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Hawthorndene

Hawthorndene Primary School OSHC
Policy and Procedure Review Policy

Professional collaboration — Management, educators and staff work with mutual respect and
collaboratively, and challenge and learn from each other, recognizing each other’s’ strengths and
skills.

Professional Standards — Professional standards guide practice, interactions and relationships.
Engagement with the service- Families are supported from enrolment to be involved in the service
and contribute to service decisions.

Governance- Governance supports the operation of a quality service.

Service philosophy and purposes- A statement of philosophy guides all aspects of the service’s
operations.

Management Systems — Systems are in place to manage risk and enable the effective
management and operation of a quality service.

Roles and responsibilities- Roles and responsibilities are clearly defined and understood and
support effective decision making and operation of the service.

Continuous improvement — There is an effective self-assessment and quality improvement
process in place.

National Regulations

Regs 31
55-56

168
170
171
172

Condition on service approval — Quality Improvement Plan (QIP).
Quality Improvement Plans (QIP’s).

Education and care service must have policies and procedures.
Policies and procedures to be followed.
Policies and procedures to be kept available.

Notification of change to policies or procedures affective ability of family to utilise the service.

My Time, Our Place

Principles: Collaborative leadership and teamwork: Collaborative leadership and teamwork require attention
to shared practice built on a sense of shared responsibility and professional accountability for children and
young people’s wellbeing, learning and development. It is a view of leadership that empowers all members of
the team to use their professional knowledge and skills in ways that assist everyone to do the best they can
for children and young people, their families and colleagues in their setting.

Policy statement

To ensure the service’s commitment to the National Quality Framework (NQF), policies and procedures will be annually

reviewed to ensure compliance. As new legislation and regulations are released, the information should be added and

incorporated into the relevant policies. The review process also provides opportunity for staff and families to offer

valuable input into the practices at the service. The policies and procedures should always be available to all.
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Scope

This policy applies to children, families, staff, management, approved provider, nominated supervisor, students,
volunteers and visitors of the OSHC service.

Implementation

Policies and procedures are an integral part of the documentation required to meet legislative requirements for all early
childhood education and care services. Policies and procedures clearly outline the processes all staff employed by a
service will follow and assist all staff to understand their roles and responsibilities. They ensure a consistent approach
and are embedded in practice across all operations of the service and help to inform families how the service operates.

- All policies and procedures will be made available to families during the enrolment and orientation period for their
child.

- Directors and Team Leaders will ensure that all policies and procedures are reviewed annually or more often as
required. All Educators will be asked to read the Policy of the month each month, to ensure all staff are having
input into policies.

- All policies should be printed and stored in folders which are accessible for all staff and can be accessible for
families if requested.

- There will be a contents list at the beginning of the folder listing, in alphabetical order, the policies included in the
folder, and the date for review.

- Educators will notify families on how to access policies and procedures and where they are located.
- Staff and families should be encouraged to suggest improvements to the policies and procedures.
- Educators and Directors will have the opportunity for input

o On Monthly Policy Spotlights

o At educator meetings

o Atthe policy review meeting

o Inafamily meeting
- Families may have the opportunity for input

o Via SPIKE notifications

o At policy review meetings

o At parent/educator meeting

- Enquiries and input are not limited to these times. All educators and families are invited to enquire about the
policies and procedures at any time.

- All policies will be submitted for approval through the Governing Council Committee.
- All policies will be signed, sourced and dated at each review.
- Educators will continuously seek out relevant information for the improvement of policies

- All stakeholders must be informed of any changes to policies. This will occur in writing and will be provided to
families, educators, management, the committee and any other relevant individuals.

- The service will ensure families of children enrolled at the service are notified at least 14 days before making any
changes to a policy or procedure which will have a significant impact on the service’s provision of education and
care to any child enrolled at the service, or the ability to utilise the service.

Legislative Requirements

Out of School Hours Care (OSHC) services must have policies and procedures in place relating to the categories listed in
Regulation 168 of the National Regulations. Services may have additional policies and procedures dependent upon their
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unigue situation and operation requirements.
In accordance with Regulation 172, the OSHC Service must ensure that parents of children enrolled at the Service are
notified at least 14 days before making any change to a policy or procedure that may have a significant impact on:

- The Services provision of education and care to any child enrolled at the Service; or

- The family’s ability to utilise the Service.
The OSHC Service must ensure that parents of children enrolled at the Service are notified at least 14 days before
making any change that will affect the fees charged or the way in which fees are collected.

If the OSHC Service consider that the notice period would pose a risk to the safety, health or wellbeing of any child
enrolled at the Service, the approved provider must ensure that parents of children enrolled at the service are notified
as soon as practical after making a change.

The OSHC Service must ensure that copies of the current policies and procedures are available for inspection at the
Service upon request. The approved provider must ensure the following Policies are in place (Reg 168).
Health and Safety

- Nutrition, food and beverages, dietary requirements

- Sun protection (SunSmart)
- Water safety-including water safety during any water-based activities
- The administration of first aid
- Sleep and rest for children
- Incident, injury, trauma and illness
- Dealing with Infectious Diseases
- Dealing with Medical Conditions
- Emergency and Evacuation
- Delivery to, and collection from, education and care service premises
- Excursions
- Safe Arrival of Children
- Child safe environment (Child protection)
- Staffing
- Code of Conduct
- Determining the Responsible Person
- Participation of Volunteers and students
- Interactions with Children (Relationships with Children)
- Enrolment and Orientation
- Governance and Management (Educator and management)
- Confidentiality of records
- Acceptance and refusal of authorisations (Administration of Authorised medication)
- Payment of Fees
- Dealing with complaints

Related Policies

All Policies

Review

The policy will be reviewed annually by: Directors and Team Leaders
Policy completed on 15/11/24
Date for Next Review: November 2025
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Approved by Hawthorndene School Governing Council in November 2024

Related Documents
- Australian Children’s Education & Care Quality Authority. (2012). How to Develop and Update Policies
Successfully (without the stress).

- Australia Children’s Education & Care Quality Authority. (2023). Guide to the National Quality Framework.
Education and Care Services National Regulations. (2023).

- Revised National Quality Standard. (2018). Western Australian Education and Care Services National
Regulations
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