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Welcome to Rainbow Region Kids (RRK) Out of School Hours Care (OSHC)

This h andbook provides important information about the op erations of RRK OSHC,
including our policies and procedures. Hopefully the information  provided her e will be
valuable. You are most welcome to contact the Rainbow Region Kids Administrator or on-
site Supervisor for assistance, suggestions, feedback or further clarification of our

policies and procedures.

Policy Statement

RRKOSHC is an accredited and approved child -care service provider. Our services are
operated by Lismore Neighbourhood Centre Inc (L NC). Our obje ctive is to provide the
Lismore, Alstonville and Wollongbar communities with affordable and high quality childcare
for school-aged children, especially for those carers and parents who study or work
outside school hours. We aim to help childr en and their families feel valued and welcomed
within a safe environment.

Location and Hours of Operation

Rainbow Region Kids OSHC
Administrator Phone: 0447 211 835
Lismore Neighbourhood Service

76 Carrington Street

PO Box 525 LISMORE 2480

Monday t o Friday 10 8 4pm

Fax: (02) 66220 235

E-mail: kids@Inci.org.au
www.Inci.org.au

RRKOSHC has two locations for its care programs;

Alstonville/ Wollongbar After - School Care and Vacation Care
Wollongbar Public School , 45 Simpson Avenue, Wollongbar 2477
Monday to Friday 3 -6pm (After School Care) and

Monday to Friday 8am d 6pm (Vacation Care)

On-site contact numbers are 66286413 or 0438 681 972 .

Lismore After - School Care and Vacati on Care

Multi -purpose Hall, Lismore Public School , 10 Pound Street, Lismore 2480
Monday to Friday 3 d 6pm. (After School Care) and

Monday to Friday 8am -6pm (Vacation Care)

On-site contact number is 0428 661 919


mailto:kids@lnci.org.au
http://www.lnci.org.au/
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What happens at Alstonville

A planned, yet fle xible program operates after school with our services operating in
conjunction with NSW Public School Terms.  Both services are overseen by a Supervisor
and qualified child care workers. The care program provides a variety of experiences and

activities to help your child develop physical, intellectual and social skills. The children

can be involved in all activities, or very few; t  he level of participation is their decision.
Children have a great deal of s upervised freedom within defined boundaries of the school

grounds.

Afternoon T ea s provided as a nutritious platter of seasonal fruits and a selection of

sandwiches and crackers. If your child has any special dietary requirements, we are more

than pleased to meet these needs; please complete the Special Needs Fact Sheet

What happens at Alstonville/Wollongbar & Lismore Vacation Care?

The Vacation Care service s operate during NSW Public School Vacation periods

(excluding gazetted Public H olidays). Prior to each holiday period families are sent a
newsletter and booking sheet with information about when the programs will be available
on our website. This may include special events and excursions. Morni ng, afternoon tea

and lunch are to be provided by fami lies, the exception being cooking days. Lismore
Vacation Care has a school canteen that operates on special occasions .

RRK OSHC Expectations and Rules

Be Co-operative Be Responsible é
Be Respectful Be Peaceful

This means th at the children understand that:

We stay within the service boundaries and out of the car park and away from school
rooms

We respect the environment and stay out of the gardens and trees.

W e stay within sight of the  designated OSHC building.

We keepourhands and feet to ourselves and away

We understand the toilets are not for playing in.
We use responsible language. Swearing is totally unacceptable.

We know that nobody is perfect, so we don

We behave appropr i at ely towards others and we
We wear shoes, hats and sunscreen when playing outside.

We will listen to the carers and their instructions at all times.

We are respectful towards each other and understand that we all have differences.

/Wollongb ar and Lismore After - School Care ?
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Enrolment

Objective: RRKOSHC will provide an efficient
enrolment procedure. We ensure confidentiality of our families through
providing secure recording and storage of family information.

Each family must complete and sign the Enrolment Form  bef ore your children can attend
the Service . If your children have special needs, please ensure you complete the Special
Needs Fact Sheet.

The Administrator/Supervisor will check the Enrolment Form with Parents/guardian to
ensure all the details are comp leted (including child and family Customer Reference
numbers and dates of birth) and ensure each family has received and understood the
Rainbow Region Handbook.

If children are subject to Court Orders or agreements the Service must have a copy
on recor d, including subsequent alterations relating to the child.

All enrolment forms will be kept in a locked file and kept confidential from all but the
following: the approved persons nominated on the Enrolment Form,  Administrator
Supervisor and Management, Commonwealth and State Department Officers.

Parents/guardians are to notify the ~ Administrator/ Supervisor of any changes to the
enrolment details of family circumsta nces. eg. Phoneand address

Depending on the availability of places in the  Service, children may be enrolled at any
time throughout the year.

If the Service is full, a waiting list is available. Parents can place their children on the
waiting list for the current and upcoming year. Enrolment is determined by availability
and prioritie s of access guidelines. (See 7.)




Service Access

Objective: To provide places for school -aged

children requiring care during their time out of school hours. We will not
discriminate against families needing care; however , priority of service
access will be determined by Government guidelines and our placement
waiting list.

Policy:
Our Service s provide quality child care for primary school aged children .

No family will be discriminated against on the basis of cult  ural background, religion, se x,
disability, marital status or income.

The Service s will ensure that access to children and families with special needs are
catered for within legislative guidelines together with Federal Government ratios.

Under agreement with the Commonwealth G overnment the main priority for a place in our
Service will be given to;

Single working or studying parents
Working parents/carers

Parents seeking work, and

Parents studying for work purposes.

Other p laces will be available if not filled by the above priorities.

A waiting list is available and is updated regularly. The waiting list identifies priority of
access eligibility and is chronologically listed.

Placement from the waiting list is deter  mined by priority of access guidelines, siblings
of children already in care, and date of entry on the list. Parents can check their status
on the waiting list upon request.

For further information refer to Department of Education Employment and Workp lace
Relations (DEEWR) & Priority for allocating places in childcare services.

http://www.deewr.gov.au/EarlyChildhood/programs/ChildCareforServices/Operation/Pa
ges/Priorityforallocatingplacesinchildcareservices.aspx



Child Care Benefit (CCB) and Child Care Management System
(CCMS)

Child Care Benefit helps families and carers with the cost of child care for
approved service providers.

Rainbow Region Kids OSHC is a CCB appoved child care service. The Child Care
Management System (CCMS) is a way f or the Australian Government to ensure that

families are getting their 50% Child Care Rebate and CCB fees correctly calculated.
FAMILIES MUST COMPLETE THE ENROLMENT FORM AND PROVIDE BOTH CHILD AND
FAMILY REFERENCE NUMBERS AND DATES OF BIRTH. ALL INFORMATI ON ON THE
FORM MUST MATCH THE DATA  WITH THE FAMILY ASSISTANCE OFFICE (FAO). IF
YOU DO NOT KNOW YOUR NUMBERS PLEASE CALL THE FAO ON 13 61 50.

There are 2 ways to claim CCB:

You can have your fees reduced by the service claiming the CCB on your behalf. The
amount of benefit will be deducted from the amount of your childcare fees. You then pay
the difference (gap fee).

You can choose to pay full child care fees throughout the financial year and receive your
CCB as lump sum after the end of the year.

Absences: Payment of CCB will be authorised for up to 42 days of absence for each child
per financial year across all approved care services. These are called Allowable
Absences. If you exceed your 42 absences, the service will charge you full fee for
service use.

Pl ease contact the service regarding the nat.
scope for what is termed Approved Absences which do not affect your Allowable
Absences.

Note that to get CCB for any child under seven years you must be abl e to prove that the
chil dés | mmu-toidata tThe are some exgmptions from having to immunise
your children, please contact the Family Assistance Office or Immunise Australia:
www.immunise.health.qov.au

There is currently a 50% tax rebate on out of pocket fees above CCB this is claimed
through the Family Assistance Office and called CCTR. Please refer to DEEWR website
for information.

http://www.deewr.gov.au/EarlyChildhood/Programs/ChildCaref = orServices/Operation/Chil
d_Care_Handbook 2008 -2009/Pages/Part2_14.aspx


http://www.immunise.health.gov.au/

Sun and Heat Protection

Objective: To ensure that children are protected from
the sun and extreme heatto minimise the risk of skin
damage and heat ex haustion.

Policy:

Current scientific and anecdotal evidence suggests that overexposure to ultraviolet (UV)
radiation during childhood contributes to an increased risk to skin cancer throughout an
i ndi vi dual @GascerlCouncd Australia , 2005b).

Preventing sunburn and overexposure to UV radiation assists in reducing the probability

of skin cancer and further skin damage. Sun protection policies and procedures are a life -
long commitment to infants, young children and adults to reduce the incidents of skin
cancer and eye damage (Carncer Council Australia , 2005a).

We have astrict 6no shoes, no hat, outside ps/uapphGy r e

Both staff and children will wear an ap propriate sun hat when outside at all times.  Shirts
or school uniform must be worn by all children for all outdoor play, including water play.

Factor 15+ sunscreen is supplied by the Service. Sunscreen is to be applied 15 030
minutes prior to outdoor play. Staff will supervise the application of sunscreen. ( Please
aavise us If your child is allergic to sunscreen.)

If playing outside on hot days, children will be directed to play in the shaded areas of the
playground. Staff will regularly prompt children to drink.

Frequent chilled drinks will be encouraged during warm weath  er. Children are required to
bring a drink bottle to the  Service .

Children are to remain under covered areas or in the hall during extremely hot conditions.
Staff will ensure that all children who demonstrate signs of discomfort,

excessive sweating, cla mminess or flushed skin be returned indoors to be cooled with wet
flannels, fans or water treatment.
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Objective: To enable RRKOSHC to provide a quality , affordable service for
families utilising care . Fee levels are determine d by LNC Board each
calendar year to ensure the services breaks even.

Policy
RRK aims to provide an efficient booking service through the LNC website and
Administration office.

The Lismore Neighbourhood Centre is to review and determine fees annually or at times required.

Each family is required to pay an Annual administration fee. This is set at $30 per family.
This fee is to be paid at the time of enrolling your child or children.

The fee for Alstonville/Wollongbar After - School care of $17.50 per day is set to cover
costs of the operation of the Service .
The fee for Lismore After - School care of $16 .50 per day is set to cover costs of the

operation of the  Service .
Lismore and Alstonville/Wollongbar Vacation Care fees are $38 per day.

Fees may be reduced following an assessment of CCB which is provided by the Family Assistance
Office (FAOQ). Parents are responsible for providing the  service with essential details to ensure
CCB entitlement can be applied (See 8). Jobs, Education and Training (JE T) subsidy is available
for eligible single parent s undertaking an approved activity such as work or study. Contact the

FAO on 13 61 50 to discuss your eligibility.

After School Care:

RRK is a firmed booked facility we do not provide casual care. Famil ies are required to book at
least one day per week. Fees are payable for every day of attendance, as well as for sick and/or

days not used. Fees are calculated on a weekly basis. When the service is atits capacity a
booking can be cancelled when 24 hour s notice is given. If 24 hours notice is given to the  Service,
the Supervisor will be able to accommodate any other emergency placements for that day.

Vacation Care:
Enroll ed families will be mailed a newsletter, payment receipt and booking sheet for the
approaching holiday period. Indication from families regarding their booked days is important for_

finalising the program of activities and excursions . Finalising attendance numbers is also an

important aspect of ensuring safety for all by shaping rosters to ensure adequate child/staff
ratios.

Booked days can be altered up until 12pm Friday the week before care by contacting the
Administrator on 0447 211 835 or by e -mail to kids@Inci.org.au



mailto:kids@lnci.org.au

All days booked from  this time will be charged whether the child attends or not as staff

employment and rosters are determined by these numbers.

Programs for both services will be available online  at www.Inci.org.au Copies will be available from
Lismore Neighbourhood Centre as well as Alst onville/Wollongbar and Lismore After -School Care
for families with no internet access.

The maximum time allowable for fees in  arrears is two weeks for both Vacation and After School
care services. | ffees are not forthcoming after this time, the Service 6 debt recovery policy
will be enforced.

All fees are to be paid in full by the end of each school term and holiday period. No exceptions. A
late fee charge of $25 per child will be applied if fees a re not paid by the end the care period.

Payment of fees can be made using the following options:
Our preferred payment method is Direct Deposit:

Direct Depositto  National Australia Bank

Account Name: Lismore Neighbourhood Service

BSB: 082 707 ACN: 826 915370

(Pl ease ensure to include your childrends sutl

Cheque by Postto PO BOX 525 Lismore NSW 2480
(Include c hi | d suenaniess reference)

Pay by cheque at Wollongbar and Lismore After - School and Vacation Care into
locked fee box (Receipts will then be delivered to your family pocket or by post)

Please make all cheques payableto Lismore Neighbourhood Centre or O L NC®

The Servicebs debt recovery policy is as fo

If families neglect to pay their feesan  d have not put in place a payment plan, children
will be unable to attend the service until arrears have been paid in full.

Payment plans can include arrangements through Centrepay. The Service cannot
guarantee that the original booked days will be reta  ined or available.

If parents find themselves in difficulties, financial or otherwise, an arrangement
may be able to be organised at the Administr e

Please contact Accounts Officer  at the Lismore Neighbourhood  Service on
(02) 66 217 3 97 as soon as possible to open lines of communication so we can work
towards the best possible outcome for all concerned.


http://www.lnci.org.au/

Staff

Objective: To provide an adequate staff/child ratio in a
safe and respectful environment for children at all times
RRKOSHC St af f ar e alotrhkaornigs eld ¢ otlea@nce Workerse n 6
The Supervisors are experienced child care educators. Our staff  are
compassionate and acknowledge the unique potential of each child.

Policy

The Services are staffed with a Supervisor, Assistant Supervisor and casual staff who
are responsible for the operation and management of the service and implementation of
the daily activity program.

Alstonville/ Wollongbar After - School Care operates with a minimum of 2 staff members
daily, depending on numbers of children. (The Service daily maximum capacity is 45
children.)

Alstonville/Wollongbar Vacation Care operates with a minimum of 2 staff members
daily, depending on number s of children. (The Service daily maximum capacity is 45
children .)

Lismore After - School Care operates with a minimum of 5 staff members daily
depending on numbers of children. (The Service daily maximum capacity is 80 children).

Lismore Vacation Care service operates with a minimum of 7 staff members daily,
depending on numbers of children. (The Service daily maximum capacity is 100 children).

RRK OSHC has a database of childcare staff. The Supervisors have the authority to
increase and reduce staff numbers according to number of children attending the
service.

The Administrator will undertake a quarterly review of the relief list to ensure all staff
numbers and names are up to date. The Supervisors will ensure that adequate staff
members are avail able each day.

St aff at al | ti mes wil |l act i n the chil dreno:
environment and providing quality care.

Staff at all times will work to ensure confidentiality. Staff will be available for
reasonable access to parents to discuss issues related to their children

We encourage parents to be involved in the Service. All parents wishing to volunteer or
ot herwise contribute to theWddrkivhg ellist iwhe&h / /ud



12  Arrival at the Service

Objective: To provide an arrival system that is
clear and ensures the safety of the children in our
care. Parents/guardians must follow specific communication procedures to
fulfil this requirement.  We provide guidelines to staffto  follow when a child

who is O6booked ind fails to arrive or
time.
Policy
On arrival atthe Service, every chil dds name wil | be mark

register (sign -in book). The Supervisor and Bus Supervi sor sign will ensure all names are
recorded at the start of the session an d during the bus arrival time.

Parents are required to notify the  Service (preferably 24 hours in advance) if their child
will not be attending as per their usual booking. You can text the Supervisor or
telephone. This limits time wasted by staff in chasing up the whereabouts of the child;
and when the service is at capacity allows for emerge ncy childcare placements.

When a O6bookedd child fails twlloecurri ve, t he f «

We will call the work phone number of the parent/s to confirm with the parent whether
or not the child should be in attendance.

| f the parent candét be contacted at work, we
If the parent/s cannot be contacte  d by phone, we will call the emergency contact.

After all of these numbers have been attempted and the Supervisor is still unable to
contact a parent or emergency contact , this will be noted in the Supervisor Diary . The
time and the action that took plac e will be noted and no further action will occur.

I f it is discovered within this process that
school and the bus company will be contacted to confirm whether the child was in

attendance at school. If the chil dis deemed missing, the Police and Department of
Community Services (DOCS) will be contacted.

If a child arrives unsupervised at either Vacation Care Service we will contact the
family and advise thatthis practic e is in breach of the Child Protection Ac t 1998.
No children are to arrive at the service until the service has commenced operation.

An authorised person must sign  children on the service roll each day.



13 Discipline, Behaviour Management and Exclusion

Objective: To provide a protec ted and secure
environment for children and staff. To implement appropriate policies that
assist in minimising physical/emotional harm to children and staff. We
encourage positive behaviour and develop self -discipline skills through
positive example and di rection. Bullying is not tolerated at any time.

Policy:

The Supervisor has the discretion to decide which behaviours are considered harmful
either physically, verbally or emotionally to children or to staff, and to take appropriate
disciplinary action.

The Supervisor then has the authority to i ss.l
parent/guardian with a warning if the behaviour is considered significant or if it is

ongoing.

The Supervisor wil |l trgehidaddnatifygllest &aff .tTargeting fisf e n d i

definedas pl aci ng wheechiclad ed u/ vi sval observatio

If the child whoist argeted repeats the offensive behaviour the Supervisor and
witnessing staff will complete a  Behaviour Incident Report form. This form will detail the
actions and behavio ur of the child and who was involved in the incident. The parent/carer
will be asked to read and accept the form with their signature.

If the child repeats any form of offensive behaviour the child will be suspended from
attending the Service for a nominated period of time. The period is at the Supervisor
and Admi nidsdretian,t lmased an the severity of the behaviour and the willingness
of the child to address the issues surrounding their behaviour.

On t he <chil ddservicea Behawout Management Contract will be issued and
signed by the Supervisor, parent/carer and child. If the child breaches the agreement

the Supervisor and Administrator will determine whether the child will require

permanent exclu sion from the Service.

Rainbow Region Kids OSHC supports positive encouragement when managing

behaviours with children. We have a zero tolerance to bullying whether this is
verbal, physical, emotional or physical.

Our motto is: RAINBOW RECION KiDS is a safe place for  all of us!
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Children not collected before 6.00pm

Objective: To provide a protected environment for
children not collected by the close of business  and to implement a penalty
for late care of children. To provide guidelines to staff to follow wh ena
child has not been collected prior to the service closing and the family

cannot be contacted.

Policy

The Supervisor is to phone the parent/s at work or home, or the emergency contact
number if a child is not collected by 6pm.

The Supervisor ist o contact the police or the Department of Community Services
(DOCS) if the parents or emergency person cannot be contacted by 6.15pm
(Phone: 66234900 )

Before a child is released into the care ofa DOCS Officer the child identification must
be confirmed.

If a parent/guardian phones before 6pm to notify staff of an emergency delay, staff will
advise them that the child can only be cared for until 6.15pm, after which they must
organise an alternative person to collect their child. If this is not possible an d they
cannot organise for the child to be collected  then DOCS will be contacted to care for the
child ren.

The penalty for all late collection is of $25 per 15 minutes.

Only authorised people listed in the Service database can collect children. The Service
will not release children to anyone who is not authorised without prior consent and in line
with RRKService policy.

Authorised people collecting children must sign the attendance register when children
are collected.

If there is an emergency andt he parent or an authorised person cannot collect the child,
the parent must telephone personally. The parent is required to indicate who will collect
the child; advising the collector that on arrival at the Service they will be requested to
provide photogr aphic identification.
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Absent and Missing Children

Objective: RRKOSHC will secure the safety and welfare of the children
attending our Service s by ensuring clear cooperation between the service,
parents , schools and transport services.

Policy:

Parents/guardians are to advise the  Service Supervisor if their children will be absent on
the day they are booked into  Service . This action is called ‘notification’ . Notification
allows the Supervisor to regulate the daily numbers of students attending t he Service
and fill the available places with children needing care for that day. The Supervisor must
ensure adequate staff numbers are attending the Service at all times.

Notifications are to be recorded in  the daily diary and roll when they are receiv  ed. Ifa
child is sick for a length of time, parents should keep the Supervisor informed of when

the child will return to school and provide a Medical Certificate. A Medical Certificate is
considered an Approved Absence and is not included in the 42 days  Allowable Absences.

Should a child not arrive at the  Service when expected the Supervisor will:

o Ask the other students where the child might be.

. Telephone the child's school office and check for attendance.
. Contact the parents
. Failing this contact the Emergency contact.

] Failing this contact the Police and Department of Community Service




16

@S

Accidents

Objective: To provide immediate health care to children and staff when any
accident or health incident occurs within the Service grounds.

" The person caring for the child assumes responsibility for acting in the
best interests of the child in the event of an injury. The careful exercise of

this discretion is part of the staff's duty of care”
(Guide to the Law for Children's Services, NSW Communit y Child Care Co-op)

Policy:

Parents are required to provide written consent for staff to seek medical
attention when completing and signing the Enrolment Form.

Parents are required to supply details of the family doctor and Medicare
number on the 'En rolment Form'.

If a child experiences an accident, they will be attended to by a First Aid
qualified staff member and any injuries will be assessed for treatment
options.

If the Supervisor determines that immediate medical or dental treatment is
required an Ambulance will be called. If necessary the supervisor will also
contact Police and DOCS.

Parents/carers or emergency contact s will be contacted immediately and
advised on what action is being taken.

The Service staff will reassure the remaining  children by keeping them
informed of the situation and keeping them calm.

The incident will be fully recorded in the Accident Book and be witnessed by
the Supervisor and two staff members and the parent/carer. In the event

of a child being transported to hospital a staff member will accompany the
child until the family members have arrived at the hospital.
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Emergency Procedures

Objective: RRKOSHC will provide an environment that promotes the safety
and wellbeing of children and staff at all tim  es. All children and staff will be
aware of and practised in, emergency and evacuation procedures. In the

event of an emergency, natural disaster or threats of violence , these
policies will be immediately activated .

Policy:

The Service will practice the emergency exit procedure at least twice per each school
year.

All staff, including relief staff wi Il be informed of the procedure  and their specific
duties identified in their orientation to the Service .

Emergency evacuation procedures will be clearly displayed near the main entrance and
exit of the Service .

Parents are to be informed of the procedure and assembly points (see attached
Evacuation Plan).

Fire extinguishers, smoke detectors and a fire blanket are installed and maintained in
accordance with Australian Standard 2444. Staff are instructed in their operation.

If a person unknown to staff or subject to court orders arrives at the service and
harasses or makes threats to children or staff at the Service the Supervisor will:
Calmly and politely ask them to leave the Service .

\ . .
\ If they refuse to leave, explain it may be necessary to call the police.
0)

Staff will calmly move the children away from the person.

The Service will keep all children in doors until the police arrive.
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Complaint Procedures

Objective: RRKOSHC believes that parents have an important role in the
Service and we value their comments and contribution. We aim to ensure
that parents feel comfortable to communicate any concerns they have in
relation programs, policies or operations to the Service Supervisor,
Administrator or Manager LNC at a mutually convenient time. Our prior ity
Is to improve the quality our services.

Procedure:

Parents have the right to complain about 0 ur service. A complaint may be
informal or formal. Complaints can be made either in writing or verbal.

All confidential conversations with parents will take place in a quiet area
away from children, other parents or staff not involved.

All complaints will be dire cted to the Supervisor who will arrange a suitable
time to discuss a par en tafpspriate araregeners
to resolve the matter.

If the complaint is not handled to the parent's satisfaction at this level, the
Supervisor will ask the parent to discuss the issue with the  service
Administrator or LNC Manager.

Management will meet with the Supervisor and develop a strategy for
resolving the problem. The strategy will be discussed with the parent and if
necessary a meeting will be organised.

If any complaint cannot be resolved internally to the client's satisfaction,
external options will be offered such as third party mediation.

an
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lliIness and Infectious Diseases

Objective : RRKOSHC will provide a safe and hygienic
environment to promote the health of the children. As care
requirements of a sick child cannot be met without  reducing the level of
supervision of other children, or risking other children's health, p arents are
directed to not permit  sick children to the Service. We will ask parents to
collect children who present as unwell while attending the service.  Children
with infectious diseases will be excluded from the Service for the period
recommended by the NSW Depar tment of Health.

Policy and Pro cedures:

A child will be considered sick if they:
e Are lethargic and sleeping at unusual times,
e Have a fever over 38 °,
e Are crying constantly from discomfort,
e Vomit or have diarrhoea,
e Have an infectious disease , and/or
e Are in need of one to one constant care.
e Open weeping sores or rashes

The parents will be contacted if a child becomes unwell at the Service . The ill child will
be cared for in a quiet isolated area with supervision until an authorised adult collects
them.

If a child has a fever the parents will be informed, fever -reducing methods (such as ice
pack or fan) will be employed to bring down the child's temperature. Paracetamol will

not be given by Service staff. If the fever does not reduce the child's doct or or an
ambulance will be called.

The Supervisor has the discretion to exclude  anill child from the Service . Children will
be excluded from the Service if they are suffering from any contagious illness. This
includes diarrhoea , staphylococcus and conjunctivitis.

A doctor's clearance certificate will be required for all infectious diseases before
returning to the Service . In the event of an infectious disease inthe Service the
Supervisor will inform all parents of the nature of the illness via the ne wsletter.
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Immunisation

Policy: RRKOSHC respects the right of individual parents to immunise or
not to immunise their children. However children who are not immunised will
be excluded for the period of an outbreak that is a vaccine -preventable
disease. For further information contact Immunise Australia:

Procedure:

Parents will provide the Service with documented evidence of their child's
immunisation status at the time of enrolment.

This information will be recor ded in the Service database.
In the event of an outbreak of vaccine -preventable disease at the Service
or school, children not immunised will be required to stay at home for the

duration of the outbreak, for their own protection.

The Public Health Unit w ill be notified of any child contracting a Vaccine -
preventable disease.

Payment of fees will be required for children excluded during an outbreak of
vaccine-preventable disease.



Medication .%ﬂ
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Objective:

RRKOSHC will ensure individ ual care and attention to all children by
following specific guidelines regarding any form of medication give  n to the
children. To ensure interests of staff, children and parents are not
compromised medication will only be administered with the explicit

permission of the parents or , in the case of emergency , with the permission
of a medical practitioner.

Procedure:

Parents who require medication to be administered to their child at the
Service will provide written details onthe Rainbow RegionKids OHSC
Medication form:

e Name of medication

e Date, exact time and dosage to be administered

e Signature

On arrival atthe Service the medication will be removed from the child's
bag and given to an authorised staff member. The medication will be placed
in the First Aid cupboard.

Prescription medication will be administered by authorised staff
members only.

Authorisation from anyone other than the parents/guardian cannot be
accepted.

A second staff member is to witness the administration of the medication.
Where medication is treatment of long term conditions such as Asthma,
Epilepsy or ADHD; the Service will require a letter from the child's Medical

practitioner outlining details of medication and administration methods.

If a child has a @ehaviour management planéhis must accompanythe
medication form and a copy held at the Service.
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Child Protection

Objective: RRKOSHC believes that

the welfare of all children is of paramount importance . The Service has an
obligation to defend the child's  rightto care and protection. Staff have
responsibility to take action to protect children they suspect m ay be abused

or neglected. RRK will follow the procedures outlined by the NSW

Department of Community Services (DOCS) and the Commission for Childre n
and Young People.Children and Young Persons (Care and Protection) Act

1998 Amendment (Out of School Hours Care Services) Regulation 2007.

Policy:

(Note: A mandatory reporter is someone who is required by law to make a
report to DOCS if they have cur rent concerns about the safety, we Ifare or
well being of a child who is under 16 years. There are penalties for failing to
make a report.)

All staff will undergo training in relation to child protection and notification
as part of the staff training progr am.

Any staff member who forms a belief on reasonable grounds that a child is
being abused or neglected, or is concerned about the safety, welfare or
wellbeing of a child, must notify the Supervisor.

All staff are mandatory reporters.

After discussion with the Supervisor the Administrator and notifying staff
member will then contact the DOCS Helpline.

The matter will then be in the hands of the designhated Departmental
officers.

This process of notification will be treated as strictly confidential.
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Visual and Audio media

Objective:  Visual media can be used as part of the program of daily

activities. The Supervisor will give consideration to the content and message
of the material. The Supervisor is responsible and will ensure that all visu al
and audio media are suitable for the children's ages.

Policy:

Only material with a G rating will be shown. Parents are to sign a consent form for
their child to view videos.

All material will be previewed by staff.

Parents are notified of the time s visual media activities occur via the after school
term or holiday program of activities.

Another activity will be provided for the children not participating in visual media
while the majority of children are viewing.

Evacuation Planning

A nominated staff member will notify the relevant emergency authority: i.e.
Fire Brigade and Police.

Staff will blow the  Service whistle 3 times.

The Supervisor will collect the roll and mobile phone and usher all children
to the designated marshalling poin t.

All staff will assist and be aware of children with special needs and their
carers.

Once at the marshalling point the children are to form 2 lines.
The Supervisor is to call the roll.

Staff will then await the instructions of the Police or Emergency Services.
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Food and Nutrition Policy

Objective: RRKOSHC promotes and encourages
healthy eating practices in children and families at
our Service s. Healthy foods enhance positive physical development by
ensuring children receive appropriate daily nutritional requirements. We
encourage children to reduce the risk of dental decay by eating healthy food
choices. No lollies, chips, junk food or fizzy drinks may be eaten or brought
to the Service unless we notify a sp ecial event day. Our After School Care
services provide a daily nutritious Afternoo n Tea for the children at the
service.

After School Care

Afternoon Tea will be served at 4pm after the last school bus arrives at the Service .

All children are required to  wash their hands with anti -bacterial liquid soap prior to
eating or sharing foods.

All children are required to remain seated for the duration of eating.
All childrenrequiring 6 Sp e ¢ / a / foa@s wall beacatgred for individually. Parents must

complete the Special Needs section of the Enrolment Form and detail the dietary needs
for their children.

We encourage and welcome feedback from parents regarding our meals policy , please feel

free to suggest new ideas to us.

Vacation Care
Children atten ding our Vacation Care Programs will provide their own food for the day.

It is recommended that both Morning and Afternoon Tea be supplied.

Lunch will reflect our health food policy and consistent of fresh sandwiches, salads or
fruits.

Wh e n 0 c orepeciaheydit days are programmed food will be provided by the
service.

All children are required to wash their hands with anti -bacterial liquid soap prior to
eating or sharing foods.

All children are required to remain seated for the duration of eati ng.
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Objective: RRK OSHCencourages excursions to
provide children with enjoyment, stimulation,
challenge, new experiences and a social interaction between the Service and
the wider community.

Pdicy:
Maximum safety precautions will be maintained and risk assessments of the
excursion venue obtained.

Written permission will be sought from parents/guardians before a child may
attend an excursion.

Ensure excursions are planned to reflect the age ¢ apability and interests of the
children maximise safety.

The supervision of children on excursions must adequately ensure the safety and
well-being of the children, taking into account all risks or hazards likely to be
encountered.

Ensure t he minimum adult: child ratio 1 adult: 5 children is maintained at all times.
The Service must have signed authority from the parent, guardian or approved
persons which is dated; gives permission for the child to go on the specific

excursion undertaken on a specific da .

Excursions may be cancelled due to weather or insuffi cient interest in
participating and associated cost is unrealistic for families.

Excursions are compulsory and the services will be closed on these days.
RRK will endeavour to adhere to the prop osed departure and return times.

Children are required to have covered footwear on ALL excursions. Children MUST
wear a hat and sunscreen at all times during outdoor activities.

Families are advised to check the list of requirements the children need t o bring
for each excursion.



