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INTRODUCTION

This Centre is a non - profit organisation and is incorporated in
its own right.

The rules, which have been set out in this Information

Booklet, are strictly enforced. Application for variations to
these policies should be addressed to the M anagement
Committee in writing. No staff has the authority to alter any
of these policies.

If there are any points you are unclear about or any
comments that you wish to make, do not hesitate to contact
the Centre Director .

Please ensure you read thi s Information B ooklet and sign the
Parent Agreement to the terms and policies described herein
as part of your application for enrolment.

The Committee hopes that you and your children find the
Centre to be a happy and secure environment.

THE MANAGEMENT COMMITTEE OF
HOLY SPIRIT NORTH RYDE OSHC
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Our Philosophy

Holy Spirit OSHC aims to provide an accessible and quality service to all children in our care. We
to provide a friendly, caring, clean, nurturing and welcoming environment where parents have no
concerns about the safety and wellbeing of their oddOur program strives to provide a variety of
activities which are challenging and stimulating and encourages freedom of choice and expressic
aim to provide opportunities that are meaningful to all children and support their wellbeing, learnir
development, whilst still being enjoyable.

The activities will be aimed at meeting the needs, interests and abilities of all children, which invo
promoting a healthy | ife dtegrhand seientities.Alhptaonuyr a
will reflect the voices of the children, parents and staff, alongside the outcomdgsTaine, Our Place.

We believe children have rights and are all unique individuals who grow and learn through play a
own individual pace. All families and cHien using the service will be treated equally and with resp
regardless of gender, disability, financial circumstances, family background and culture. We belie
the children in our care and their families, are an important factor in our cedtvalae their thoughts,
ideas andndividual needs.

All staff are expected to be enthusiastic, professional and caring towards children at all times. Ste
be encouraged to use their qualifications and knowledge to provide an environment that is safe, t
welcoming and clean at all times. This vii# maintained to a high standard and managed by senior
to ensure that children, families and staff have a safe and enjoyable time at the centre.

Communication between the management committee, staff, families, children and the community

viewed & of vital importance in order to allow families and the communities input towards
programming and the management of the centre on an ongoing basis.

National Quality Framework

The department of education, employment adkplace relations introduced a new National Quality
Framework (NQF) as of Januar$, 2012 for all children services, including Before and After Schoo
Cares.

The National Quality Framework aims to raise quality and drive continuous improvement and
consistency in education and care services through:

1 A national legislative framework

1 A national quality standard

1 A national quality rating and assessment process

T A new national body called the Australia
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Membership / Enrolment Fees

Attendance Fees Per Child

U Permanent

U Casual

U Vacation Care

Late Pickup Fee

Non N otification
Non Signage Fee

Vacation Care Late

Staff Members

Centre Director

Coordinator

Fee

Booklet

$ 55 .00 per family each year

Morning $11.00

Afternoon $ 20.00
Morning $16 .00
Afternoon $ 26.00
Per Day (Some activities extra) $ 45.00

1st, $ 20.00 plus $ 5.00 for every 1 minute per
child

214, $30.00 plus $5.00 for every 1 minute per
child

$ 15.00 per event

$ 5.00 per event

$5.00 late charge after cut  -off date.

$ 5.00 per child, per day for any late bookings or
change of booking

Donna Fountain
Debbie Farthing

Management Committee Members

President

Treasurer

Secretary

Parent Liaison Officer

Committee Members

Service Administrator
Becklyn Pty Ltd

Location

Effective 3" Term 2019

Matthew Carr
Angelica Palandjian

Katie Geering
Melinda Loh Haining
Ada Poon & Rhiannon Ramian

Phone 9878 -2651
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The Holy Spirit OSHC is located on Cox0s Road at the ent:
Primary School . A sign | abell ed O6Holy Sg

the building.
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Hours of Operation

The Centre is open from 7.00am to 8.45am and 3.10pm to 6.00pm on school
days Monday to Fridays.

At 8.30am the children are permitted to go into the playground where a
School staff member supervises them.

At 3.10 pm all children make their own way to the steps at the bottom of the

main building. New Kindergart en children are escorted to the steps by staff for
at least the first two weeks of Term 1 or until they are confident in making

their own way.

During Vacation Care periods hours are from 7:00am till 6:00pm daily.

Enrolment

To enr ol your child you must complete  an online Enrolment Formth at can be
found through centre website and pay the appropriate membership fee. The
Enrolment Form must be completed in FULL and PRIOR to your child attending

the Centre. This form contains medical consent in case of an accident. It also
specifies who may collect your child from the Centre and other issues. Please

ensure you read this form carefully.

All fees must be paid up  -to-date to be eligible for enrolment.

Places are allocated on the basis of timeliness of application ie. e arliest
applications receive first available allocations. Other criteria for enrolment, is
as stipulated in the Centrebds Service Acc

The Centre MUST be informed of any court orders relating to the custody of
the child. The Centre Director MUST sight and keep a copy of any such order
affecting custody of children in the Cent

Membership / Enrolment Fee

A membership/enrolment fee is charged per family, whether the child is to be
a permanent or casual  or using Vacation Care. The Centre cannot be used
without the payment of this fee.
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Permanent Booking S

If a child is to attend the Centre on a regular basis, a permanent booking is

required. A permanent booking must be paid whether or not the child attends.
There is a small discount ( relative to the casual booking rate ) for booking your

child or children on a permanent basis.

Permanent bookings may be transferred from one day to another in the same
week (Monday to Friday) providing you no tify the Centre Director. Transfers
will only be accepted when between similar sessions (i.e.) you cannot change

a morning session to an afternoon session.

Permanent bookings falling on a public holiday are non -chargeable.

Tocancela per manent booking, one weekOos writt
given. If that booking, once cancelled, is then required within one calendar

month, all fees which should have been paid from the last day of attendance

until the new commencement, must be paid in full prior to the new booking

being accepted.

Roster and Shift Workers Bookings:

Where a parent is involved with shift or rostered work, the Centre will

endeavour to arrange permanent bookings for their children on a week -to-
week basis. Parents  should advise the Centre Director of their position and
appropriate arrangements will be put in place to accommodate these

situations.

Casual Bookings

If a child is to attend irregularly or occasionally, then a casual booking may be
made either online, by written application , or by phoning the Centre.

Casual bookings may be cancelled provided notice is given prior to 12:00 pm
Midday the day before  for a morning and afternoon session. If the appropriate
notice is not given, payment is still required.

Casual bookings will not be accepted if fees are outstanding for the previous
week.

Pupil Free / Strike Days

During any term, there is the possibility of i ndustrial action b
Union and Pupil Free days. There will be no charge for permanent bookings
who do not attend the Centre due to a pupil free or strike day.
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Absenteeism

If your child will not be present at a pre -booked session, whether a casual or
permanent booking, you must let the staff know either in person , online, or
via telephone (you can leave a message on Centre voicemail). This is to

avoid unnecessary confusion and concern. A roll is called at each session to

make sure all children are present. Staff are under instruction to carry out a

search for any child not reported absent and not present at roll call. If the

centre is not notified that your child w ill be absent, a $15 non  -notification fee
will be charged.

Note: you can NOT use email to communicate with Centre staff about
Absenteeism as emails are not guaranteed to be received.

Payment of Fees

The Centrebds preferred met iheotddebitf pay ment

Receipts for payments will be emailed fortnightly to your nominated email
address by the Service Administrator.

If you change your email, please notify the centre via the following email T
holyspiritaftercare @bigpond.com

Child Care  Subsidy (CCS)

On the 2 ™ of July 2018, the government amalgamated Child Care Benefit
(CCB) and Child Care Rebate (CCR) into one payment now known as the Child
care Subsidy (CCS).

To Claim CCS, Families must:

1. Complete their eligibility assessment with Centrelink or via their MyGo %
account

2. Provide the centre with C(R3MdisgCanralinkd at e
records) for all children attending the service, plus for the guardian /
parent registered to receive CCS

3.Confirm each chil dbés enrol ment at t he

Once all the above steps are completed, any CCS a family is entitled to receive
will be returned to the centre on a weekly basis and will appear as a credit on
the family account. This will mean that invoices from the centre will be for the
gap fee only. More information on how to apply for CCS can be found at:

https://www.humanservices.gov.au/individuals/online -
help/centrelink/ _complete -your -child - care - subsidy -assessment

Effective 3@ Term 2019 Page 7 of 23
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Absences (CCS)

CCS will continue to be paid for up to 42 absences for all types of
approved childcare, per child, per financial year. Absences are counted on
a per day (or part day) basis i.e. where a child is away for one out of two
sessions as day, 1 absence will be re corded.

Once these 42 days have been exceeded, families may be entitled to CCS

payments for further additional absences in certain circumstances. More

information regarding these AAdditional Abse
https://www.education.gov.au/new -child - care -package -frequently -asked -

questions - in the expandable absence section

In shared care arrangements, the allocation of 42 absences per financial
year re lates to the child, not each indi vidual claimant.

Late Pick -up Fees

The Centre closes at 6.00 pm. Any child collected after 6.00 pm will incur a
$20.00 fee plus  $5.00 per minute per child charge. If this occurs a second

time, the fee will increase to $30.00 plus $5.00 per minute per child. If a child
is not collected by 6.30  pm and no contact can be made with parents or

emergency contacts then the staff have no option but to place the child under

th e supervision of a Committee member. The Late Pick -up Fee will be added

to the parents account. Payment must be made with the next payment of

fees.

Should your family incur 2 late pick up events in one term, your booking may
be cancelled.

Non -Signage Fees
All children are required to be signed in and out at drop off and pick up
times, by a parent/ guardian or authorised nominee, via the centre

Touchscreen. Families will incur a $5.00 non -signage fee for any session
in which a child had not been signed in or out.
Staff

The Centre has permanent and casual staff rostered on to care for the
children. There is always a minimum of two staff members present at all times
and the Centre average s one staff member for every 15 children.

Management

A voluntary group of parents comprise the Management Committee of the

Centre. The Committee decides matters of policy, fees, staffing and all

matters relating to the running of the Centre. This Committ ee usually meets in
the second week of each term. Parents with any problems, suggestions or
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gueries are encouraged to present at these meetings. New parents are always
welcome on the Committee.

A Service Administrator  is employed to handle all administra tive matters and
to liaise between the Committee, staff and parents.

Any parent having queries, suggestions, grievances or concerns, should
contact the Centre Director.

A full copy of the Centreb6s Pol i ci ersarea.an
Food
A light b reakfast is served each morning. | f your child requires breakfast ,

they need to arrive at the Centre by 7.30am. Serving of breakfast ceases at
7:45 am.

A nourishing afternoon tea is provided each day. If your child has any food
allergies please advise the Centre Director.

Homework

The Centre will provide an environment where homework can be carried out if
both child and parent wish this to happen. Staff are unable to ensure
homework is commenced or completed.

Signing On  and Off

AtDrop -offand Pick -up parents must si gn anhdeifro fcfha
touch scr een. It is vital to the running of the Centre and most important ly for
safety of the children as well as for insurance purposes. The Centre must be

able to ac count for all children should an emergency arise.
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Children & Parent Behaviour

No bad language or behaviou  r will be tolerated at anytime. Consistent bad
behaviour or language will result in both the committee and parents being
contacted and possible cancellation of booking.

Fire Policy

The Centre has a fire drill procedure . Fire drill notices are located throughout

the Centre.

U Downstairs ( 3 notices ): Parent Notice Board, the wall where the children
hang their bags and the wall along t he back corridor.

U Upstairs ( 1 notice ): Parent Notice Board as you get the top of the stairs.

A fire drill will be carried out regularly (once aterm ). A Fire Drill procedure

form is completed by the Centre Director and filed for reference.

Sun Protection

The Centre staff  will insist on all children being appropriately protected
against the sun. Parents should inform their children of the need to protect

their skin against the sun by wearing hats and using su nscreen. Sunscreen is
provided by the Centre. It is the responsibili ty of the child to apply the
sunscreen with the assistance of Centre staff . Children who do not have hats

will not be allowed to play outside.

Administration of Medication

If a child has a condition that requires medication , however occasional,
parents must complete and sign the relevant form.

No child must have medication in their bags withdrawn from the sight of staff
members. All medication must be given to staff to handle it according to

policy. If the appropriate paperw ork is not filled out by the parent then the
childés enrol ment wil/ not be accepted.

Child Protection
It is mandatory for childcare Centre staff to notify suspected abuse and

neglect of children to the Department of Human Services. All staff are

aware of i1issues relating to child protection
to keep children safe at all times. The centre has a child protection policy

that identifies the types of abuse, indicato

the rights of th e children. It is important for parents to be aware of this
policy. The centre will ensure that there is always a staff member on shift
with current Child Protection Training.
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Vacation Care

Holy Spirit Vacation Care ' T Rules and reminders

1 As of the January vacation care holidays, a non - cancellation fee
will apply.  Meaning i _once bookings have been submitted online,
all vacation care sessions are chargeable, regardless of
attendance.

91 Children need to bring their own morning tea, lunch and
afternoon tea. Food will not be supplied by the centre, unless
stated otherwise.  Breakfast will not be supplied during Vac ation
Care.

1 Hats MUST be worn when playing outside or when on an Out of
centre activity. No hat, No Play!

1 Sunscreen is supplied by the centre and is available to be used by
all children. Children with sensitive skin or allergies must bring
and wear their own sunscreen.

1 Closed shoes are to be worn when attending vacation care to
avoid injuries and accidents. Please consider clothing for that
day 6s activities.

1 When attending an out of centre activity, children must be at the
centre by 9:00am. The buses will leave at 9:30 am and there will
not be anyone at the centre after this time.

1 Please read the vacation care written program for specific
information on the activities that your child/ren are attending and
any additional items that your children might require.

1 When children bring their own belongings to vacation care, it is
their responsibility to ensure that their possessions are labelled
and taken home with them at the end of the day. The centre
accepts no responsibility for any lost or broken personal items.

If vou have any further guestions, please contact the centre
directly.
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A-11 Complaints and Feedback

Introduction

OQur care service values the feedback of staff, tamilies and the wider community in helping to create
a service that meets regulation and the needs of enralled children and their families. We encourage
open communication through opportunities to respond and provide feedback on the program. A
component of this feedback is the ability to put forward a complaint and have this managed
appropriately with due consideration and quality information.

Procedure

We will provide opportunities for consultation, evaluation and review of the service operation and
delivery of the education and care program. We will develop a process for making and managing
complaints and communicate this to all stakeholders. We will handle
complaints diligently and confidentially.

leedback

Communications will aim at all times to be open, honest and
confidential. Our service will offer a variety of ways to communicate and
provide feedback including:

®  Daily programs - will have a section dedicated to comments or
feedback on the program and activities

Interactions

Formal feedback and comments

Surveys

Family meetings

With permission, staft may write comments on hehalt of families to help with evaluations of the
program and encourage further family input.

Families are provided with the service’s email address and phone details at orientation. Families will
be encouraged 1o converse with staff at pick up and drop off times, and may email or call throughout
the day.

Teedback from families is encouraged and staff will take this feedback into account in ongoing
planning and quality improvement.

Families will be informed as to how their feedback has contributed to improvements in the service
through information notice board displays, emails and/or newsletters.

Complaints
The Nominated Supervisor will:

1. Develop a process for managing complaints. This process includes:
a. Receiving complaints;
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b. Addressing and investigating complaints;

c. Documenting complaints.
2. Communicate information on the process to families through enrolment and orientation
processes and information.
Provide contact details for putting forward a complaint.
Ensure every complaint is managed and is an opportunity for quality improvement.
Discuss the process for managing complaints with the staff team.

o v s ow

Provide or arrange training on complaints management.
Sample Process (Information for families)

1. Families make a formal complaint about aspects of the service and no person will be
disadvantaged in any way as a result of that complaint.
2. Complaints should be forwarded to:
- Approved Provider: Holy Spirit OSHC Committee
holyspiritoshc.committee@gmail.com
OR
- Nominated Supervisor: Donna Fountain
holyspiritaftercare@bigpond.com
- Holy Spirit OSHC
195 Cox’s Rd, North Ryde, 2113
Ph. 9888 1298
3. Your complaint will be dealt with in the strictest confidentiality. Any staff member involved

in handling complaints will ensure that information is restricted only to those who genuinely
need to be notified in order to deal with the complaint. If information specific to the
complaint needs to be disclosed to others during its resolution, the complainant will be
informed.

4. Your complaint will be documented by a staff member, and placed on the complaints
register. The complaint will then be forwarded on to the most appropriate person to
investigate the complaint. This will include the Nominated Supervisor and the Approved
Provider.

5. Actions to address the complaint will be determined. Once the outcomes or resolutions are
agreed on, all persons involved in the original complaint will be notified and informed of any
actions for improvement that will take place as a result of the complaint.

6. The Department of Education and Communities will be notified of any complaint made to
the service alleging a breach of regulation within 24 hours of the complaint being made.

Evaluation

Continuous improvement of our service occurs where there is reflection and constructive feedback
given from the service community which results in positive change and improvement.

Complaints are managed well, lead to quality improvement and are conducted in a safe mannerin a
secure environment.
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D-7 Sun Protection

Intraduction

Australia has the highest rate of skin cancer in the world. Research has indicated that young children
and babies have sensitive skin that aces them at particular risk of sunburn and skin damage.
Exposure during the first 15 years of life can greatly increase the risk of developing skin cancer in
later life. Childhood services can play a major role in minimising a child’s UV exposure as sutdoor
play can tend to be during times when UV radiation levels is at its highest.

Procedure

Qur care service will follow best practice guidelines to protect children, family members and staff
from the damaging effects of sun exposure. Our service will become a SunSmart service.

Ouldoor Aclwvilies

The service will use a combination of sun protection measures whenever

UV Index Levels reach 3 and above. This will include:

* From October to March, sun protection i1s required at all times. Extra sun
protection is neaded between 11am and 3pm and during this period
outdoor activities should be minimised. Minimising outdoor activities
includes reducing both the frequency and duration children are outside.

* From April to September, outdoor activity can take place at any time,
However, from 10am 2pm, sun prolection is required.

e InJune and July, when the UV Index is mostly below 3, sun protection is
not required. Lxtra care is needed however for children with tair skin.

« All sun protection measures {including recommended outdoor times,
shade, hat, clothing and sunscreen) will be considered when planning
excursions and outdoor activities.

e Children are required ta wear hats outside, regardless of the time of
year.

Shade

All outdoor activities will be planned to occur in shade areas. Play
activities will be set up in the shade and moved throughout the day to
take advantage of shade patterns.

The service will provide and maintain adequate shade for outdoor play. Shade options can include a
combination of natural and built shade.

Hats

Staft and children are required to wear sun safe hats that protect their face, neck and ears. A sun
safe hat is:

* Legionnaire hat
e Bucket hat with a deep crown and brim size of at least 5em [adults 6cm)
e Broad boimmed hat with a brim size of at least 6cm {adults 7.5cm)
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Children without a sun safe hat will be asked to play in an area protected from the sun (e.g. under
shade, veranda or indoors),

When outdaars, staff and children will wear sun safe clathing that covers as much of the skin
(especially back, shoulders and stomach) as possible. This includes wearing:

e Loose fitting shirts and dresses with sleeves and collars or coverad necklines.
» Longer style skirts, shorts or trousers

Children wha are not wearing sun safe clothing will be asked ta play in and area protected from the
sun,

All staff and children will apply SPF30+ broad-spectrum water-resistant sunscreen 20 minutes before
going outdaars and reapply every 2 hours. Sunscreen will he stored in a coal, dry place and the use-
by-date will be monitared. Where children have allergies or sensitivity to sunscreen, parents will be
asked to provide an alternative sunscreen, and/or the child encouraged to play in the sheltered
areas,

Staff will act as role models and demonstrate sun safe behaviour by:

e Wearing a sun safe hat (See Hats)

* Wearing sun safe clothing {See Clothing)

* Applying SPF30+ broad-spectrum water-resistant sunscreen 20 minutes before going outdoors
* Using and promoting shade

e Wearing sunglasses that meet the Australian Standard (Optional)

Families and visitors are encouraged to role model positive sun behaviour.

Sun protection will be incorporated regularly inta the programs. Sun protection information will be
promoted to all staff, families and visitors. Further information is available at:
www.cancercouncil.com.au/sunsmart.

Hoeview

The sun protection pelicy, updates and requirements {including hat, clothing and sunscreen) will be
made available te staff, families and visitors at all times. Staff will monitor and review the
effectiveness of the sun protection pelicy regularly.

The service demonstrates SunSmart behaviours with the wearing of suitable clothing and application
of sunscreen. Sun exposure is limited throughout the day in accordance with the Cancer Council
recommendations and the curriculum and program incorporates sun safety awareness,
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D-18 Medication Administration

Introduction

We aim Lo ensure the proper care and attention to all children through following specific guidelines
regarding all medications given to the children, To ensure the interests of statf, children and parents
are not compromised, medication will only be administered with the explicit permission of the
parents or in the case of an emergency with the permission of a medical practitioner.

Specific consideration will also be given to children who are carrying medication in their school bags,
Procedure

Parents who wish medication to be administered to their child at the centre will complete the
medication form providing the fellowing information:

« Name of medication
* Date, exact time and dosage to be administered. (General time, e.g.
‘lunchtime’ will not be accepted)

- ¥ : e Signature.

12 5.1.1
g B Wy . 1 & Medication must be given directly to an authorised staff member and
214 734 not left in the child’s bag.

Parents and staff are to ensure the details on the form are clear and
clarify any questions.

Staff will stare the medication in the designated secure place, clearly
labelled.

Staff will ensure that medication is kept aut of reach of the children at
all times.

Medication will only be administered from its original packaging and by an authorised staft member.

Prascription medication will be administered only to the child tor wham it is prescribed, from the
ariginal container bearing the child’s name and with a current use by date.

Non-prescription medication will not be administered at the centre unless authorised by 2 doctor.

Medication will be administered with the parent’s written permission only, or with the approval of 2
medical practitioner in the case of an emergency.

Autherisation from anyone other than the parents cannot be accepted.

if anyone other than the parent is bringing the child to the centre, a written permission note from
the parent, including the above information, must accompany the medication.

Betore medication is given to a child the authorised staff member (usually the staff member with
First Aid Certificate) wha is administering the medication will verify the correct dosage with another
staff member.

A second staff member is to witness the administration of the medication.

Effective 3 Term 2019 Page 16 of 23



Holy Spirit North Ryde OSHG Information
Booklet

After the medication is given, the authorised staft member will record the details on the medication
form. Name of medication, date, ime, dosage, name of person who administered and name of
person who verified and witnessed.

Where a medical practitioner's appraval is given staff will complete the medication form and write
the name of the medical practitioner for the authorisation.

Wwhere medication for treatment of long term canditions such as asthma, epilepsy, or ADHD is
required, the centre will require a letter from the child’s medical practitioner or specialist detailing
the medical condition of the child, correct dosage as prescribed and how the condition is to be
managed.

If children are receiving medication at home or school but not at the centre parents should inform
the centre of the nature of the medication and its purpose and of any side effects it may have for the
child so that staff can properly care for the child.

Where children have medication in their school bags, children will be asked to place the medication
ina secure place in the centre. Parents are to ensure that the medication is taken home each
afternoon.

This policy will be readily accessible to all staff, families and visitors, and ongoing feedback on this
policy will be invited. Management and staff will monitor and review the effectiveness of this policy
regularly. Updated information will be incorporated as needed.
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D-20 Child Protection

Introduction

We are committed to developing 2 safe and secure environment, which encourages children to
interact positively with respect for others. We helieve that the welfare of all children is of
paramount importance and that the Centre has an obligation to defend the child’s right to care and
protection. Staff and Management have a respansibility to take action to protect children whom
they suspect may be abused or neglected. Our Centre will carry out responsibilities of Mandatory
Reporting as indicated under legislation. This responsibility involves following the procedures as
outlined by Community Services and the Commission for Children and Young People.

Procedure

All staft, hoth paid and unpaid, are required Lo complete a "Working with Children Check” prior to
being appointed. All staff, both paid and unpaid, will be asked if they are a prohibited person.

These checks will be carried out by the coordinator, or designated
member of the Management committee with the approved screening
body. The staff member will not be employed at the centre or
unsupervised until the check has come back clear.

Supervision

Staff must be aware of children and the environment at all times,
Adequate supervision is an impartant part of providing a safe and
protective environment. The Centre will assess the level of supervision
required in all situations, accounting for the development of each child,
the difficulty of the activity, and the patential for an incident to occur

which may place children at risk. Appropriate staff to child ratios will be
maintained at all times.

Students, volunteers and visitors Lo the Centre will not be left
unsupervised with the children.

Children will only be released from the Centre to persons who are
authorised Lo collect them, Procedures for signing children in and out of
the Centre will be closely monitered by staft to ensure the above.

Mandatory Reporting

A Mandatory Reporter is someone who is required by law to make a report to Family and
Community Services if they suspect a child is at risk of significant harm. A child is defined as a person
under 16 years of age. Penalties apply for failing to make a report.

In OSHC services, Mandatory Reporters are:

» Staff who deliver services to children
e Management, either paid or voluntary, whose duties include direct responsibility or direct
supervision for the provision of these services
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(From information supplied by Department of Community Services Helpline Information Kit
2001)

Lvery staff member or member of the Management Committee has a legal and ethical obiigation ta
act Lo protect any child who is at risk of abuse or neglect. Staff will undergo training in relation to
child protection and notification as part of the training budger.

Areas ot concern include:

e Physical abuse

* Neglect

*  Sexual abuse

« Psychological harm

& Relinquishing care

e Parent / carer domestic violence
« Parent /[ carer substance abuse
e Parent [ carer mental health

Any staff member who forms a belief on reasonable grounds that a child is being abused or
neglected should notify. To confirm if notification is required, staff members are encouraged to use
the on-line Mandatory Reporter Guide which is available at: www kecpthemsafe nsw gov.au

Accompanying each question are definitions and examples that assist Mandatory Reporters to
determine whether they should:

« Make a report ta the Child Protection Helpline

e Consult their Child Wellbeing Unit

* Make a referral to community or government support services

« Document and continue their relationship with the child or young person or their family

Where there is risk of significant harm, educators will contact the Child Protection Helpline directly.
These numbers are available 24 hours, 7 days a week:

e 133627 (13 DOCS) Mandatory Reporters anly
e 132 111 for members of the general public to report the suspected abuse or neglect of a
child or young person

Staff should phone the Child Protection Helpline:

« Toreport abuse or neglect
* To report concerns about the safety, welfare or well-being of a child
e |f they are unsure of 2 report but have suspicions that something may be occurring

Specialised child protection staff will answer all calls.

Staff should remember that it is not their responsibility to prove the abuse, just to have reasonable
suspicion that abuse or neglect has occurred.

Staff may wish te discuss correct procedures to be followed with the Director.

Reports should be treated with strict confidentiality. Discussions between staff and the Director will
only take place in a confidential setting and any nates taken from the meeting will be keptin a
secure location.
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