permits sexual harassment may incur liability as an
accessory to the act. Where sexual harassment is found or reported, a person being the subject of a
complaint can be held responsible for their conduct through an internal departmental complaint
process, a complaint to the Equal Opportunity Commission or Australian Human Rights Commission
or through legal proceedings.
4.2.2 Vicarious liability
Under State and Commonwealth legislation employers will be held vicariously liable for acts of
sexual harassment committed by employees or agents while acting in the course of their
employment or agency, unless it is demonstrated that all reasonable steps were taken to prevent
the conduct. This means that if a DECD employee sexually harasses another employee, DECD will be
legally liable unless it can be shown that reasonable steps were taken to prevent the conduct. Action
as required, will be taken by DECD where conduct which could constitute sexual harassment is
reported or found.
4.2.3 Code of Ethics
For the purposes of this policy and pursuant to the Public Sector Act 2009, all DECD employees must
comply with the Professional Conduct Standards set out in the Code of Ethics for the South
Australian Public Sector. Contravention of or non-compliance with these will constitute misconduct
and disciplinary action or termination may result.
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5. ROLES AND RESPONSIBILITIES
Chief Executive
This policy is issued under the authority of the Chief Executive who has a legal obligation to ensure
the prohibition and prevention of sexual harassment and compliance with professional conduct
standards.
Executive Director, Human Resources and Workforce Development
The Executive Director, Human Resources and Workforce Development is responsible for the
maintenance and review of this policy.
Site Leaders and Managers
 model appropriate and professional conduct at all times
 monitor the work/learning environment to ensure that professional conduct standards are
maintained
 take appropriate and immediate action if any unacceptable behaviour which may constitute
sexual harassment is observed
 promote awareness of this policy and relevant services for advice and complaint procedures
 ensure this policy forms part of every new employee's induction
 manage complaints with due process and timeliness
 must ensure there is a sexual harassment prevention policy which is provided to enrolled or
prospective students over 16 years of age.
Students aged 16 or over
 comply with the school's sexual harassment prevention policy
 behave appropriately at all times.
Employees
 model appropriate and professional conduct at all times
 comply with this policy
 participate in any information or training sessions as required by DECD
 take appropriate action and/or report any unacceptable behaviour which may constitute
sexual harassment.
6. COMPLAINT RESOLUTION
For the purposes of this policy, any complaint or reported behaviour involving allegations of sexual
harassment by an employee will be managed in accordance with the DECD Complaint Resolution for
Employees Procedure. Complaints should be made to the appropriate manager who will manage a
resolution process in a fair, timely and confidential manner, ensuring procedural fairness and
protection from victimisation.
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Any complaint or reported behaviour involving allegations of sexual harassment by a student will be
managed in accordance with requirements under DECD School Discipline and Anti-Bullying and
Harassment Policies and grievance procedures.
Where a complaint or report indicates a criminal incident, the matter should be referred to the
South Australian Police and DECD Investigations Unit. Where behaviour of a sexual nature or an
offence against a child or young person is indicated, the appropriate mandatory notification process
must be followed and the site leader informed to ensure appropriate liaison with the DECD
Investigations Unit, South Australian Police and other relevant agencies. The incident also needs to
be reported to Education and Early Childhood Services within 24 hours.
7. DEFINITIONS
Within this document, the following terms have the meanings given.
Term

Meaning

SEXUAL HARASSMENT Unwelcome sexual conduct which makes a person, (male or female, of the
same or opposite gender, same-sex attracted, bisexual and transgender) feel offended, humiliated
and/or intimidated, where that reaction to the conduct is reasonable in the circumstances. Sexual
harassment can be a single incident, repeated or continuous, direct or indirect and take various forms,
including but not limited to:

unwelcome touching, hugging, kissing, brushing up against a person;

staring or leering;

suggestive comments or jokes;

sexually explicit pictures, screen savers, posters, graffiti, letters, messages, magazines
or any other visual or written medium;

unwelcome invitations to go out on dates;

requests for sex;

inappropriate and intrusive personal questions about a person's private life or their
body;

insults, taunts, teasing or name calling of a sexual nature or sexually explicit
conversation;

accessing sexually explicit internet sites;

offensive phone calls, letters, emails or mobile phone text messages;

posting filmed or photographed images or comments on social networking sites

behaviour which may constitute a criminal offence under criminal law and reportable
to the police, such as physical or indecent assault, stalking, obscene communications,
sexual assault Sexual harassment is a legally recognised form of sex discrimination.
Behaviour of a sexual nature based on mutual attraction, friendship and respect which is welcome or
invited, consensual and reciprocal does not constitute sexual harassment.
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8. ASSOCIATED DOCUMENTS
DECD Protective Practices for Staff in their Interactions with Students
DECD Complaint Resolution for Employees Policy
DECD Complaint Resolution for Employees Procedure
DECD ICT: Electronic Mail Access and Use Policy
DECD ICT: Internet Access and Use Policy
Code of Ethics for the South Australian Public Sector
DECD School Discipline Policy
DECD Anti-Bullying and Harassment Policy
Equal Opportunity Act 1984 (SA)
Sex Discrimination Act 1984 (Cth)
Children's Protection Act 1993 (SA)
Public Sector Act 2009 (SA)
Occupational Health Safety and Welfare Act 1986 (SA)
9. REFERENCES
 Effectively preventing and responding to sexual harassment: A Code of Practice for
Employers 2008 edition, Australian Human Rights Commission
 Sexual Harassment Policy, Department of Education and Early Childhood Development,
Victoria
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 Prevention of Sexual Harassment Policy, Centre for Adult Education, Victoria
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Staffing Arrangements
Quality Area:

4. Staffing Arrangements

Policy Number:
Policy Name:
NQ Standards:

Staffing Policy

4.2, 7.1, 7.2, 7.3

Nailsworth OSHC service supports our employees to attain their full potential because we recognise
that these people play a significant role in the daily lives of the children and their families. We are an
equal opportunity employer and encourage diversity within our staff team. Where possible, we
support our employees to balance work and family commitments. We are happy to accept
volunteers and students in our team, however, these people will not be included in our child to
educator ratio. We expect a full commitment from each team member.
General Information




All employees at Nailsworth OSHC fall under the Children’s Service Award 2010.
All employees are employed by the Nailsworth Primary School’s Governing Council.
All employees at Nailsworth OSHC are bound by confidentiality.

Recruitment

When a vacancy arises, the Principal and Director will decide whether the position should be filled
on a permanent, fixed term or casual basis.
-

Where the position is for a management educator (eg Director, Assistant Director) or
permanent educator, a selection panel with be established. The panel will be responsible
for providing a job description and for advertising the position.
Where the position is for a casual educator, the Principal and Director will be responsible for
interviewing candidates and providing a job description.

Selection Panel Membership
-

The selection panel membership will consist of a minimum of two members from either
Governing Council as the employing body, the Director or their nominee or the Principal and
their nominee.
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Advertising
-

When a position is required to be advertised, the selection panel will advertise in as many
media outlets as it feels necessary, including local and state-based papers, on-line
recruitment, Network SA, OSHC SA, TAFE SA and university campuses.
Advertisements should invite written applicants to include a full resume and one written
page addressing the job and person specifications and the names of two referees.

Essential Criteria

Prior to an offer of employment, the following requirements must be adhered to:
3. All potential staff must undertake a Criminal History Screening assessment identifying
that they are suitable to work with children and young people.
At the NPS OSHC, we will only accept a child-related employment screening issued by the
Department for Communities and Social Inclusion (DCSI) Screening Unit.
The service will pay for the associated costs of this screening if it is highly likely that if
cleared by the screening, the person will be offered a position at the service.
Relevant applicants will be supported to access the on-line DCSI application process.
4. All potential staff or volunteers must have undertaken a ‘Responding to Abuse and
Neglect – Education and Care’ training and/or update certificate.
5. A referee check must be undertaken on the applicant.
Selection Panel Decisions
-

The panel will keep a written record of its decisions.
Where the panel comes to a unanimous decision and the essential criteria have been met,
the panel will appoint the person.
Where the panel does not agree on the most appropriate applicant, the decision will be
referred back to the Governing Council.

Appointment
-

-

As Nailsworth OSHC is on a DECD site, it must employ staff and educators through a meritbased selection and recruitment process. Governing Council employment of non-teaching
staff such as OSHC educators must be guided by the Administrative Instructions and
Guidelines Section 5 Division 2.24
A three-month probationary period will apply for all new permanent employees. This must
be advertised to the prospective employee at or before the offer of appointment.
The successful applicant must present copies of any required qualifications to a designated
member of the selection panel prior to appointment. The service will keep a copy of the
documents on file at the service.
The Governing Council will make a formal offer of employment to the successful applicant
outlining the terms and conditions of the employment being offered. They will be signed by
a representative of the Governing Council or an authorised delegate. The offer will also be
signed by the new employee with a copy kept at the service.
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Induction

Prior to commencing work, all persons will undertake induction that will include:
4. Receiving a copy of the NPS OSHC Code of Conduct in their relationships with children
and young people. This will enable all staff and volunteers to understand what is
expected of them in the way they interact socially and physically with children and young
people at the centre, and understand the expectation of valuing and embracing the
opinions and views of children and young people as well as assisting the children and
young people to build skills to assist them to participate in society.
5. Be informed of the NPS OSHC Policies and Procedures developed by the NPS OSHC
service which provide a framework for best practice and safe environments for children
so that they:
- Are focused on the protection of children and young people and to take action to
protect them from harm.
- Understand that parents, guardians or carers are to be provided with evidence of
their child-safe environments policies and procedures when requested.
6. Be informed of NPS OSHC Risk Management Strategies aimed at promoting child safety.
7. Induction will also include an introduction to existing educators and school staff, a
guided tour of the service and school grounds, and discussion of working arrangements
and expectations.
8. A new educator will receive an educator handbook and induction kit that includes the
service philosophy, relevant policies and a code of conduct as well as providing an
opportunity to answer any questions the new educator may have, before he/she
commences their new role.

Induction records are to be signed by both the employee/volunteer and OSHC Director. The OSHC
Director will keep induction records on file.
The participation of volunteers and students on placements

OSHC welcomes volunteers and students in child care placements, local training providers, TAFE,
universities with students studying in the field of Children’s Services. Before any student is
permitted to attend OSHC, they must be approved by the Director and school’s Principal, hold a DCSI
clearance and RAN certificate,and be aware of the service’s policies and procedures. Families will be
notified if a student will be visiting the service. Volunteers may also be accepted only after approval
from the Director in consultation with the school’s Principal. Volunteers must also hold a current
DCSI clearance and RAN clearance. Volunteers and students will work under direction of the
Director or Assistant Director, and be paired with an experienced educator. Volunteers and students
will be expected to complete a staff information sheet and their hours of attendance will be
recorded on the weekly roster.
Equal Opportunity

Nailsworth OSHC is committed to equal employment opportunities. Any
advertisement/policy/procedure must adhere to the Equal Opportunity Act 1984.
The service will:

Page 44 of 81

-

Leave

Ensure that selection criteria do not exclude any groups from equitable consideration for
positions.
Ensure that selection panels will be sensitive to the needs of applicants from disadvantaged
groups, particularly people with language difficulties and cultural differences.
If applicants have a disability, assess the applicant against the selection criteria. The panel
will apply the principle of reasonable adjustment to any impact the applicant’s disability may
have on the operation of the service.
In regard to the service training plan, ensure that all employees have equitable access to
training and development opportunities.
Consider where the population of children using the service contains significant numbers of
children from a particular cultural group, there may be opportunities to attract suitable
workers from that cultural group.

Permanent staff will accrue leave in accordance with the Children’s Service Award 2010 and the
National Employment Standards.
-

-

At Nailsworth OSHC, the service will close each year for a period over Christmas. It is within
this time educators are expected to take annual leave or leave without pay.
Other leave throughout the year will be negotiated with the Director. The Director will
consider:
- Who else is unavailable during the period leave is applied for?
- Why they are taking leave?
- For how long?
- The pressure placed on the service and educators when that leave is taken.
Please refer to the staff handbook for more information on procedures for leave.

Performance and Development

Performance and development connects the work of all employees to organisational planning,
strategic objectives, and relevant performance standards through individualised planning, learning
and accountability programs.

Performance and development planning is a cycle of individual performance planning, professional
learning and performance review that supports individual performance management.
The primary point of engagement for performance and development planning is a performance
conversation between employee and Director/line manager. Performance conversations are an
opportunity to confirm performance expectations and behaviour standards, to seek and receive
feedback, provide evidence and seek support, clarification and direction.

Performance conversations are not a one-off event. Coaching, support, training, feedback and
recognition provided on a regular basis throughout the life of a performance and development plan,
are essential to achieving a high performance workforce.
At Nailsworth OSHC the Director will:
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-

Every 12 months provide each educator with a self-assessment tool to allow educators to
look at their own performance.
Make a time following the completion of the self-assessment to discuss areas in which the
Director can highlight positives and discuss areas where further training and
development/support are needed.
The Director will follow on from this process by booking training and development days for
educators to improve in areas of need, and to extend their knowledge of OSHC.

Professional Development and Training

The Nailsworth Primary School Governing Council will ensure sufficient resources are available to
ensure the service can meet its development and training priorities for each year.
The Director is responsible for identifying, developing, implementing and evaluating professional
development the service requires.
The Director in consultation with the Business Manager, will manage and allocate funds for the
training and development budget each year.

The Director will ensure that development and training opportunities are provided equitably to all
educators.

Training and development opportunities will include a variety of methods including, but not limited
to:
-

Internal workshops for educators to share their expertise with each other.
Internal workshops conducted by outside presenters/experts.
Attendance by educators at external workshops, conferences and seminars.
Short courses provided by training organisations such as TAFE SA, OSHC SA.
Networking.

Educators who attend external development and training opportunities, are expected to share the
skills and knowledge with other educators at the next staff meeting.
Determining a responsible person present

There must be a designated responsible person present at the service whenever the service is
operating. This can be the nominated supervisor, a prescribed or declared certified supervisor who
has consented to be the responsible person placed in day-to-day charge of the service.

The name of the responsible person should be publicly on display at all times when the children are
in care, and should be visible to anyone on entering the service. The name should also be recorded
on the daily roster.
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Quality Area:

4. Staffing Arrangements

Policy Number:

STA 02

Policy Name:
NQ Standards:

Educators Code of Conduct
4.2.1, 4.2.2, 4.2.3

Nailsworth Primary School OSHC - Educators Code of Conduct

The quality of care that Nailsworth Primary School OSHC provides to its families and children all
stems from the professional attitude and behaviour of the service’s educators and management.
The Educators Code of Conduct aims to outline clear guidance about the standards the service
requires as a condition of employment.

The Nailsworth Primary School OSHC Educators Code of Conduct stems from the Code of Ethics for
the South Australian Public Sector. A copy of the code of ethics is available with this policy.
The core values outlined in the Code of Ethics for the South Australian Public Sector are:
o
o
o
o
o
o
o
o

Service – Proudly serve the community and Nailsworth Primary School OSHC
Professionalism – Strive for excellence
Trust – Have confidence in the ability of others
Respect – Value every individual
Collaboration and Engagement – Create solutions together
Honesty and Integrity – Act truthfully, consistently and fairly
Courage and Tenacity – Never give up
Sustainability – Work to get the best results for current and future generations of South
Australians

Punctuality

Educators are to arrive on time, take breaks and return from breaks at the correct time. If educators
are asked to move or relieve areas it is expected that they do so promptly. Failure to be punctual
has the potential to place children and other educators at risk.
Confidentiality

Educators are to act and follow Nailsworth OSHC service’s Confidentiality policy. Information about
children and their families must not be discussed or shared indiscreetly. Contact details of families
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or other educators must not be given out without their permission. If an educator is unsure whether
information is confidential they must check with the Director or Assistant Director.
Language

Appropriate and professional language must always be used. Language should always be positive.
Educators are to label the child’s behaviour not the child. For example “That was a silly thing to do”
not “You are a silly child”. Staff are not to use language that will offend other educators, staff or
parents/guardians or children.
Duty of Care

Educators are acting in the absence of the child/rens parent or guardian, meaning you are acting as a
significant other in the child’s life and have a duty of care to the child. Educators are therefore
expected to lead by example and model appropriate behaviour and teach respect for property and
others.
Dress Code/Clothing

Clothing should be appropriate for the day’s work with the children. Flat comfortable shoes should
be worn. Educators should bring a hat each day to wear when outside with the children. Shoe string
tops should not be worn. Clothing must not be offensive to other educators, families or children.
Educators should not wear clothing that is too short, tight or revealing. Educators must not wear
clothing that is ripped, with explicit language or scenes. Clothing must be worn which is appropriate
for the days activities and must maintain a professional appearance.
Supervision of children

Children must be supervised at all times. Educators are to spread themselves evenly throughout the
yard/area of play or as per the Directors instructions. If you are the only educator in the area and
need to leave for any reason, a backup educator must be called on and have arrived before leaving
the area. Educators must not leave the site of supervision without permission of the Director or
Assistant Director in the Directors absence.
Initiative

Educators are encouraged to use their initiative. The more initiative that is used the more effectively
the Nailsworth Primary School OSHC educator team will function. Don’t wait to be asked to do
something. There are always things to be done. Such as interacting with children, sorting and fixing
games, sorting and sharpening colouring in pencils, textas and crayons, sorting craft things,
gathering children’s ideas, cleaning cluttered areas, general tidying.
Effective Teamwork and Relationships

Educators are expected to assist good working relationships by treating each other with courtesy,
honesty and respect. Conflicts between educators should be resolved in private and not in front of
children, parents or other educators. Should educators need to, seek help from the Director/line
manager as outlined in the Grievance procedures. If a conflict arises between a parent/caregiver
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please direct the other party into see the Director or Assistant Director, issues are not to be aired in
front of children or other families.
Children are to be greeted by name on arrival and departure from the service where possible. All
children should be treated equally and as individuals regardless of their gender, race, family
background, culture, religion or beliefs. Educators will be sensitive to the rights and feelings of
children.
Educator Training and Development

Educators are expected to maintain and improve their skills through participating in service training
and development opportunities provided by the service. Educators are also expected to attend staff
meetings where possible.
Policies and Procedures

Educators are to support the policies and procedures of Nailsworth Primary School OSHC Service and
Nailsworth Primary School. Where educators believe any of the policies or procedures need to be
changed, they should first discuss it with the Director who will bring it up at the next staff meeting.
The Director will then take any changes made to the OSHC Advisory Committee and then to the
Governing Council meetings. While changes are being ratified educators should follow the existing
policy or procedure.
Illness/unfit for Work

Educators are expected to come to work when they are fit to do so. When educators are unwell or
injured they should not attend work and if entitled may apply for sick leave. Educators must attend
work free from the influence of drugs or alcohol. Educators should tell the Director if they are taking
any prescription medication which may affect their capacity to work.
Electronic Devices/Social Media

Educators are permitted to carry their mobile phones on them when working. Educators are
encouraged not to use them. If you need to take or make an important call, please speak with the
Director or Assistant Director first and then move away from the children. Educators are not
permitted to take photographs/videos of children on their personal devices. The service has
electronic devices if educators wish to take photographs/videos. Educators must maintain
professional relationships with children and their families at all times. It is not appropriate for
educators to have any kind of relationship with children from the service on social media.
Failure to abide by Nailsworth OSHC Service Educators Code of Conduct may lead to disciplinary
action being taken
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Interactions with Children
Quality Area:

5. Relationships with Children

Policy Number:

REL01

Policy Name:
NQ Standards:

Behaviour Management Policy
5.1.1, 5.1.2, 5.1.3, 5.2.2

Aim:

Nailsworth OSHC strives to meet the needs of each child in a way that creates a positive and
nurturing environment. The safety of all children and educators is paramount. Children, educators,
staff and volunteers are to be treated equally and with respect. Within Nailsworth OSHC we work
together to define consequences for the actions of children who disregard the safety and respect of
others. Outlined below are clear steps which will be taken for unacceptable behaviour, which fit
within the schools Behaviour Management Policy
To guide children’s behaviour we need to:


Build strong relationships with each child



Promote that all feelings are acceptable but not all behaviour is











Understand that all behaviour is an indication of some underlying emotional issue
Ensure children are continually guided positively and encouraged towards acceptable and
inclusive behaviour in order to maintain their self-esteem, dignity and personal integrity
Acknowledge that children learn from their mistakes
Be fair and consistent

When guiding children’s behaviour, focus on the behaviour not the child

Recognise that children’s behaviour is affected by a number of influences including age,
physical environment, time of the day, staff and children’s actions, family experiences and
cultural backgrounds
Work together with families and teachers to build positive relationships

Provide a wide and varied program to reduce boredom and discontentment

Seek input from families and children when reviewing behaviour guidance policy to
encourage ownership and acceptance
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The general behavioural expectations are as follows:


We respect and care for ourselves, other people and property



We follow the directions of educators/staff members




We work and play safely and co-operatively
We stay inside the supervised boundaries

The following steps will be used when rules are not being followed:

1. Open discussion with each person involved to gain an understanding of the whole story and
give the children an opportunity to express their frustrations and feelings they may have
2. Reminder of the rule/expectation and the reason for the rules

3. Short time away from the area of play or a logical consequence such as time out of the
soccer game

4. Additional time out of play, with associated consequences for example loss of some privilege
or written apology
5. Repeated inappropriate behaviour will result in consultation with the family and possibly the
school Principal depending on the severity. At this point the Director may choose to
formulate a behavioural plan with the family and child
6. If the behaviour plan and family consultation do not result in improved behaviour, the issue
will be referred to the school Principal and may result in internal suspension
7. If all of the above steps are unsuccessful, the child may be asked to leave the program
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Quality Area:

5. Relationships with Children

7. Leadership and Service Management

Policy Number:
Policy Name:
NQ Standards:

Inclusion Policy

Nailsworth OSHC service is committed to providing an environment with activities and experiences
that encourage all children to learn, extend their skills and have fun. The service offered cares for
children from diverse cultural, linguistic and economic backgrounds and for children with varying
developmental, physical and intellectual abilities.

The program will be developed to accommodate the needs of all children in care. The service will
actively promote the positive aspects of diversity and encourage acceptance and appreciation of
individual differences. Educators will respect individual differences and treat everyone without bias,
prejudice or reference to stereotyping and will encourage the children to do so too.
Nailsworth OSHC will implement this policy by:
-

-

-

Respecting the individuality of all children and staff.
Being respectful of staff educators, children and families from culturally and linguistically
diverse backgrounds and structures of the program to assist these individuals wherever
possible.

Assisting children in understanding and appreciating cultural diversity through programming
that is inclusive of each individual’s cultural needs and differences as much as possible;
diversity will be celebrated. The service will actively seek input from cultural identities within
its local community.
Children and staff with disabilities and additional needs will be included into the service
once appropriate levels of support to facilitate effective inclusion are available. This may
include some physical facilities, specialised staff training, and additional staff.
A positive relationship is formed with families of children with additional needs to learn
more about the child, his/her requirements and the expectations of the family.

Staff will help children to show understanding, acceptance and respect for individual
differences by modelling appropriate behaviour and using opportunities such as informal
discussions during play to address issues of fairness and justice.
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-

Staff will encourage children to communicate with each other respectfully and to be fair to
one another.
Staff will interact with children without bias, prejudice or reference to any stereotype and
will avoid making comparisons between children.

The service will program equitably for boys and girls and, where possible, offer opportunities
for activities to be done individually or in groups, providing the children with choice within
the service.
The service identifies and encourages children’s differing special qualities and ensures that
programming enables each child to succeed.
Resources will be monitored within the service to ensure that there is no evidence of
stereotyping, bias and discrimination.

To ensure that all children are receiving optimal care within the service, staff will participate
in professional development and training and have ready access to reference materials
within the service.
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5. Relationships with Children

Quality Area:

7. Leadership and Service Management

Policy Number:
Policy Name:

Managing Conflict Through Mediation Policy and Procedures

NQ Standards:

Nailsworth OSHC recognises that the service will run most effectively when there is minimal conflict
and it is resolved quickly. We recognise that mediation is an effective tool in achieving this, and
actively promote it within the service for all participants to use.
Mediators promote constructive communication, help disputants take responsibility for their own
actions, clarify their needs and feelings, and focus on mutual needs and interests.
Mediators (third party) helppeople in a conflict to work together to resolve the dispute. This
principle acknowledges that children in conflicts (disputants) have the wisdom within them to
resolve their own disputes. The mediator guides and helps this to happen.
Educators and staff are expected to use the mediation process with children’s disputes.
What is mediation?
-

Mediation is a fair way to resolve conflict. A mediator does not take sides, but serves as an
impartial listener and facilitator to help people in conflict come to an agreement.

Mediation is workable because the disputants solve their own conflict and their feelings are
dealt with.
Mediation focuses on problem-solving rather than on blaming, punishment or revenge.

Mediation enables the child to own and accept his/her behaviour and the consequences
because the child has been involved in resolving the conflict through the mediation process.

In order for mediation to effectively resolve conflict, the mediator needs to be an active listener,
which involves:

1. Putting yourself in the other person’s place to understand what the person is saying and
how she/he feels.
2. Showing understanding and interest by your:
-

-

tone of voice

facial expression
gestures
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-

3.

Do not:

5.
6.
7.

body language

-

interrupt

-

give suggestions

4.

eye contact

offer advice

Reflect and paraphrase what the person has said to ensure that your understanding of the
situation is accurate.
Ask questions to clarify what is being said.

Repeat in your own words what you think the person means.
Always allow for both sides to be heard.

Rules for mediation to occur

If the problem is to be solved, the mediator and disputants must agree on the following points:
1.

One person speaks at a time, no interrupting.

3.

Everyone is honest.

2.
4.

Everyone listens to each other.

No ‘put downs’ should be expressed.

The mediator will be fair and not take sides.
Mediation steps

Decide who will talk first, and then ask:
1.

What is the problem?

3.

What do you want to happen?

2.
4.

How do you feel?

What is the plan/solution?

-

Work with suggestions until disputants develop one they are both happy with.

-

Make sure all problems are solved.

5.

-

There may be more than one problem.

Check that both disputants are happy with the plan.

Follow up to make sure both sides continue to follow the plan.

How can you avoid the problem happening again?

In closing, tell the disputants the problem is solved.
Strategies for resolving conflicts
1. Take turns

3. Compromise

2. Share

4. Apologise
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5. Get help

6. Avoid

7. Humour

8. Allow chances

Handling difficult situations
1.

What are the likely problems?

-

Are they telling the truth?

-

Is there an inability to explain the situation due to low self-esteem, powerlessness or
unequal power?

2.

Is there a lack of willingness to solve the problem?

Strategies to counter difficulties:

-

Review rules and agreements (ie the importance of honesty).

Separate disputants and talk to them individually, and then try to solve the problem
all together.
Allow disputants a cool-off period until they are willing to participate.
Work in a team to help to achieve strategies.

What if one person won’t agree to mediate?

The educator asks what the consequences are if the problem is not sorted out. Then asks if that is
what the disputant wants to happen.
No -Then they will help to mediate.

Yes-Then I can’t help you now. If you change your mind I will help you.
(This disputant then suffers the consequence.)

The person who did want help needs to carry on until such time that the other disputant is willing to
enter into mediation.
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Quality Area:

6. Collaborative Partnerships with families and communities
7. Leadership and Service Management

Policy Number:
Policy Name:
NQ Standards:

Enrolment and Orientation Policy

Nailsworth OSHC service will incorporate an orientation process for both children and their families.
The purpose of this is to:
-

Enable educators to meet and greet the children and their families.
Provide essential operational information.
Provide the foundation for a successful and caring partnership between home and the OSHC
service.

An enrolment form must be completed for each family, and where required, a health support and
personal care plan provided for individual children. Families will receive a Family Information
Handbook to ensure they have easy reference to the information they need.
General Information
-

-

Families must complete an enrolment form before they attend the service.
The service will ensure that families not fluent in English will have support in completing any
forms.
Families using the service must take responsibility for advising the service when any of the
following changes occur:
o Name
o Contact information including address, email address, phone numbers.
o Emergency contacts.
o Authorisation for people other than the parent/guardian changes.
o Responsibility for the account.
Families will have access to the Director/Assistant Director at any reasonable time, to discuss
concerns regarding their child. This may be on the spot, by telephone, email or by
appointment.
Educators will not discuss with families confidential information regarding any other child or
family within the service.
Families may visit the service at any reasonable time while their child is in care.
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-

-

-

Where an intervention order exists, educators will uphold the efficacy of the order where it
is reasonably practicable and safe to do so. If there is an immediate danger to the child as a
result of carrying out or complying with any provision of the intervention order, then those
provisions would not be carried out. Such orders are considered to be of a sensitive and
personal nature. Staff will be informed of the order to assist in motoring child safety with
the orders kept in a secure location.
If a parent/guardian arrives at the service visibly intoxicated or otherwise unfit state to drive
to collect a child, the person will be encouraged to contact another adult to drive him/her
and the child home, or the service will offer to call a taxi. If the unfit person insists on taking
the child, the police will be immediately informed and the release of the child into the care
of that person should be delayed until such time as the police arrive. The parent/guardian
will be advised that such will occur.
Where any perceived safety to a child is at risk (in relation to access to that child), the police
will be immediately requested for assistance.

Access to the Service
-

Access and enrolment to Nailsworth OSHC will be subject to the Priority of Access
Guidelines.
Equal opportunity principles will be observed in relation to access to the service for children
and families.
Children who attend the service due to their parent’s employment at the service will be
provided with the highest priority of access.
Placement within the service is to be organised with the Director or Assistant Director.
Staff, educators, OSHC Advisory Members and Governing Council Members must pay the
standard fee if their child attends the service.
A child who is suspended from OSHC will be unable to attend. The parent is able to appeal
to the school Principal and negotiate a different way of moving forward.
Access to the service will be denied in the case of the children being suspended or excluded
from the service. Exclusion will only occur after all other avenues of communication and
support have been exhausted when:
o A child puts one or more children at risk through inappropriate/dangerous
behaviour.
o A child has an infectious disease (refer Infectious Disease Policy).
o A child’s needs are specific enough that educator training is required, or venue
adaptation – in these instances the child will be able to access the service when
appropriately qualified educators are identified and the necessary physical support
requirements can be met.

Orientation
Families
-

Families are given a Parent Handbook and enrolment form. This is to be completed before
their child/ren start at OSHC.
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-

Families are invited to bring their child/ren into OSHC, be shown around and spend some
time in the OSHC environment.
They will be introduced to the educators who are rostered on that day.
Families will be talked through the routines of Before and After School Care and Vacation
Care if needed.
Families will be supported and any questions will be answered. If they cannot be answered
straight away, the Director will be in touch with the answers as soon as possible.
In Before School Care, if the child would like to be walked over to their class line up an
educator will accompany them until they feel confident enough to go with the
group/friends.
In After School Care, an educator will wait outside the Junior Primary classrooms and walk
over any Foundation/younger children if they would like. They do not have to choose this
option.
It is asked that families inform their child’s class teacher that they are to attend OSHC so that
the teacher can remind the student.
On the child’s first session, an educator will ensure they are settled and see if they have any
friends, buddies from their class in OSHC. If so, encourage them to play together, if not,
then the educator will support the child/ren and introduce them to some other children of
the same age.
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NAILSWORTH PRIMARY SCHOOL OSHC ADVISORY COMMITTEE
Governance and Management of Service

Introduction(source DECD website)

As the Nailsworth Primary School Governing Council operates an Out of School Hours Care (OSHC)
service on a DECD site, it must establish an OSHC Advisory Committee. However, the school’s
Governing Council as the approved provider, holds ultimate responsibility for the employment of
staff, management of the service and meeting accountability requirements.
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Committee Responsibilities(source DECD website)
The OSHC Advisory Committee is responsible for:

Assisting the school’s Governing Council to comply with the Education and Care Services National
Regulations.

Supporting the school’s Governing Council, Principal and OSHC Director to ensure the quality of care
being offered is in keeping with the values, principles and policies of the Nailsworth Primary School,
Governing Council, community and the Department.
Ensuring that children, families and educators have a voice in the management of the OSHC service.
Supporting the OSHC Director and Educators on a day-to-day basis.

Making recommendations to the school’s Governing Council for its endorsement (ratification).

The Advisory Committee must not make decisions or act on behalf of the service without council
approval.

Membership of the OSHC Advisory Committee must include:
The Principal (or their nominee).

A member of Governing Council (preferably a parent or user of the service).
The school’s Finance Officer with OSHC responsibilities(or their nominee).
The OSHC Director.

Parent users of the service.

Staff representation (optional).

The OSHC Advisory Committee will elect a:
Chairperson
Secretary

Treasurer

Membership of the OSHC Advisory Committee is open to all parents using the service, and
they should be actively encouraged to join. OSHC Advisory Committee recommendations
provided to the school’s Governing Council should note any formal objections by its
members to a recommendation.
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Training and Development of Members (source DECD website)

To support the training and development needs of its members the OSHC Advisory
Committee:

May invite professionals to attend committee meetings to discuss particular issues, or
professionals may be given short-term membership for a particular period.

Will identify any areas where members need training or resources to enhance their skills
and participation in committee tasks.
May network with other services.

Management (source DECD website)

The Advisory Committee must ensure that:

Parents and staff are kept informed about the committee’s membership, meetings and
recommendations to council and have opportunities for input into the management of the
service.

Committee members are clear about the extent of their responsibilities with the OSHC
service, by referring to the instrument of authorisation to the Principal about the Principal’s
role and establishing an instrument of authorisation to the OSHC Advisory Committee.
Committee meetings discuss, research, seek additional advice, analyse and make
recommendations in the best interests of their staff, educators, children, families, the
service and community to the Governing Council, for ratification by the school’s Governing
Council.
The committee reports at each school Governing Council meeting on matters relating to
budgets, fees, monitoring processes and day-to-day operational matters.
Meetings are held regularly such as twice per term before school Governing Council
meetings and recorded appropriately.
Staffing (source DECD website)

The Advisory Committee must ensure that:

A comprehensive induction package and process, for OSHC educators and volunteers is
developed and maintained.

The OSHC Director and educators are actively supported to meeting the requirements of the
Education and Care Services National Regulations.
Educators are provided with consultation and feedback opportunities as part of decisionmaking processes of the service.
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Communication (source DECD website)

The Advisory Committee must ensure that:

The service has a comprehensive orientation plan for new children and families that
responds to the needs of the community.

Ongoing information and communication strategies are developed between the committee
and the Governing Council, educators and families – and these incorporate regular feedback
and review.
Complaints and Grievance(source DECD website)

The Advisory Committee must ensure that:

A complaint and grievance policy and procedure are developed and implemented.

School Governing Council members are informed of the policy and procedure to follow
should a conflict arise.

If they cannot resolve an issue, they seek the involvement of the local Education Office and
Early Childhood Services for assistance.
Matters are resolved within two months.

There is a process of appeal for the school’s Governing Council and Advisory Committee
decisions and the appeal process is included in parent, educator, Governing Council and
Advisory Committee handbooks.
A committee member who discovers a possible conflict of interest in determining an
outcome for the service, announces this at the committee meeting and withdraws from
further discussion or decision-making in relation to that issue.
People at all levels understand the relevance of maintaining confidentiality.
Financial Management

The Advisory Committee must ensure that:

The OSHC budget includes anticipated income from all sources, proposed expenditure and
details of any funds held for special purposes.

The committee works collaboratively with the OSHC Director to develop the OSHC budget,
set fees and monitor finances of the service.
The OSHC budget and setting of fees is reviewed quarterly and ratified by the school’s
Governing Council annually.

Page 65 of 81

Financial reports showing income and expenditure against the budget are comprehensive
enough to assess the financial viability of the service, are presented at each Advisory
Committee meeting and forwarded to each Governing Council meeting.
OSHC finances are audited annually.

Policies and Procedures(source DECD website)
The Advisory Committee must ensure that:

Operational policies and procedures are developed in accordance with Departmental
Policies and Regulation 168 of the Education and Care National Regulations.

There is a process of regular and timely review of policies and procedures which should be
ratified by the school’s Governing Council.

The service’s philosophy statement is evaluated annually to ensure it reflects the needs and
values of clients and the operation of the service is consistent with the philosophy
statement.
Records Management(source DECD website)

The Advisory Committee must ensure that:

The committee requests to access the service’s records only when necessary to fulfill their
committee responsibilities.
Requests for access to records are made to the OSHC Director.

The committee supports the council in meeting their legal duty to keep adequate records
about staff.

The committee protects the privacy and confidentiality of individuals by ensuring that all
records and information about individual children, families, educators and members of the
school’s Governing Council and committee are stored in a secure place and are accessed by
or disclosed only to those people who need the information to fulfil their responsibilities or
have a legal right to know.
Members are aware schools must manage, store and dispose of financial records,
certificates of insurance and other operational information in line with the DECD records
management policy
Localised Meeting Procedures

The OSHC Advisory Committee operates within the DECD terms of reference as described
above as well agreed localised meeting procedures.
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Meeting Schedule

Committee meetings are scheduled on Wednesdays at 6:15pm on the week prior to the
school’s Governing Council meetings. Additional meetings can be scheduled as required.

Meetings are one hour in duration. If the meeting’s business is not completed within the
hour through a majority vote of members, the meeting can be extended for an additional
fifteen minutes with a maximum of two time extensions.

Any committee member may request to convene a meeting. If requested, a meeting will be
convened within 14 business days of such a request.
The OSHC AGM is held one week prior to the school’s Governing Council AGM.
Membership

The NPS OSHC Advisory Committee will includethe Principal, a member of Governing
Council (preferably a parent or user of the service) the school’sFinance Officer with OSHC
responsibilities (or their nominee), and the OSHC Director as per DECD guidelines.

Other committee members will be parents who use the OSHC service and are elected at the
AGM. There is no limit to the number of parents who can join the Advisory Committee.
Parents who use the OSHC service are welcome to attend any meeting either as an observer
or to raise an issue or concern, however, only those parents elected at the AGM have voting
rights.
Quorum

A quorum of the committee, present in person or by using any technology, shall be half the
members plus one.
Committee Papers

The Director will distribute at least one week in advance of a meeting, an agenda and any
related papers to each member of the committee and any other persons determined by the
committee.
Any matter requiring a decision by the committee for recommendation to the Governing
Council requires details of the matter to be documented in a brief paper outlining the
background, purpose, facts and recommendation.
Committee Minutes

The committee Secretary shall prepare minutes of meetings that are considered draft and
distribute to the OSHC Director, who in turn will distribute to the Chairperson and also the
Principal for tabling at Governing Council.

The draft minutes will be presented at the Advisory Committee with changes/modifications
to be approved and passed at the next meeting of the Advisory Committee.

Page 67 of 81

As per DECD guidelines, the minutes shall also reflect the decision of any member who
formally objects to a recommendation.

All minutes will be filed at the OSHC centre and be available at all times for inspection by
any committee members.
Safe Meeting Procedures

In the interests of a productive meeting, the Advisory Committee aims to conduct its
meeting in line with safe meeting procedures:

Be at the meeting in good faith and with the goal of what is in the best interests of the
families and children of Nailsworth Primary School and OSHC.
Come with good intentions.

Have the intention of reaching a consensus and a commitment to consensus decisionmaking.

Follow procedures laid down in the past which are known to be positive and successful.
Extend goodwill to all participants.

Try not to bring pervious differences, difficulties and problems to the meeting.

Do not interrupt – indicate to the chair that you want to speak and speak only when called.
Express yourself clearly so others can understand your point of view.
If someone else has made the point, do not repeat it.

Listen without pre-conceptions and be open to new ideas.
Respect others’ points of view.

Encourage quieter people to speak.
Avoid negative body language.
Avoid sexist language.

Address the issue not the person.

Avoid all aggression verbal or non-verbal interaction.
Avoid side-conversations and interjections.

Leave the room if you do not want to listen.
Turn off mobile phones.
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Remuneration

All positions on the OSHC Advisory Committee are of a voluntary nature and no
remuneration is provided.
Reporting to Governing Council

Minutes of each meeting will be submitted to the Governing Council in draft form.

The Governing Council representative attending the OSHC Advisory Committee meetings, or
delegate, must report to the Governing Council after each committee meeting concerning
the proceedings of the meeting, all decisions made by the OSHC Advisory Committee
requiring ratification by the Governing Council, and re-table final Advisory Committee
minutes when significant changes/modifications have been agreed to by the Advisory
Committee.
Roles and responsibilities
Chairperson

Acts as a spokesperson for the OSHC service.

Communicates regularly with other members of the Advisory Committee, Principal and
Director.
Maintains an effective relationship with the school community.
Understands the organisation’s governing rules.

Chairs meetings, including working through the agenda and monitoring the length of
meetings.
Ensures discussions remain relevant.

Keeping discussions to the allocated time slots.

Keeping on-track tasks that have been allocated.

Allowing everyone to have an opportunity to put forward their opinions.
Acts as the final decision-maker when voting is tied.

Signing the minutes after they have been approved by the committee.

Preparing and delivering a report at the organisation’s Annual General Meeting as well as
any other reports as required.
Secretary

Liaises with the Director to develop the agenda for meetings.
Keeps accurate records of meetings.
Distributes minutes to the Director.

Maintains record of all persons who attend meetings.

Collecting, reporting and responding to relevant correspondence as directed.
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Treasurer

The OSHC Treasurer is usually the school’sFinance Officer with OSHC responsibilities (or
their nominee).
Preparation of the annual budget in consultation with the Principal and Director.

Effective monitoring of income and expenditure (profit and loss) against the budget.

Accurate financial records representing the current financial situation of the service are
kept.
Preparation of financial reports for presentation at advisory meetings.
Preparation for the annual audit.

Presentation of the annual financial statements and auditor’s report at the Annual General
Meeting.
General Committee

The role of general committee members is to:

Support the committee by participating actively and constructively in committee meetings.
Participate in discussions and decisions of the Advisory Committee.
Volunteer to support service activities as time allows.

Represent the service at significant community events.
Raising an Issue or Concern

We respect the right of any parent of an OSHC student to raise a concern.
Issues are best raised with the OSHC Director.

If the issue is with the OSHC Director, then please talk to their line manager, the Principal.

Issues can be raised with the Advisory Committee. In this instance please write your concern
and table it with the OSHC Director who will arrange for your item to be placed on the
agenda and invite you to the next Advisory Committee meeting.
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Confidentiality Policy
Context
OSHC services have access to sensitive and private information about children, families,
employees and management. Records and information must be stored appropriately to
ensure confidentiality, must be available at the service, and must be maintained in
accordance with legislative requirements.
Information should not be collected unless it is required. People are entitled to know why
information is being collected and the service’s policy about disclosure of the information it
holds. Personal information about children should not be held without families’ knowledge.

Policy Statement
Nailsworth OSHC service makes every effort to protect the privacy and confidentiality of all
individuals by ensuring that all records and information about individual children, families,
staff and management are kept in a secure place and are accessed by, or disclosed only to
those people who need the information to fulfil their responsibilities at the service or have a
legal right to know in accordance with legislative requirements.
The following records are collected for each child on enrolment and are kept in a secure and
accessible place
- Personal details of name, address, date of birth
- Relevant medical details
- Relevant custody details
- Details of people authorised to collect children from the programme.
- Name, address, phone numbers of emergency contact details
- Any special needs relating to the child’s medical / excursion needs
- Authorisations to administer medication
- Written authorisations to take children outside the service (e.g. excursions)
Under the Regulations, there are specific staff and educator records that need to be kept.
These records are to confidentially maintained
- A file for each employee
- Qualifications, a copy of including asthma, anaphylaxis training
- Records of performance review and professional development and training
- Contact information of next of kin.
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Authorisations Policy
Policy statement:
The Nailsworth Primary School OSHC has clear processes to ensure that all requirements relating to
authorisations are met as determined by the Law. These policies specifically outline for educators
and families what steps must be taken to ensure children are safe when being educated and cared
for.

Administration of Medication
The administration of medication will be administered in a way that is consistent with the Medical
Conditions Policy that includes the administration of medication.
We would encourage parents toschedule administration of their child’s medication outside of school
and OSHC hours.
Where this is not possible the following procedures are to be followed.
 Medication can only be administered if accompanied by a medication authorisation plan.
This plan can be arranged by the following:medical practitioners GPs and/or specialists,
dentists, ophthalmologists, nurse practitioners and pharmacists
 Medication is to be in the original container, labelled with the child’s name and required
dose.
 It is advisable that parents administer the first dose of any new medication at home.
 Educators will record all medication dispensed on a medication record.
Parents/ care givers are asked to that that educators do not monitor the effects of medication as
they have no training to do this and are instructed to seek emergency medical assistance if
concerned about a person’s behaviour following medication.
Children leaving the Premises
On enrolment parents/ care givers will be asked for the names of people other than their parents
who they authorise to sign their child out of OSHC. Parents can authorise a change in their
authorisations by contacting the OSHC Director. It is expected that all authorised people are adults
unless an agreement has been reached between the OSHC Director and the parent.
Staff have the right to refuse collection of children in care at a service if:
 They believe the person collecting the child is under the influence of drugs, alcohol or is unfit
for transporting the child putting the child’s safety at risk
 The person is not authorised to collect the child
 The child has expressed reportable information and to the educator is told by Child Abuse
Report Line not to allow the collection of the child
In the event collection is not granted staff must:
 Contact the enrolling parent to inform them
 Or contact a different collection person to collect the child
 Or contact the police.
In the event a child is taken without authorisation, the police will be called immediately.
Children on Excursions
Written permission must be gained from a parent / caregiver prior to any child attending an
excursion. Where permission is not given, children will remain at OSHC under the supervision of an
educator
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Quality Area:

7. Leadership and Service Management

Policy Number:

SER06

Policy Name:
NQ Standards:

Payment of Fees and Debt Policy
7.3.1, 7.3.2, 7.3.5

Nailsworth OSHC is a user-pays service.
Accounts

Invoice/statements are mailed or emailed each Monday for the previous week’s care.
Payments

All OSHC-related payments can be made at Nailsworth OSHC, the Nailsworth Primary School Finance
Office or on-line. Payments can be made in cash, cheque or credit card/eftpos.
At OSHC, payments are to be made with the Director, Assistant Director or their nominee.
The school’s Finance Office accepts payments each morning from 8:30 to 9:30am.

On-line payments can be made via the school’s website www.nailps.sa.edu.au through the

BPoint system. To assist families, direct debits from credit cards or bank accounts can be established
for regular payments with the school’s Finance Officer.
Families have 14 days to pay their account. Receipts will be issued as proof of payment.
Overdue Accounts

Where a payment has not been made 14 days or over from the original invoice date, a reminder
notice, invoice/statements will be reissued to families.

If payment is not received 30 days or over from the original invoice date, another invoice/statement
will be issued with an attached final notice letter from the Principal.

This final invoice will state “if payment or arrangements have not been made within the next 30 days
from the reissued statement, the Governing Council intends to commence further debt recovery
action, and that child/ren may be denied access to the service”. (Please see attached document for a
sample letter.)
After 30 days, if no payment or arrangements have been made, then accounts may be referred to a
debt collection agency.
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Where fees are not paid, children may be denied access to the service. Prior to making such a
decision, the OSHC Director and Principal will consider the ‘Regulations Relating to the
Commonwealth Government’s Priority of Access’. This requirement identifies children who qualify
for Priority 1 access to our services, i.e. a child at risk of serious abuse or neglect will be treated on
an individual basis in consultation with leadership staff at the school (please refer to attachment for
priority of access).
Confidentiality

Individual names of families and the details associated with unpaid fees will not be discussed openly
by members of staff, OSHC Management or the Governing Council. Information will only be available
to the nominated persons who are required to take action, i.e. Principal, Director and Finance
Officer.
Writing off debts

The Principal has the discretion to write-off debts. The process commences with the tabling of a
recommendation from the Principal to the Finance Committee followed by the Governing Council. If
approved, the write-off of any debts will be minuted at both the Finance and Governing Council
meetings. Confidentiality is to be maintained at all times, with only amounts disclosed.
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Priority of Access Guidelines

First Priority: A child at risk of serious abuse or neglect.

Second Priority: A child of a single parent who satisfies, or of parents who both 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:
Children in Aboriginal and Torres Strait Islander families.
Children in families which include a disabled person.

Children in families which include an individual whose adjusted taxable income does not exceed
the lower income threshold of $43,727 for 2015-2016, or whose partner is on income support.
Children in families from a non-English speaking background.
Children in socially isolated families.
Children of single parents.

A child care service may require a Priority 3 child to vacate a place to make room for a child with
a higher priority. They can only do so 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.

Priority for allocating places, Australian Government Department of Education and Training,
taken from https://www.education.gov.au/priority-allocating-places, March 2016
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Nailsworth Primary School
2 Balfour Street Nailsworth SA 5083
Telephone: 82694622
Facsimile: 82695330

Email: dl.0305_info@schools.sa.edu.au
Website: www.nailps.sa.edu.au
Principal: Sharron Ward
Deputy Principal: Toni Ballard

FINAL NOTICE

RE: OUTSTANDING OSHC/VACATION CARE FEES
Dear
I write in relation to your OSHC/Vacation Care fees. Our records show that $
outstanding.

remains

The Governing Council therefore wish to advise that if payment or arrangements to pay are
not made within the next 30 days that the Council intends to commence further debt
recovery action.
Families who do not comply with these payment terms will be notified that their child/ren
may be denied access to the service.

If circumstances are difficult for you at the current time, we are happy to negotiate partpayments and would appreciate you contacting us to make these arrangements as soon as
possible. Where part-payments are paid regularly, debt collection procedures will not be
enacted. We have included a Direct Debit form to assist you in your arrangements.
If you have any questions in relation to the above matter, please contact Mary Dunton,
Finance Officer, phone 82694622, or via email atmary.dunton949@schools.sa.edu.au.
Yours sincerely
Sharron Ward
PRINCIPAL

Encl. Invoice Statement
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Quality Area:

7. Leadership and Service Management

Policy Number:

SER04

Policy Name:
NQ Standards:

Grievance Policy
7.3.1, 7.3.2, 7.3.4

Policy Statement

All employees of the S.A. DECD have a right to be treated equally as professional people.
STAFF
1. Discuss the issue with staff member concerned.
2. If the matter is still unresolved speak to the OSHC Director or Principal.
3. Should negotiations still not be resolved within two working days either by way of an agenda
resolution or by negotiating an agreed method and time frame contact the Regional Office
on 8366 8830.
CHILDREN
Grievances between children (child to child) will be responded to with sensitivity, considering the
rights of all children involved.
Parents:
For any concern about a matter relating to your child/children or an OSHC staff member:
1.
Make an appointment to discuss the issue with the Director of OSHC
2.
If the matter is still unresolved speak to the Principal.
3.
Should negotiations still not be to your satisfaction refer to
SA Govt., DECD, Parent Complaint Policy: A guide to raising a concern or complaint.
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Quality Area:

7. Leadership and Service Management

Policy Number:

SER01

Policy Name:
NQ Standards:

Booking Policy

7.3.1, 7.3.2, 7.3.5

Permanent and casual bookings must be made for Before School Care and After School Care.

Bookings may be made via phone, email or in person. If the phone is unattended, families can leave
a message; the phone will be checked for messages before each session commences.

For students who attend Nailsworth OSHC Vacation Care bookings need to be made by submitting a
signed booking and a $5.00 deposit per child per day. The Director/Assistant Director will notify the
family if there are any issues with the required bookings ie. Days are full.

For students who DO NOT attend Nailsworth OSHC Vacation Care bookings need to be made by
submitting a signed booking and payment for the entire holidays up front. The Director/Assistant
Director is able to make an accurate estimation how much the holidays will cost. The
Director/Assistant Director will notify the family if there are any issues with the required bookings ie.
Days are full.
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Quality Area:

7. Leadership and Service Management

Policy Number:

SER02

Policy Name:
NQ Standards:

Cancellation Policy
7.3.1, 7.3.2, 7.3.5

The following Cancellation policy is followed and strictly adhered to for Before School Care, After
School Care and Vacation Care.

If a child is booked into care on any given day parents are liable to pay for this place, even if the child
does not attend.
Before School Care:

All Before School Care cancellations must be received by 6.00pm the previous night for the following
days Before School Care.
After School Care:

After School Care Cancellations will only be taken before 9.00am of that day. Notification must be
given to OSHC, via phone, in person or email. If your child goes home sick from school it is the
parent’s responsibility to contact Nailsworth OSHC.
Vacation Care

Vacation Care bookings need to be cancelled with a minimum of 48hrs business notice to avoid fees.
If your child is sick, please notify OSHC, it is at the Directors digression if fees will be charged or not.
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