
 

 

 
 

 

 
 

HOLY SPIRIT NORTH RYDE  
OUT OF SCHOOL HOURS CARE  ( OSHC )  

 

ABN: 26 693 418 651  
195 Coxôs Road North Ryde NSW 2113 

Telephone: (02) 9888 1298  

(Answering Machine Out of Hours)  

 

INFORMATION BOOKLET  
Effective: Commencement T erm 3  ï 201 9  

 
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 

  

Our Philosophy 

 

 

Holy Spirit OSHC aims to provide an accessible and quality service to all children in our care. We strive 

to provide a friendly, caring, clean, nurturing and welcoming environment where parents have no 

concerns about the safety and wellbeing of their children. Our program strives to provide a variety of 

activities which are challenging and stimulating and encourages freedom of choice and expression. We 

aim to provide opportunities that are meaningful to all children and support their wellbeing, learning and 

development, whilst still being enjoyable.  

 

The activities will be aimed at meeting the needs, interests and abilities of all children, which involves 

promoting a healthy life style, and encouraging childrenôs self-esteem and self-identities. All planning 

will reflect the voices of the children, parents and staff, alongside the outcomes of My Time, Our Place.  

 

We believe children have rights and are all unique individuals who grow and learn through play at their 

own individual pace. All families and children using the service will be treated equally and with respect, 

regardless of gender, disability, financial circumstances, family background and culture. We believe that 

the children in our care and their families, are an important factor in our centre and value their thoughts, 

ideas and individual needs.  

 

All staff are expected to be enthusiastic, professional and caring towards children at all times. Staff will 

be encouraged to use their qualifications and knowledge to provide an environment that is safe, happy, 

welcoming and clean at all times. This will be maintained to a high standard and managed by senior staff 

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 is 

viewed as 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 and workplace relations introduced a new National Quality 

Framework (NQF) as of January 1st, 2012 for all children services, including Before and After School 

Cares.  

 

The National Quality Framework aims to raise quality and drive continuous improvement and 

consistency in education and care services through: 

¶ A national legislative framework  

¶ A national quality standard  

¶ A national quality rating and assessment process  

¶ A new national body called the Australian Childrenôs Education and Care Quality Authority  
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Membership / Enrolment Fees  $ 55 .00 per family each year  

                                

Attendance Fees Per Child  

ü Permanent  Morning   $11.00  

 Afternoon     $ 20.00  

ü Casual     Morning   $16 .00  

 Afternoon  $ 26 .00  

ü Vacation Care   Per Day (Some activities extra)  $ 45.00  

Late Pickup Fee    1st . $ 20.00 plus $ 5.00 for every 1 minute  per 

child  

2nd . $30.00 plus $5.00 for every 1 minute per 
child  

Non  Notification  

Non Signage Fee  

Vacation Care Late  Fee  

$ 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  

Staff Members  

Centre Director  Donna Fountain   

Coordinator  Debbie Farthing   

Management Committee Members  

President  Matthew Carr  

Treasurer  Angelica Palandjian  

 

Secretary  Katie Geering  

Parent Liaison  Officer  

Committee Members  

Melinda Loh Haining  

Ada Poon & Rhiannon Ramian  

Service Administrator  

Becklyn Pty Ltd  Phone 9878 -2651  

Location  
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The Holy Spirit OSHC is located on Coxôs Road at the entry to Holy Spirit 
Primary School.  A sign labelled óHoly Spirit OSHCô is located at the entry to 
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 Form th 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 Centreôs Service Access Policy 1.2. 

 
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 Centreôs care. 
 

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.  

 
To cancel a permanent booking, one weekôs written notification MUST be 
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  industrial action by the Teacherôs 

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 Centreôs preferred method of payment is via direct  debit . 
 

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 ï 
holyspiritaftercare@bigpond.com  
 

 

Child Care Subsidy (CCS)  

On the 2 nd  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 v 
account  

2.  Provide the centre with CRNôs and dates of birth (matching Centrelink 

records) for all children attending the service, plus for the guardian / 
parent registered to receive CCS  

3.  Confirm each childôs enrolment at the service via their MyGov account  

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   

 
 
 

mailto:holyspiritaftercare@bigpond.com
https://www.humanservices.gov.au/individuals/online-help/centrelink/complete-your-child-care-subsidy-assessment
https://www.humanservices.gov.au/individuals/online-help/centrelink/complete-your-child-care-subsidy-assessment
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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 ñAdditional Absencesò can be found at: 
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 

$2 0.00 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 

https://www.education.gov.au/new-child-care-package-frequently-asked-questions
https://www.education.gov.au/new-child-care-package-frequently-asked-questions
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queries 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 Centreôs Policies can be viewed at the Centre sign- in area.  
 

Food  

A light b reakfast is served each morning.  I 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  

At Drop -off and Pick -up parents must sign their children ñonò and ñoffò on the 
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.   
ü Downstairs ( 3 notices ):  Parent Notice Board, the wall where the children 

hang their bags and the wall along t he back corridor.  
ü Upstairs ( 1 notice ): Parent Notice Board as you get the top of the stairs.  
A fire drill will be carried out regularly  (once a term ) .  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 
childôs enrolment will 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 issues relating to child protection. It is our staffôs responsibility 

to keep children safe at all times. The centre has a child protection policy 
that identifies the types of abuse, indicators and staffôs responsibilities for 
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 ï Rules and reminders   

¶ As of the January vacation care holidays, a  non -cancellation fee 

will apply. Meaning ï once bookings have been submitted online, 

all vacation care sessions are chargeable, regardless of 

attendance.  

¶ 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.  

¶ Hats MUST be worn when playing outside or when on an Out of 

centre activity. No hat, No Play!  

¶ 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.  

¶ Closed shoes are to be worn when attending vacation care to 

avoid injuries and accidents. Please consider clothing for that 

dayôs activities.  

 

 
¶ 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.  

¶ 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.  

¶ 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 you have any further questions, please contact the centre 
directly.  
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