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Centre Philosophy 

Leeming Out of School Care Centre Incorporated (LOSCCI) is a not for profit organisation that is 

dedicated to providing quality service for families in the local community, requiring child care for 

their school aged children. 

Educators at LOSCCI provide a warm, compassionate, secure, safe, stimulating and enjoyable 

atmosphere. To ensure each child’s sense of security and belonging, LOSCCI works with families to 

ensure a level of consistency between home life and the service. LOSCCI supports and treats all 

families with respect, courtesy and kindness. Through an open sharing of ideas, children develop 

respect for themselves, others and the environment. Educators endeavour to instil a sense of equity 

and fair play with a reasonable approach to discipline and the setting of fair and consistent 

guidelines. Positive reinforcement by educators is a key part of our service philosophy. 

We acknowledge the importance of the diverse values and the cultural beliefs of our children, 

families, educators and the wider community in which we live, including those of Australia’s 

Aboriginal and Torres Strait Islander cultures. Respect for diversity is a strong part of the LOSCCI 

ethos and this is evident in the services programs and is also reflected in our menu choices. LOSCCI 

values the individuality and uniqueness of each person, and celebrates the spectrum of gender, age, 

physical and intellectual diversity.   

Our educators understand that both they themselves, and the children are continually learning and 

growing. We consistently reflect on both our practices and our understanding of children’s needs 

and interests and use these reflections to improve aspects of our service. LOSCCI is committed to 

providing professional development opportunities for our educators to ensure continued 

improvement of both the service and each individual educator’s skills. Members of the LOSCCI 

community, including the centre’s families, are encouraged to be involved in decision making, policy 

reviews, programming, and quality assurance practices within the service. 

The educational program is based on the “My Time, Our Place” framework. Through play-based 

learning, each child’s social, physical, intellectual and creative skills are encouraged and developed 

while their self-esteem and ability to interact with others is enhanced. LOSCCI educators engage 

children in planned and spontaneous experiences that promote learning. The children’s interests are 

the foundation of our program, and children are given the opportunity to make choices about the 

activities they wish to participate in. LOSCCI educators are committed to motivating children to 

strive and exceed expectations, develop their confidence, and promote independence. 

While we understand the need for documentation, LOSCCI places greater importance on the 

development of relationships between children, educators, and the wider community. 

At LOSCCI we believe in building secure, respectful and reciprocal relationships with children and 

families. The benefits of these positive interactions are evident in all aspects of the service here at 

LOSCCI. The strong rapport and communication between educator’s and children will ensure each 

child learns valuable life skills in an environment that promotes fun. 
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Organisational Structure 
LOSCCI is a not for profit organisation, overseen by a parent committee, offering before and after school 
care and vacation care from 2 locations in the Bull Creek / Leeming community.   

The Management Committee (Approved Provider) consists of, 4 (four) office bearers, President, Vice 
President, Treasurer, Secretary and 2 (two) general committee members. The Management Committee 
are responsible for ensuring that LOSCCI meets the obligations of The National Quality Framework, 
National Regulations and the Centre policies. 

The Centre Director Administration and Management is the Nominated Supervisor of both services and is 
responsible for the overall running of the centres.  

The Assistant Director and Co-Ordinator assist in maintaining the operational services at LOSCCI.  

LOSCCI employees an Educational Leader at each service who is responsible for the curriculum 
development and programming for the services. 

All Educators at LOSCCI have a Working with Children Check and the validity is checked every 3 months. 

A high percentage of LOSCCI Educators have formal qualifications with our unqualified educators having 
had previous experience in the out of school hours sector. 

We have several first aid trained educators who are also trained in anaphylaxis and asthma. 

Eligibility 

• LOSCCI accepts enrolments for children attending primary school from Kindergarten to Year 6.  

• Kindergarten children are unable to commence care at LOSCCI until the first day of the school 
term. They are ineligible to attend LOSCCI for the January vacation care period. 

• To support the transition to high school, children entering year 7 may attend LOSCCI for the 
January school holidays. As of the first day of the school term, they are no longer eligible to attend 
any further vacation care or pupil free days at LOSCCI. 

• LOSCCI does not accept enrolments for before or after school for any child attending high school. 

Priority of Access Guidelines 
Vacancies at LOSCCI are determined in accordance with the “priority of access” guidelines as determined 
by the Commonwealth Government.  In the event that LOSCCI is fully booked, priority will be given in the 
following order: 

1. A child at risk of serious abuse or neglect. 
2. A child of a single parent family or parents who both satisfy the work/training/study test.  
3. Any other child. 

Operation Times 
Before School Care: 7:00am to 9:00am 
After School Care: School closure to 6:00pm 
Vacation Care: 7:00am to 6:00pm (LOSCCI-Oberthur only) 
LOSCCI-Bull Creek does not operate during Vacation Care. Care is only provided at LOSCCI-Oberthur. 

Fees 
LOSCCI uses a Direct Debit system for payments. Parents are required to complete the Direct Debit 
Authorisation Form that accompanies the Enrolment Form. Payments are done on a Monday, on a 
fortnightly basis.  Payments deducted from a bank account do not incur any fees, but a fee will apply to 
credit card payments as determined by the Direct Debit provider. 

Full fees as at 8th July 2019 are as follows: 
Before School Care: $16.00 
After School Care: $29.00 
Pupil Free Day: $67.00 
Vacation Care: $67.00 
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Please note that fees are payable for all days that your child/ren have been booked to attend for before 
and after school care (including Public holidays during the school term.) You will also be charged for any 
permanently booked days that your child is on a family holiday or absent from care.  

In the event of illness, fees will only be waivered on the presentation of a Doctor’s Certificate provided by 
a Registered Medical Practitioner within 14 days of the absence. 

To make any permanent changes or to terminate booked care, a 2-week notice period is required. 

Late Fees 
The Centre closes at 6pm. We understand that sometimes lateness is unavoidable and if you are going to be 
late please call the centre to advise that you are unable to collect the child on time. Late fees may be charged 
at the rate of $1 per minute.  

Please call: 9310 7305 for LOSCCI- Oberthur      and         LOSCCI - Bull Creek on 0438 676 428. 

Child Care Subsidy 
On July 2nd, 2018, the “Jobs for Families Child Care Package” came into effect. 

Families may be entitled to Child Care Subsidy and for subsidies to be applied to fees, the Centrelink 
Reference Number’s for both the claimant and each child must be provided to LOSCCI.  

Parents need to ensure they have done the financial assessment (income test) but must also complete an 
activity test which will determine the amount of Child Care Subsidy a family will receive. 

For more information about child care subsidies please visit:  
https://www.education.gov.au/ChildCarePackage or phone Centrelink on 136 150 

Enrolment Requirements 
When enrolling your child, the following documentation must be returned to LOSCCI: 

• Enrolment form – Pages 1 and 2 must be completed for each child. Pages 3 & 4 per family. 
o All questions must be completed. 
o Signatures must be provided where requested 
o Individual CRN provided for the child and the parent 
o Photo of the child  

• Copies of court orders 

• Immunisation records for each child. (Only need to be provided once) 

• Direct Debit Request Form (only needs to be provided once or if bank details or credit card expiry 
change) 

• Anaphylaxis and Asthma Plans from the doctor if applicable (please note an Individual Medical 
Management Plan must also be completed – please ask for a form) 

Changes to Enrolment Details 
In order to ensure that LOSCCI has updated information so that we can best care for your child, it is 
important to ensure the Nominated / Certified Supervisor is notified, in writing, of any changes to 
information.  This includes address, contact numbers; persons authorised to collect children; 
guardianship and custodial agreements and changes to immunisation status or medical conditions.  

Vacation Care  
Vacation care is provided at the LOSCCI- Oberthur service only. Children attending LOSCCI-Bull Creek are 
given equal opportunity to attend vacation care at LOSCCI Oberthur. 

5 weeks prior to the commencement of vacation care, a pre-release form is emailed to currently enrolled 
families. The pre-release allows families to book care based on need, as opposed to choosing days based 
on activities. Families are given 2 weeks to return their forms before the activity program is released and 
bookings are opened to new families. Please note we have limited availability and therefore some days 
may book out. 

https://www.education.gov.au/ChildCarePackage
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Once vacation care booking sheets are received and confirmed, changes and cancellations are not 
permitted. If a child does not attend vacation care due to illness, fees will be waivered on the 
presentation of a medical certificate from a Registered Medical Practitioner.  

Once the activity program has been released, parents who have completed a pre-release form will need 
to complete authorisations for excursions and incursions.  The authorisation sheet will have details of the 
excursions/incursions offered, including the venue and departure/start and arrival/finish times. 
Parents/Guardians must provide a signature to authorise each individual excursion. Without relevant 
authorisations children will be unable to participate in excursions and incursions. 

A risk-assessment is posted on the notice board on the day of the incursion/excursion which will have 
details of the activity and an emergency contact number should you need to contact staff. If required, risk 
assessments are available for parents to view prior to signing authorisations. Please see the Nominated/ 
Certified Supervisor should you require a copy. 

Pupil Free Days 
Each school will have 6 Pupil Free Days each year. Of the 6 days, each school is given the choice as to 
when to schedule 3 (three) of the pupil free days. Given that we have 6 schools who can choose when 3 
of the pupil free days are scheduled, there are circumstances where LOSCCI is unable to provide care on 
pupil free days. Please check newsletters and the notice board for details of upcoming pupil fee days or 
ask the Nominated/Certified Supervisor. 

Commencing at LOSCCI 
At LOSCCI we believe orientation is an important process where educators are able to get important 
information about a new child’s needs and creates an opportunity for families and children to familiarise 
themselves with the new environment. 

Where practical, the Nominated/Certified Supervisor will arrange for new children to attend the service 
(together with parents/s) prior to their commencement at LOSCCI.  The child/ren will be invited to 
participate in the activities if they so desire. Some children prefer to just watch, rather than do. Positive 
interactions at this time (between families, educators and the child) will help the child/ren to build 
positive attitudes to the service environment. Educators are aware that some children respond to new 
experiences faster than others and will therefore help each child to adapt dependent on their individual 
requirements. 

The daily timetable and program will be discussed during the orientation process, as well as routines and 
any special requirements for the child. Parents may be asked to provide an insight into their child’s 
strengths, interests and abilities. Parents are advised of our OPEN DOORS policy and that they may ring 
and check on their child at any time. 

Part of the orientation visit is to explain and/or collect the required documentation for the child 
(enrolment form and immunisation records). Other discussions will include: fee payment, communication 
(newsletters, suggestion box), items required while at LOSCCI and the importance of notifying the service 
when the child/ren are absent. 

If Parent Handbooks or website information has not previously been provided, this information may be 
given to families during the orientation process. Parents will also be advised where they can access the 
service’s policies and other resources. 

Parents are informed that if they have any queries or concerns that they are welcome to discuss any 
aspects of care with the Nominated / Certified Supervisor at a mutually convenient time. 

On the child’s first day: 

o The child and their family are welcomed to the centre.  
o The child will be introduced to educators (especially the educator responsible for dropping off 

and/or collecting the child from school.) 
o The child will be introduced to other children and encouraged to engage in activities. 
o Support will be provided to the families and the child during the separation process. 
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o Parents are advised that they may ring and check on their child at any time. 
o On collection, parents will be informed as to how their child is settling in. 

 
Transition between school and LOSCCI 
Change is harder for some children than others; however, LOSCCI will endeavour to make transitions 
between school and LOSCCI as smooth as possible for children to ensure the child feels secure and 
confident and is comfortable with the process of change. 

To minimise any distress that a transition may cause, LOSCCI Management will: 
• Involve enrolled children in the orientation of new children and their families.  
• Develop procedures (for example a communication book) to ensure information is shared 

between educators working in the before-school and after-school components of the service. 
• Ensure children are introduced to the educators responsible for transitioning children between 

the service and school.  
• Develop documented procedures to ensure children arrive safely at school and at the service, 

including a procedure that addresses enrolled children who have not arrived at the service or 
gazetted meeting points.  

• Ensure information from families about their child’s attendance or non-attendance at the service 
is communicated to educators responsible for transitioning children between school and the 
service.  

• Share information and insights gained about a child with new educators.  
• Introduce new educators to children. 
• Talk to families about how their child handles change and the strategies they may use to help 

their child cope with change. 
• Plan to have the child and family visit the service more than once if necessary.  
• Talk about the transition in a positive way. 

Signing In and Out 
It is a licensing requirement that children are signed in and out of LOSCCI each day that they attend. 
LOSCCI use an automated sign in/out process called Qikkids Kiosk. All persons authorised to collect 
children from the service will be registered on the system and will use a pin number to sign children 
in/out. A phone number must be provided for all collectors as this is used to determine who has signed 
the child in/out. Parents should not share their details with their children or any other persons as this 
creates a safety risk. 

If a child is absent from LOSCCI, the Nominated/Certified Supervisor will mark the child as “absent” and 
parents are required to acknowledge the absence the next time they sign in/out.  Children are allowed 42 
absences per year before this affects the Child Care Subsidy. For separated families, please be aware that 
the 42 days are per child therefore are shared between both parents. 

Collection of Children 
Children can only be collected by a parent/guardian or a person pre-nominated on your child’s enrolment 
form as having authorisation to collect. The person collecting your child must be 18 years or older.   

In the event that someone needs to collect your child and is not listed on the enrolment form please 
provide in writing, (note or email) the details of the person collecting the child or if this is not possible, a 
phone call must be made providing the collector’s details. They will be asked for identification when 
collecting the child.  A LOSCCI staff member will sign the child out and the next time they are signed 
in/out by their parents they will be asked to confirm the attendance. 

If a child remains at the Centre after closing time, parents will be contacted to collect the child. If parents 
cannot be reached, the emergency contacts will be phoned and asked to collect the child. After 30 mins, 
if no-one is available to collect the child, Crisis Care will be called, and they will arrange for the child to be 
cared for, until a parent or guardian can be reached. 
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Child Transportation 
LOSCCI hires buses which are used to transport children to and from school and excursion venues.  There 
are however, instances where buses may not be used.  In these cases, one or more of the following may 
occur:  a taxi or charter bus will be hired, or staff and volunteer private vehicles will be used to transport 
the children.  

Children under 7 will be transported in the appropriate restraints as per the law requirements. 

 All drivers have the required licenses and a current Working with Children Check. 

Attendance 
If your child is going to be absent for any reason, please ring or email LOSCCI prior to 2:30pm.  Even if 
there is no-one in attendance, messages can be left on the answering machine, which is checked when 
we arrive at the centre. Please note the schools do not advise LOSCCI if your child is off sick or has been 
sent home due to illness. Parents are required to contact LOSCCI directly. 

If you require additional care, please contact LOSCCI as soon as possible so that we can check if this 
request can be accommodated.    

It is extremely important that LOSCCI is contacted regarding childrens’ attendance to ensure that all 
children who need to be collected are picked up, and that staff are not looking for children who will not 
be attending.   

LOSCCI- Oberthur: 9310 7305   Email: loscci@bigpond.com 
LOSCCI - Bull Creek: 0438 676 428   Email: losccibullcreek1@gmail.com 

Staffing 
LOSCCI uses a regular pool of qualified and non-qualified educators. The majority of LOSCCI Educators are 
First Aid, Anaphylaxis and Asthma trained. 

Most Educators rotate through both the LOSCCI-Oberthur and LOSCCI- Bull Creek services. This ensures 
consistency through our services and allows children from LOSCCI-Bull Creek to be familiar with staff if 
they attend the LOSCCI-Oberthur site for vacation care. 

LOSCCI employs casual educators on regular days where possible. This ensures that casual educators are 
familiar with the children and their families attending the service on that day. LOSCCI recognises that 
building positive relationships between educators, children and families will encourage effective 
continuity of care.  

LOSCCI Educators act as role models to the children. They teach them appropriate ways to interact and 
communicate with their peers.  The educators engage with children to develop and extend on their 
learning through play. 

Educators respect all children who attend LOSCCI regardless of the child’s age, sex, religion or race.   

Please feel free to speak to our Educators at any time about any concerns, or just to find out how your  
child’s day was at LOSCCI. 

Student Placements 
As part of our commitment to the community, LOSCCI accepts volunteers and students for work 
experience.  They will be trained to act and behave as if they were a part of the staff, so the well-being of 
all the children is not compromised.  

All requirements regarding Working with Children Check Clearance will be adhered to, and their name 
and photo will be displayed with the other staff photos. 

Students and Volunteers will be supervised at all times and not counted in staff: child ratios when 
working within our service. 
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Children with Additional Needs 
All children are welcome at LOSCCI.  Children’s individual needs are considered when programming 
activities.  We encourage all children to participate in any activities they wish and will provide aid where 
required but always allowing the opportunity for the development of independence. 

Evacuation Procedure 
An emergency evacuation procedure is displayed at all exit doors at the centre.  
Emergency procedures are rehearsed every three months.  If you are in attendance at the centre during 
an evacuation rehearsal you are legally required to participate. 

Activity Program 
The program outlining a variety of activities is displayed on the notice board each week.  All children’s 
ages, interests, religions and cultural needs are considered when developing the program.   

We offer activities which will extend all aspects of a child’s development and learning including: physical, 
creative, exploratory, dramatic, cognitive and construction.  Both indoor and outdoor activities are 
offered, and children are also given the opportunity to perform activities individually or as a group. 
As well as programmed activities children are provided with equipment for supervised free play.  

LOSCCI also uses external parties to engage in activities with the children. These are optional activities 
that children may choose to be involved in. No extra fees are incurred. All activity providers have a 
current Working with Children Check.  

Meals 
Parents are encouraged to feed their children breakfast at home, but if required, please feel free to bring 
breakfast for your child.  Please notify an educator on arrival that your child has brought breakfast with 
them. 

Afternoon tea is provided daily and is offered to all children. The menu varies from day to day, and a fresh 
fruit/ vegetable platter is available daily.  The menu is displayed on the notice board. Children with special 
dietary requirements are accommodated where possible. 

During Vacation Care, parents must supply children with morning tea and lunch. Afternoon tea will be 
provided. 

Children require a refillable drink bottle each day.  This is important, so that children can take water with 
them whenever they are playing outdoors and on excursions during school holidays. There is always access 
to water at LOSCCI, but this is not always the case when we are on excursions. 

LOSCCI is an “allergy aware” centre.  
We have a number of children with severe allergic reactions to nuts and would therefore ask that parents 
refrain from sending any food that contains nuts or nut products to the centre.  Your assistance with this 
matter is greatly appreciated. 

Sun Smart and Clothing Requirements 
At LOSCCI we have a “no hat, no play” policy for outside play. This applies throughout the year, both 
winter and summer.  Please ensure you provide your child with a wide brim, or legionnaire style hat for 
outside play at LOSCCI 

Children are also required to wear shirts which cover as much skin as possible, including their shoulders 
and stomachs, while outside. Children must wear enclosed toed shoes for outside play and excursions. 
Children not wearing enclosed toed shoes will not be allowed to play in the sandpit. Thongs are not 
permitted for outdoor play. Any child not wearing appropriate clothing, or without a hat, may be unable 
to participate in outdoor activities. For excursions, parents will be contacted if their child is not wearing 
appropriate clothing and asked to either collect the child or provide the correct clothing. 
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SPF 30+ water resistant sunscreen will be applied to children once the UV index reaches 3, prior to 
participating in outdoor activities and every 2 hours thereafter. Educators will supervise the application of 
sunscreen and will help those that require assistance. 

If you are providing specific sunscreen for your child, please ensure this is noted on the enrolment form. 

Toys/Valuables/Laptops 
It is recommended all children’s toys and valuables are left at home. If they are brought to the centre the 
will be removed from the child and returned at the end of the day. Books may be brought to the service 
but remain the responsibility of the child. 

Except on the approval of the Nominated/Certified Supervisor, school lap tops / iPads are not permitted 
to be used at LOSCCI. 

For security reasons, LOSCCI will supply an area to store school lap tops / iPads. 

Behaviour Management 
A poster of centre rules is displayed at the centre. Please familiarise yourself with these rules. Children 
will be reminded of the rules and the importance of abiding by the rules during discussions and 
transitions at LOSCCI. Children are involved in the development of LOSCCI rules. 

The following Behavior Management Strategy forms the basis of the way a child’s behaviour is guided 
whilst at LOSCCI. 

Behaviour Management Strategy Please refer to the “Relationships with Children Policy” for the complete “Behaviour Management Strategy”. 

Educators at LOSCCI understand that inappropriate behaviour may be a child’s way of saying they need 
additional support. Educators will reflect on the reasons for a child’s behaviour and develop strategies 
that can be implemented by all educators to ensure consistent responses to the child’s behaviour. 

Educators will use the following strategies when managing children’s behaviour at the centre: 

• Positive behaviour will be encouraged by diverting children to more appropriate activities, 
demonstrating appreciation for appropriate behaviour and acknowledging and building on 
individual’s strengths and achievements. 

• Educators may within acceptable limits, raise and lower their voice and use intonation to 
emphasise points being made, but never in a frightening way. 

• Educators will use appropriate voice intonations, facial expressions and explanations in 
implementing behaviour management strategies designed to encourage acceptable 
behaviour. Shouting at children is not appropriate. 

• No child, shall at any time, receive any form of corporal punishment, be smacked or placed in 
isolation, made immobile, frightened or humiliated in any way or have food or drink withheld 
as a form of punishment. 

       There are a number of techniques for managing behaviour. Educators will choose one that: 
• suits the circumstance and child. 
• can be applied by the Educator with confidence. 

       Techniques may include: 
• Distraction 
• Rewards and Positive Reinforcement 
• Consequences 
• Praise 
• Use of requests and instructions 
• Delegation of responsibility to the disruptive child 
• Assisting children to settle conflicts 
• Humour 
• 1,2,3 and timed strategies 
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Dealing with Difficult Behaviours 

• When dealing with a child displaying inappropriate behaviour, a “cooling off” period may be 
needed so the child can calm down before discussing what happened and sharing feelings 
with an educator, who will in turn talk about their own feelings and responsibilities. Educators 
will always talk to the child quietly and as an equal, and preferably away from the majority of 
the group.  

• “Time Out” / “Reflection Time” will vary from child to child and may include sitting quietly with 
a book, going for a walk with an educator or spending some quiet time sitting and thinking.  

• When a dispute or conflict occurs, educators will talk separately to all the children involved, 
and be calm, fair, positive and firm in their assessment of their situation. Educators will not 
react to conflict situations by getting distempered as this could inflame the situation further. If 
an educator feels they are unable to control their anger in a particular situation, they will ask 
for assistance from another educator while they remove themselves from the incident to cool 
down. 

• If a child’s behaviour places themselves or another child in danger, educators will act 
immediately to prevent danger, and then talk through the problem with the child or children 
concerned. 

• Where children exhibit recurring behavioural problems, the Nominated / Certified Supervisor, 
may discuss establishing a behavioural plan with the child, whereby positive behaviour is 
rewarded. 

• If a child consistently displays unacceptable behaviour, the Nominated / Certified Supervisor 
will ensure: 

o The expectations of the child’s behaviour are realistic and appropriate to their 
developmental level. 

o The child understands the limits. 
o That it is explained to child that the expectations at home, school and LOSCCI, will 

differ and that they are expected to follow the limits set by the LOSCCI rules. 
o That the child has no additional needs that may cause unacceptable behaviours. 
o Events at the centre have not encouraged the behaviour. 
o Strategies for dealing with the behaviour have been consistently followed by all 

educators. 

• Depending on the severity, or after the above procedures have been followed, the following 
steps will apply: 

o The Nominated / Certified Supervisor will advise the parents in writing that the child’s 
attendance at the centre is suspended for two weeks, to give the child time to modify 
their behaviour away from the centre. After this time, the child may return to the 
centre and will be given reasonable time to display a positive change in behaviour. 

o If the child does not demonstrate a positive change in behaviour, the Management 
Committee will write to the parents to explain that the child’s care at LOSCCI will be 
suspended for a period of time to be determined by the Management Committee, until 
such time as the behaviour has improved. 

o After the child has been given every chance to respond positively and if all methods fail 
to result in an improvement in behaviour, the Centre Director (Administration and 
Management) will discuss alternative care options with the parent/guardian, in 
consideration of the health and safety of the other children in care.  

o In the case of severe behaviour which threatens self-harm or bodily harm to educators 
or other children, the parent/guardian will be informed that their child will be 
suspended immediately from the centre. The Management Committee will meet to 
determine if permanent suspension is warranted and will issue a letter to the 
parent/guardian informing them if this decision is made. 
 



 

11 

 

Hygiene 
Children are reminded of the importance of cleanliness. 

LOSCCI recognises that hand washing is one of the most effective ways to reduce the spread of infectious 
diseases.  

Educators will encourage children to wash their hands before and after all meals, after using the toilet, after 
sneezing and coughing, after returning from outside play and following messy activities.  

Illness 
We are unable to look after sick children at LOSCCI. Therefore, we ask if your child is unwell, that they do 
not attend the centre.  If a child becomes unwell whilst at the centre, the parents/guardians will be notified, 
and the child needs to be collected within one (1) hour. 

Children and staff with infectious diseases will be excluded from LOSCCI in accordance with the National 
Health and Medical Research Council guidelines.  A doctor’s certificate may be required to recommence 
at LOSCCI. 

In the event of an outbreak of an infectious disease at the centre, a notice will be placed on the notice 
board along with a fact sheet. 

Immunisation 
You are encouraged to have your children immunised as per the recommendations of the National 
Immunisation Program schedule. LOSCCI requires a copy of every child’s immunisation records.  

Families must meet the requirements of “No Jab, No Pay - Immunisation Requirements for Child Care in 
order to receive government benefits. 
From 1 July 2018, Family Tax Benefit recipients will have their payments reduced by up to $737.30 per 
year for each child not meeting immunisation or health check requirements, where required. 

Family Tax Benefit (FTB) recipients will have their ongoing rate of FTB Part A reduced by up to $28.28 per 
fortnight (or $737.30 per year) per child where: 

• immunisation requirements have not been met, or 
• health check requirements have not been met by FTB Part A recipients who are also in receipt of 

an income support payment.  

Recipients who are either in receipt of FTB Part A fortnightly payments or claim FTB Part A as a lump sum 
at the end of the financial year, will need to ensure their children are immunised to avoid having their 
payment reduced. 

In addition to the immunisation requirement, FTB Part A recipients who are also in receipt of an income 
support payment, such as Parenting Payment or Newstart Allowance, and have a child turning four years 
of age, must also ensure their child has a health check and advise the Department of Human Services 
before the child turns five in order to avoid having their payment reduced. 

For more information regarding “No Jab, No Pay” please refer to: 

https://www.humanservices.gov.au/organisations/about-us/budget/budget-2017-
18/families/supporting-no-jab-no-pay-healthy-start-school-new-compliance-arrangements 
 
Families must meet the requirements of “No Jab, No Pay - Immunisation Requirements for Child Care in 
order to receive Child Care Benefit; Child Care Rebate; Family Tax Benefit. 
From 1 January 2016, children of all ages must meet immunisation requirements to be eligible to receive 
the FTB Part A end of year supplement and child care payments.  Vaccination objection (formerly 
conscientious objection) is no longer a valid exemption category from these requirements.  
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During an outbreak of a notifiable disease, at the centre, non-immunised children may be excluded as per 
the National Health and Medical Research Council recommendation periods. Fees will still be charged for 
care during the exclusion period. 

Smoking/Drugs/Alcohol 
All people visiting LOSCCI are reminded that we are on a school premises and therefore smoking is not 
permitted on the school grounds. No drugs or alcohol may be consumed whilst at the centre.  Children are 
not permitted to leave with people found to be intoxicated by any of the above and intoxicated persons will 
be asked to leave the centre.  

Accidents/Injuries 
LOSCCI Educators take every measure to prevent the occurrence of accidents/injuries to any person whilst at 
the centre. Accidents do however happen, and in such circumstances the necessary medical attention will be 
provided. 

For minor accidents, first aid will be administered, and an Injury, Illness and Trauma Record will be 
completed and shown to parents for signing. In more serious incidents, first aid will be administered, and 
parents will be contacted.  

If a serious emergency occurs, LOSCCI will obtain the appropriate medical assistance and parents will be 
responsible for any incurred expenses. 

In the event that any medical intervention is sought or ought to be sought, eg doctor’s visit, hospital or 
ambulance called, the Nominated/ Certified Supervisor will report the serious incident to the Education and 
Care Regulatory Unit within 24 hours. 

Administration of Medication  
There are strict requirements regarding the administration of medication to children whilst at the service. 

Except in the case of an anaphylaxis or asthma emergency, medication will only be administered by 
LOSCCI with written authority, signed by the child’s parent or other responsible person named in the 
child’s enrolment record as authorised to make decisions about the administration of medication.  

If the medication is prescribed by a Medical Practitioner, the medication must be provided in the original 
container bearing the original label with the name of the child and within the expiry or use by period.  
Written or verbal instructions provided by the Medical Practitioner must be followed when administering 
the medication. 

Other medications e.g. Panadol can only be administered if they are in the original container, bearing 
instructions for administration for the age of the child and within the expiry or use by date range. 

Any person delivering a child to the service must not leave medications in a child’s bag. Medication must 
be given directly to an educator for appropriate storage upon arrival. 

As per the Medical Conditions Policy, LOSCCI permits children over pre-school age to self-administer 
medication. This will be recorded by an authorised nominee on either the “Administration of Authorised 
Medication Record” or the “Ongoing Medication Authorisation Form.” The child who is self-administering 
the medication will be supervised by an educator with first aid training.  

The “Administration of Authorised Medication Record” must be completed for each medication that is required by 
the child.  
The following information must be recorded on the form: 

o The name of the child. 
o The name of the medication to be administered. 
o The time and date the medication was last administered. 
o The time and date or the circumstances under which the medication should next be administered. 
o The dosage of medication to be administered. 
o Written authorisation to administer medication signed by a parent or a person named on the 

enrolment form as a person authorised to consent to the administration of medication. 
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Once administered the following information must be completed on the form: 
o The dosage that was administered. 
o The manner in which the medication was administered. 
o The time and date the medication was administered. 
o The name and signature of the first aid trained person who administered the medication 

or supervised the child self-administering the medication. 
o The name and signature of another person who checked the dosage and witnessed the 

administration of the medication. 
For regular ongoing medications, the “Ongoing Medication Authorisation Form” will be completed 
ensuring “the time the medication was last administered” is completed by the parent/guardian or 
authorised nominee. 

Emergency Administration of Medication for Anaphylaxis or Asthma Emergencies 
In the event of an emergency where the administration of medication must occur, the service will 
attempt to receive verbal authorisation from a parent of the child and where this is not possible, a person 
named on the enrolment form as a person authorised to consent to the administration of medication will 
be contacted. 
If none of the child’s nominated contacts can be reached, LOSCCI will contact the emergency service on 
000.  

In the event of an emergency where the administration of medication has occurred, notification to a 
parent of the child or other emergency contact person will occur as soon as practically possible. 

The parent will be asked to sign the Administration of Authorised Medication Record” after an event of 
the child receiving anaphylactic or asthma response medication in an emergency situation. 

Medical Conditions 
LOSCCI understands that there are medical conditions that impact the health and wellbeing of children. 
Using the Medical Conditions Policy below, LOSCCI aims to ensure that all educators can effectively 
respond to and manage medical conditions. These include asthma, diabetes and anaphylaxis and 
epilepsy.  

Medical Conditions Policy  
LOSCCI will involve all educators, families and children in regular discussions about medical conditions 
and general health and wellbeing throughout our curriculum. The service will adhere to privacy and 
confidentiality procedures when dealing with individual health needs. 

All educators and volunteers at the service are required to read the Medical Conditions Policy.  Parents of 
children enrolled at the service whose child has been identified as having a specific health care need or 
allergy will be provided with a copy of the Medical Conditions Policy. An extract from the Medical 
Conditions Policy can be found in the Parent Handbook.  

Children enrolled at LOSCCI with specific health care needs will not be able to attend the service without 
their medication as prescribed by their medical practitioner. In particular, no child who has been 
prescribed an adrenaline auto-injection device (Epi-pen) or insulin injection device is permitted to attend 
LOSCCI without their device. 

Families are required to provide information about their child’s health care needs, allergies, medical 
conditions and regular medication on the Enrolment Form and are responsible for updating LOSCCI 
regarding any changes to this information, including any new medication, ceasing of medication, or 
changes to their child’s prescription. 

In the event of an incident related to a child’s specific health care need, allergy or medical condition, all 
educators and volunteers at LOSCCI must follow the child’s “Medical Action Plan” which is completed by a 
Medical Practitioner and “Individual Medical Management Plan), which is completed by the 
Parents/Guardian in consultation with the LOSCCI Nominated / Certified Supervisor. 
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Families will be reminded in newsletters, emails, verbal communication or notices sent home, to ensure 
that LOSCCI is notified of any changes which will impact the Individual Medical Management Plan and the 
risk minimisations in place for the child. 

Information that must be provided in Enrolment Record 
LOSCCI’s Enrolment Form provides an opportunity for parents to help the service effectively meet their 
child’s needs relating to any medical condition. 
The enrolment record will include details of any: 

• Specific health care needs or medical conditions of the child, including asthma, diabetes, epilepsy, 
allergies, and whether the child has been diagnosed at risk of anaphylaxis. 

• Any Medical Action Plan provided by a registered medical practitioner.  This Plan should: 
o have supporting documentation if appropriate 
o include a photo of the child 
o if relevant, state what triggers the allergy or medical condition 
o  first aid needed 
o contact details of the doctor who signed the plan 

A copy of the plan will be kept with the child’s medication which accompanies them on any excursions. A 
copy will also be attached to their Enrolment Form. 

Where there is a “Medical Action Plan” in place, an “Individual Medical Management Plan” will be 
developed in consultation between the parent/guardian and LOSCCI Nominated / Certified Supervisor. 
This plan will include individual risk minimisations that will be followed to ensure the safety and health 
needs of the child.  
Parents are responsible for advising of any changes to the child’s health needs and amending the 
“Individual Medical Management Plans” and providing a new “Medical Action Plan” if necessary.  

Any new information will be attached to the Enrolment Form and kept on file at the service.  The 
Nominated/ Certified Supervisor will ensure information that is displayed about a child’s medical 
conditions is updated and staff and volunteers are notified of changes where applicable. 

Identifying Children with Medical Conditions 
Any information relating to a child’s medical conditions will be shared with relevant educators and 
volunteers at the service via staff meetings (formal and informal), verbal conversations, and during the 
orientation process. 
LOSCCI will implement the following to ensure that relevant educators, staff and volunteers are: 

• Informed about the Medical Conditions Policy and are easily able to identify a child with medical 
conditions. 

• Aware of the requirements of any medical action plans, individual medical management plans and 
risk minimisations in place. 

• Aware of the location of each child’s medication. 

• Updated on the child’s treatment along with any regulatory changes that may affect practices for 
specific medical conditions.  

• Ensure an updated list of Medical Conditions is maintained and available to Educators and 
Volunteers. 

 
LOSCCI will keep information about a child’s “Medical Action Plan”, “Individual Medical Management 
Plan” and each child’s medication in an area easily accessed by all educators 

Where a child has been diagnosed at risk of anaphylaxis, a notice stating this will be displayed at the 
service, so it is clearly visible to parents/ guardians and visitors to the centre. The privacy and 
confidentiality of the child/ren will be maintained at all times and the public notice will not name the 
child. 
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General Medical Conditions Risk Minimisation Plan  
Using the “Individual Medical Management Plans”, the service will develop a “General Medical Conditions 
Risk Minimisation Plan”. This will include the general risk minimisations that can be put in place to reduce 
risks of exposure to triggers and ensure the health and safety of the children with medical conditions. 
Children that require specific risk minimisations, will have this included on their “Individual Medical 
Management Plan.” 
The General Medical Condition Risk Minimisation Plan ensures that: 

• Any risks are assessed and minimised. 

• If relevant, practices and procedures for the safe handling of food, preparation, consumption and 
service of food for the child are developed and implemented (note we will follow all health, 
hygiene and safe food policies and procedures) 

• A child will not attend the service without medication prescribed by their medical practitioner in 
relation to their specific medical condition. 

LOSCCI will provide support and information to all parents and other members of our community about 
resources and support for managing allergies, anaphylaxis, asthma, epilepsy and diabetes. 

Educator Training and Qualifications 
The Nominated Supervisor will ensure that there is at least one educator in attendance at LOSCCI at all 
times who: 

• holds a current approved first aid qualification; 

• has undertaken current approved anaphylaxis management training and; 

• has undertaken current approved emergency asthma management training. 
 

Supervised Self-Administration of Medication by Children Over Preschool Age 

• LOSCCI permits children over preschool age to self-administer medication. This does not include 
EpiPen’s. 

• A First- Aid trained Educator will supervise the child during this process. 

• The self-administration of medication will be negotiated with and approved by the child’s parents. 
This information will be detailed in the child’s “Individual Medical Management Plan”, the 
“Administration of Authorised Medication Record” or “Ongoing Medication Form.” The location of 
the child’s medication for self-administration, will be noted and made available to educators.  

• LOSCCI will record all instances of supervised self-administration of medication as per the 
Administration of Medication Policy. 
 

Parent Participation 
LOSCCI acknowledges that partnerships between families and the centre, are crucial to build the 
foundations of trust and confidence. We aim to provide an environment where there is a strong emphasis 
on family/service communications to allow consistency and continuity between the home and the service 
environment. By encouraging family members to be involved in the centre, we aim to provide a service 
that best meets the needs of our community.  

Families are welcome to visit the centre at any time we are open and can contact the service at any time 
to check on their child. 

Families are encouraged to make suggestions and offer critique on our program, philosophy, 
management and food menu. A suggestion box can be found on the sign in/out desk. 

Families are encouraged to share aspects of their culture with the educators and children as well as 
appropriate experiences. 

Families are invited to participate in the service and encouraged to share their skills. For example: helping 
with craft activities or giving a talk about their career.  

Families are provided with opportunities to have private discussions with the Nominated /Certified 
Supervisor or educators. 
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Management Committee 
Parents are encouraged to join the Management Committee or become a member of LOSCCI where they 
have the opportunity to set goals for the service, help write and implement policies and help to meet 
aims of the National Quality Framework Assessment process. 

In accordance with the Incorporation Act and the LOSCCI Constitution, LOSCCI must have a Parent 
Committee or it is unable to operate.  

The Committee is elected at the Annual General Meeting, held in August each year. 

Parents can become a “member” of LOSCCI at any committee meeting throughout the year by 
completing a membership form and paying the $1 membership fee. “Members of LOSCCI” have voting 
rights on decisions made at the monthly meetings.  Upcoming meeting dates can be found on the LOSCCI 
website as well as on the parent notice board. 

Notice board and Newsletters 
A notice board is displayed above the sign in/out desk. Please check regularly for any notices on the 
board, which may include committee meeting dates, upcoming activities at LOSCCI and notice of any 
illness that may be circulating in the centre. 

Every term LOSCCI publish a newsletter to inform parents of upcoming events, changes to routines, 
reminders about LOSCCI requirements and to advise what has been happening throughout the term. 
Parents are encouraged to read the newsletter and let the Nominated / Certified Supervisor know if there 
is anything they would like to include in the term edition. 
 

LOSCCI has an “OPEN DOORS” Policy.  
  Our Service Policies and Philosophy can be accessed at any time for parental inspection.  

       Please come and see how we help your child develop and grow. 

        Entry by you any time.  We are happy for you to see our practices at any time of the day.  

       Never think any question you have is too stupid to ask. 

       Don’t hesitate to ask us any questions about your child’s day. 

  Our Service is proud of the quality of care we provide. 

  Our educators are trained, experienced and talented. 

       Rather than take our word for it, 

        See for yourselves! 

Parent Grievances 
 LOSCCI is committed to the concepts of procedural fairness and natural justice.  
- the right to be heard fairly;  

- the right to an unbiased decision made by an objective decision maker; and  

- the right to have the decision based on relevant evidence. 

Any parent/caregiver with a concern or complaint in relation to the running of LOSCCI either in 
administration or child interaction should do the following: 

1) The parent should discuss the problem with the relevant staff member. If the parent is 
uncomfortable discussing the issue directly with the relevant staff member, they can speak to the 
Nominated/Certified Supervisor. 

2) If after a discussion with the relevant staff member, the parent feels that the grievance is 
unresolved, and action is necessary, the matter should be referred and discussed with the 
Nominated/Certified Supervisor. 

3) If the parent still feels the problem is not resolved, the Nominated or Certified Supervisor will take 
the matter to the Parent Management Committee for guidance, or the parent may write directly 
to the Parent Management Committee to explain the problem.  



 

17 

 

4) If the issue is regarding a conflict with the management of LOSCCI, parents should discuss their 
concerns with the Nominated / Certified Supervisor.  

5) If the parent still feels, after discussion with the Nominated or Certified Supervisor, that action is 
necessary, they should ask that the issue be raised at the next Parent Management Committee 
meeting. Alternatively, the parent may write directly to the Management Committee to explain 
the problem or may choose to attend the next Parent Management Committee meeting to raise 
the issue themselves. 

6) Once a resolution is reached, the management committee will advise the Nominated /Certified 
Supervisor of its decision and this decision will be conveyed to the parent concerned, or 
alternatively the Management Committee will write directly to the parent concerned to advise of 
the decision. 

7)  If the parent still feels the problem is not resolved, they can request a meeting with the 
“President” of the committee to discuss the matter further. The “President” will discuss the issue 
further at the next meeting, at which time the final decision will be made. The “President” will 
write directly to the parent to advice of the final decision.  

8) In the event that a parent is dissatisfied with the outcome and feels that a satisfactory resolution 
has not been reached they should contact the Department of Communities, Education and Care 
Regulatory Unit on 6551 8333 or email ecru@dlgc.wa.gov.au 

The Education and Care Regulatory Unit will be advised within 24 hours if a complaint alleges that the 
safety, health or wellbeing of a person at the service is being compromised.  

Further information regarding Grievance Procedures can be found in the “Parental Interaction and 
Involvement in the Service Policy” and the “Educator and Management Policy” 
 
This Handbook provides a summary of some of the policies and procedures at LOSCCI. If you require 
further clarification on any matters or wish to view the complete Centre Policies, please do not hesitate 
to speak to the Nominated / Certified Supervisor or educators who can direct you where to find them. 

mailto:ecru@dlgc.wa.gov.au

