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WELCOME TO HEIGHTS COLLEGE
Welcome to Heights College OSHC Program. We
aim to provide your child/ren with care of the
highest possible standard within a safe, secure and
stimulating environment.
This handbook has been created as a guide for new
families to the service.
Please read this handbook thoroughly and keep for
future reference. A full copy of the policy and
procedures that guide our staff in the management
of our service is available from the Coordinator.
We pray you and your child/ren enjoy the time
spent in our service.
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1. INTRODUCTION
BACKGROUND
In response to the needs of the Heights College
community we have established the operation of
an Out of School Hours Childcare (OSHC) Service
opened in 2018. The service incorporates Before
School Care and After School Care.
The service operates to provide high quality
childcare in a safe, enjoyable and caring
environment. This service is provided at minimal
cost and enables parents to pursue options leading
to employment, training, recreation and the pursuit
of personal interests.
The service includes a wide variety of activities that
are prepared and implemented in a friendly
environment, which accounts for children’s social,
emotional, intellectual, language, physical and
creative needs. In this way the service endeavours
to complement the school's activities and be
consistent with the school's policies and practices.
Heights College is excited about this new
endeavour and partnering with families to provide
high quality care.
SERVICE PHILOSOPHY AND GOALS
Philosophy
Heights College Outside School Hours Care is
designed to provide a facility that meets the needs of
the families in our College only. It is the mission of
staff to create a fun, safe, caring and inclusive
environment for all children that attend the OSHC
program. The program intends to uphold the ethos of
the College by encouraging respect for God.
Aim
To provide high quality school age care and recreation
for the benefit of the College, with a fun, caring,
stimulating, safe and supervised Christian
environment that enhances the child’s physical,
spiritual, emotional and social development.
Our Objectives
• To respond to individual and family needs of
the College and wider community through
the provision of permanent, casual and
emergency care.
•

To provide for the wide variety of children’s
individual needs, abilities and interests, and
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encourage the development of new ones
through a variety of fun and educational
experiences both indoors and out.
•

To foster respect and care within the children
for God, each other, staff, property, resources
and their surrounding environment.

•

To provide a caring and supportive
environment that reflects individual and
cultural diversity.

•

To provide opportunities for children to
develop life skills such as self-confidence,
empathy for others, responsibility and
leadership.

•

To encourage parent, staff and child
involvement in all aspects of the program.

•

To provide an environment in which staff
have a sense of belonging, and have access to
relevant training, are supported and can work
within the National Quality Framework for
school age care.

•

To ensure accountability to families using the
program and the wider school community.

•

To share each child’s development,
achievements and learning with their families
through various mediums including
newsletters, photos, sharing folders,
scrapbooks, displays, verbal and written
communications.

•

To provide continuity of care and a flexible
service which supports the differing needs of
the families of Heights College and the wider
community.

Service Goals
As per the National Quality Framework and “My Time,
Our Place” for school age care.
OUTCOME 1: CHILDREN HAVE A STRONG
SENSE OF IDENTITY
1. Children feel safe, secure and supported.
2. Children
develop
their
emerging
autonomy, inter-dependence, resilience
and sense of agency.
3. Children develop knowledgeable and
confident self-identities.
4. Children learn to interact with others with
care, empathy and respect.
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OUTCOME 2: CHILDREN ARE CONNECTED
WITH AND CONTRIBUTE TO THEIR WORLD
1. Children develop a sense of belonging to
groups and communities and an
understanding of the reciprocal rights and
responsibilities necessary for active
community participation.
2. Children respond to diversity with respect.
3. Children become aware of fairness.
4. Children become socially responsible and
show respect for the environment.
OUTCOME 3: CHILDREN HAVE A STRONG
SENSE OF WELLBEING
1. Children become strong in their social and
emotional wellbeing.
2. Children take increasing responsibility for
their own health and physical wellbeing.
OUTCOME 4: CHILDREN ARE CONFIDENT AND
INVOLVED LEARNERS
1. Children develop dispositions for learning
such as curiosity, cooperation, confidence,
creativity, commitment, enthusiasm,
persistence, imagination and reflexivity.
2. Children develop a range of skills and
processes such as problem solving, inquiry
experimentation,
hypothesizing,
researching and investigation.
3. Children transfer and adapt what they have
learned from one context to another.
4. Children resource their own learning
through connecting with people, place
technologies and natural and processed
materials.
OUTCOME 5: CHILDREN ARE EFFECTIVE
COMMUNICATORS
1. Children interact verbally and nonverbally with others for a range of
purposes. Children engage with a range of
texts and gain meaning from these texts.
2. Children express ideas and make meaning
usinga range of media.
3. Children begin to understand how symbols
and pattern systems work.
4. Children use information and
communication technologies to
access information, investigate
ideas and represent their thinking.

Quality Improvement Plan (QIP)
The Heights College Outside School Hours Care
Quality Improvement Plan (OSHC QIP) is located on
HEIGHT COLLEGE OSHC PARENT HANDBOOK

the parent information shelf. It contains
information about the service and our ongoing selfevaluation and progress towards providing the
highest quality of care for our families.

SERVICES PROVIDED
Before School Care
The Before School Care Service operates from
7.00am to 8.20am each weekday during school terms
for 41 weeks of the year. This service is funded by the
Commonwealth Government to provide Child Care
Subsidy to families.
After School Care
The After School Care Service operates from 3.00pm
to 5.30pm each weekday during school terms for 41
weeks of the year. The service also provides an
extensive program of creative and recreational
experiences for the children. This service is funded by
the Commonwealth Government to provide Child
Care Subsidy to families.

CHILD CARE SUBSIDY (CCS)
Our service is an approved centre for Child Care
Subsidy (CCS). This subsidy is applied for directly
by the parent / guardian at the Dept. Of Human
Services, contactable on 13 61 50. It is your
responsibility to register should you wish to
receive fee relief. Each family may be eligible for
the subsidy.
2. COMMENCING CARE
ENROLMENT
All children must be enrolled and in attendance at
Heights College. They must also be enrolled in the
OHSC service before receiving care. An annual reenrolment process will take place at the
commencement of each year. Enrolment forms
are available from Heights College website or the
College Administration. These forms must be
completed and submitted to the service before a
child is considered to be enrolled.
COMMENCEMENT OF CARE
When booking your child in for the first time please
inform the staff that your child has not attended
the service before. The staff will ensure that your
child is oriented to the program this includes
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showing them where bags are kept, areas they
may play in whilst at the service, telling them
about snack times, expectations and linking them
with other children in the program if they do not
know anyone else.
Prep children are collected from their class and
escorted to OSHC during Term 1 only. After this
time they are required to report to OSHC
independently.
WAITING LIST – PRIORITY OF ACCESS
Heights College OSHC Program maintains a
waiting list for care in application date order and in
accordance
with
the
Commonwealth
Government’s Priority of Access Guidelines.
ARRIVAL AND DEPARTURE PROCEDURE
All children attending Heights College OSHC
Program must be signed in and out by the parent /
guardian / authorised person every session
(signing in and out includes; date, time of arrival
and departure, and signature). The parent /
guardian / authorised person must undertake their
responsibility of signing the attendance register in
accordance with Government requirements.
Where your child is collected by an authorised
person proof of identification is required. No child
will be allowed to leave the centre with a person
who is not authorised by the parent/guardian (this
information is provided on the enrolment form
and can be changed at any time). Children may not
be collected by persons other than those that
appear on the enrolment form. These procedures
have been put into place to ensure the safety of
your child.
CHILD PROTECTION
The health and welfare of all children in care is
paramount. Heights College OSHC Program will
act on behalf of children to protect their right to
safety and security in accordance with Section 64
of the Children and Young Persons Act 1989. Staff
working with children have a duty of care to ensure
that all children are safe from harm.
Information regarding Child Protection is available
to families as required. Please see the
Coordinator.
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3. WORKING WITH FAMILIES
Heights College OSHC Program is committed to
working with families in a collaborative manner in
order to provide a high quality child care service
that meets the needs of children, families and the
community.
Parent
participation
and
communication is critical to the success of the
service and its programs.
COMMUNICATION
The role of the family in the Outside School Hours
Service is paramount to its success and outcomes
for children. Family members have a great deal of
knowledge about their child which can be shared
with the service. Staff will tell families about their
child’s time in the program. Families are
encouraged to share relevant changes, issues,
needs and interests of the child with the staff. This
ensures the best possible care is provided to each
individual child within the program.
The Coordinator is available to discuss the
program and activities at any time. However
families wishing to discuss matters of a more
confidential nature are encouraged to make an
appointment to meet with the Coordinator. In
order to provide the best possible care for your
child it is important for staff to be notified of any
relevant information about your child’s health,
development and relevant personal/family
matters.
You are encouraged to read the service notice
board, programs plans, notes and newsletters in
order to keep up to date with the activities at the
service. The staff will provide you with feedback
regarding your children’s progress on a regular
basis.
ACCESS TO CHILDREN
All parents and authorised persons have access to
the Heights College OSHC Program and their
children at all times, unless relevant Court Orders
are held by the service that specify otherwise. A
copy of all court orders in relation to residence and
specific issues orders must be provided to the
service upon enrolment or as obtained. These
documents will be attached to the child’s records
and treated confidentially. Parents are asked to
notify the service of any changes to these
documents as soon as they occur. If the service
does not have a copy of the court order it will
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assume that both parents have equal custody of
the child therefore both have access.
In the event that a parent breaks a Court order and
seeks access to the child, the parent with custody
entitlements will be contacted immediately along
with the police.
PRIVACY ACT
Heights College OSHC Program has a
responsibility to comply with the Information
Privacy Act 2009, which governs the release of
personal information. This means that private
information regarding children and families will
not be told to other families within the service or
to other persons.
Staff will respect parent’s/guardians’ rights to
confidentiality when these rights do not conflict
with the rights and safety of the children e.g. child
protection matters.
All private information regarding children and
families will be held in a locked and secure place.
Access will be restricted to the Coordinator and
staff working directly with your child.
Information which is required for the daily
operation of the service, the well-being of children
and staff may be exchanged between staff
members in the normal course of work and will be
treated confidentially.
COMPLAINTS
All parents / guardians have the right to have their
concerns heard by the management team.
Families are encouraged to discuss with the
Coordinator any complaints or concerns they have
about the service or staff. The Coordinator is
expected to address complaints promptly,
respectfully and in a confidential manner.
The staff will endeavour to respond to families
verbally within 24 hours.
Complaints, which are not resolved to the family’s
satisfaction, will be referred to the Head of
Primary, Mrs Lucy Vanheck. If this does not ensure
the complaint is resolved the matter will then be
referred to the Headmaster.
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4. CHILDRENS’S PROGRAM
PROGRAM PLANNING - GENERAL
INFORMATION
Heights College OSHC Program is committed to
nurturing and extending each child’s social,
physical, emotional and intellectual development
in a child-friendly, supportive and fun
environment. A planned, flexible and balanced
program is prepared which responds to children’s
interests, needs and stages of development. This
plan is developed in collaboration with children,
parents and staff. The children’s program will be
displayed at the service for children and parents to
view.
Children will be provided with ample choice and
opportunity to do things on their own, to accept
appropriate responsibility and to use their free
time creatively. Experiences offered will be both
active and passive within the indoor and outdoor
areas.
Planning is undertaken for both individuals and
the whole group. Children are provided with
opportunities to work on and complete individual
and group projects over a period of time.
Experiences provided are developed to suit the
age and developmental ranges of all children
attending the service. Games and activities are
altered where appropriate to ensure all children
are able to participate fully.
OUTDOOR PLAY AND RECREATION
Heights College OSHC Program encourages all
children to participate in outdoor play and
recreational activities on a daily basis. Outdoor
equipment provided is appropriate to the
developmental levels of the children it is catering
for. Children have access to materials and
equipment that can be used in a range of ways to
provide challenge and problem solving
experiences along with physical development.
Both passive and active experiences are provided
outdoors and experiences are focused both on
individuals and groups. However, energetic play is
encouraged whilst outdoors. The outdoor plan not
only focuses on physical development but also on
all other areas of child development.
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CHILDREN’S SNACKS
Parents are required to supply an afternoon snack
for their child each afternoon they are in enrolled
in the OSHC program. A time allocation will be
given for an afternoon tea break each afternoon.
This is additional to food that has been provided
for morning tea and lunch during regular school
hours.

Parents and staff will work collaboratively towards
continuous improvement via service evaluation
including suggestion boxes, parent surveys,
informal discussion, and formal discussion at
parent and committee meetings.

All meal breaks are monitored by staff to ensure all
children eat and drink. Children are encouraged to
be seated while eating and drinking. Staff will
model this behaviour by sitting with the children
and discussing the food the children are eating
along with events of the day.

STAFFING
The children are provided with ample supervision
and care by the staff team. The National Standards
ensure that the following minimum staff child
ratios are implemented:
1 staff member to 15 children.

HOMEWORK
Children who attend the service full time may find
it difficult to undertake homework tasks at home.
Heights College OSHC Program supports positive
relationships between parents and children and
therefore understands that a time and place for
homework to be undertaken within the OSHC
service is critical. A time allocation will be given
each afternoon for children to work on homework
activities.
The staff will attempt to provide a quiet, safe area
for children to undertake homework tasks.
However, they will not take responsibility for
completion of homework or readers; this is the
responsibility of the parent and child. The staff can
assist children with homework tasks as part of the
daily program of experiences where time and
resources permit.
PROGRAM EVALUATION
Heights College OSHC Program believes continual
assessment and evaluation of the service by the
parents, staff and children is integral part of
program planning. Children and parents will be
surveyed regularly to ensure the program offered
reflects their needs and interests. A variety of
evaluation techniques will be used with children
which may include informal discussion, preenrolment surveys, suggestion box, younger
children drawing what they like in the program,
written surveys, and children’s interest checklists.
Staff will regularly evaluate activities, the
program, excursions and incursions informally and
at staff meetings.

HEIGHT COLLEGE OSHC PARENT HANDBOOK

5. WORKING WITH CHILDREN

VOLUNTEERS AND STUDENTS
Volunteers and students undertaking work
experience may be present at the Centre from time
to time. These volunteers and students will be
required to have a Blue Card (that is a Suitability
Card) to work with children. They will only work
under the direct supervision of a Senior Staff
member, and will not be included in the staff to
child ratio.
6. SERVICE ADMINISTRATION AND FINANCIAL
MATTERS
CHILD CARE SUBSIDY
All families will be notified of the availability of
Child Care Subsidy (CCS) and their responsibilities
in accepting this funding upon enrolment. Families
can then contact the Family Assistance Office
(FAO) on 13 61 50 to ascertain eligibility.
The service displays up to date information
regarding CCS on the parent notice board and in
the newsletter. The service’s Customer Reference
Number “CRN” number is displayed in a prominent
position enabling families to complete necessary
forms. The service completes the “CRN” number on
all forms provided to families to ensure correct
information is passed onto Family Assistance
Office (FAO).
Families are informed of their responsibilities in
terms of access to CCS. This includes:
• Completing and lodging the CCS
application form within seven days of
commencing care.
• Lodging a new CCS application annually
or as required
• Paying their portion of the service fee by
the end of each claim period
Page | 8

•
•

Signing attendance records daily stating
time in and out
Families are responsible for ensuring they
apply for all components of care required.

Parents also need to inform the service if the child
enrolled attends any other Before, After or
Vacation Care service. They also need to inform
staff if they have other children in a
Commonwealth funded service such as Family Day
Care, Long Day Care or any other OSHC service.
FEES
LEVEL OF SET FEES AND CHARGES
All Fees and Charges are set by the Heights College
Board. All fees and charges for each year are set
and announced by the end of November for the
following year.
The Schedule of Fees and Charges is available at
any time from the College Office and on the College
website – www.heights.qld.edu.au.
PAYMENT OF FEES AND CHARGES
All OSHC/WAKC Statements are sent out weekly
on Tuesday via email. Our only method for
payment of fees is by using QK Enrol’s Direct Debit
Request Authorisation Form. There will be a
dishonour fee charged directly to your account if
your fees decline. Payments are direct debited
weekly on Wednesday. Please allow 3 – 5 days for
payment to process. The paying of Vacation Care
fees is the same process as for OSHC/WAKC via
Direct Debit.
LATE / NON PAYMENT OF FEES
All fees for care must be paid by the due date & up
to date by the end of each term. If you are
experiencing financial difficulties please contact
the Financial officer Mrs Janelle Staines at the
College administration on 4923 1816 to discuss
payment options.
Failure to pay your OSHC fees, will result in the
College not taking any further bookings until your
OSHC fees have been brought up to date.
ACTION ON OVERDUE ACCOUNTS
The College Board has determined that the College
will not be able to continue to look after students
whose fees remain unpaid, except where
alternative arrangements have been made in
writing to the Business Manager.
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The Business Manager will report monthly on all
overdue accounts to both the Headmaster and
College Board throughout the course of the year.
If College WAKC/OSHC/VAC Fees remain unpaid
and no alternative arrangements have been made
with the Business Manager, then appropriate
recovery action will commence in accordance with
the College Fees Collection Policy.
WITHDRAWAL OF THE STUDENT FROM THE
COLLEGE
When a student is to be withdrawn from the
College, the parent / guardian is to give one (1)
months’ notice in writing, addressed to the College
Registrar. Failure to provide one (1) months’ notice
will incur four (4) weeks additional fees.

ENROLMENT
All children must be enrolled and in attendance at
Heights College. They must also be enrolled in the
OSHC service before receiving care. Enrolment and
bookings are via an online booking program called
QK Enrol. You will need to Register via the parent
portal ’My Family Lounge’ by following the below
steps
• Go to Heights College website –
https://www.heights.qld.edu.au/
• Our College Life
• Outside School Hours & Vacation Care
• Scroll down to the ‘My Family Lounge’
• Enter in your Email address
• Select ‘Register’
• Follow the prompts to create a password

Under the ‘CHILD’ tab click on ‘Start Enrolment’.
Complete the Enrolment Form and Direct Debit
Request Authorisation Form and hit ‘Submit’ when
finished. Please read the Terms and Conditions
carefully. These forms must be completed and
submitted to the service before a child can be
booked into the service.
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BOOKINGS
All bookings must be made through the College
website via My Family Lounge or via the My Family
Lounge app.
There is a one-off mandatory administration fee of
$2.20 to be paid prior to your booking request being
received.

PERMANENT BOOKING
$11 per morning and $19 per afternoon
Permanent bookings are required if you wish for
your child to secure a place and be in regular
attendance in the program on specific days of the
week. We consider a permanent booking to be on
a term-to-term basis, as we recognize family
circumstances can change. Normal fees will be
charged on all permanent bookings if your child is
absent from school due to sickness/holidays etc.,
unless a medical certificate is provided.
How to Book
Permanent boookings can only be made via the
College website via My Family Lounge. Log into
your QK Enrol account, under the Booking Request
section select ‘Request Booking’ and submit your
request. Wait for administration to send you an
offer in return, then accept the offer.
CASUAL BOOKING
$11 per morning and $19 per afternoon (regular
pricing)
There is an option to make casual bookings for
irregular periods throughout the term.
The following conditions must be adhered to:
• A morning booking must be made prior to
3.30pm the weekday before.
• An afternoon booking must be made
before 9am the morning of.
• Once the booking has been made fees will
be charged (even if you cancel your casual
booking later in the day/week).
• All casual bookings are dependent on
availability.
How to Book
Casual bookings can be made either via the College
website via My Family Lounge or via the My Family
Lounge app.
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Website – Log into your QK Enrol account, under
the Casual Booking section select ‘Add Casual
Booking’ and submit your booking.
App – Download the My Family Lounge app (QK
Technologies). Select the room and date then
select book.

NON COLLECTION OF CHILDREN FROM THE
OSHC SERVICE
Heights College OSHC Program will ensure the
safety of children not collected from the service by
the closing time by following this procedure.
Heights College OSHC Program closes at 5.30pm
at this time the staff are no longer on duty. If a
child is still in care at 5.30pm the staff will attempt
to contact the parents/ guardians/authorised
persons to see if they are on their way. If not
contactable, staff will immediately contact the
emergency contact numbers on the registration
form.
During this time the child/ren will be reassured and
made comfortable whilst staff are trying to
contact the parent / guardian / authorised person.
If by 6.30pm, the staff have not been able to
contact the parent/guardian/authorised persons,
they will contact the Police department.
A late fee of $20 will be charged for anyone who
picks up after 5.30pm according to the digital sign
in/out sheets on the service iPads. This fee will be
applicable from 5.31pm and will be added directly
to the financial account you have with the College.
If the time passes 5.36pm a second fee of $20 will
be applied. You will receive notification via email
that the fee has been added to your account.
CANCELLATIONS
Cancellations/Changing Days of Attendance
All cancellation of attendance and changing of days
must be done through the College administration
office, NOT directly with teaching staff. Two (2)
weeks’ notice is required to cancel or change days
of permanent bookings only. If this does not occur
fees will still be charged.
All payments will be acknowledged as soon as
possible with a receipt which is signed and dated.
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LATE / NON PAYMENT OF FEES
All fees for care must be paid by the due date. If you
are experiencing financial difficulties please
contact the Financial officer Mrs Janelle Staines at
the College administration on 4923 1800 to discuss
payment options.
Children may be excluded from attending the
service if fees are not paid.
7. HEALTH AND SAFETY
MEDICATION
Definition - Medication
Includes but is not limited to; eye drops, cough
mixture, paracetamol and asthma medication.
Medication includes all prescription and over the
counter drugs.
Definition – Lawful Authority
A power, duty, responsibility or authority
conferred at common law or under an Act to make
a decision regarding the health, welfare or other
aspect of a child’s care. Parents have lawful
authority over their child unless a court order
states otherwise.
Good practice with regard to the staff giving
children medication is essential to ensure that
appropriate doses of correct medicines are given
to the child.
Medication is kept out of reach of children in
keeping with the requirements of the medication
(fridge or locked cabinet). Where staff have been
notified, all personal medication including asthma
pumps will be stored in a manner which prevents
access by other children.
Medication will only be given with permission from
parent/guardian/person with lawful authority or in
the case of an emergency, by ambulance officers,
where an ambulance has been called. This
procedure is in line with the National Standards for
Outside School Hours Care. Authorisation, in
writing (Short Term Form) from a parent /
guardian / person with lawful authority will include
the child’s name, the name of the medication, the
dosage and times and or circumstances of
administration.
Where
children
require
medication regularly, approval, in writing (PRN
Form) from parents / guardians / person with
lawful authority will be updated on a regular basis.
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Notification, in writing, will also need to be
obtained from parents / guardians / person with
lawful authority where a child self-administers the
medication. Parents / guardians / authorised
persons will be required to fill out this
documentation prior to leaving the medication at
the Centre. Where this medication has been
required during the school day, the centre will
obtain a copy of the original form filled out at
Health Bay and kept on file.
Medication will only be given if it is clearly marked
with the child’s name, (pharmacist label)
contained in the original container, within its due
date and kept in appropriate storage. Children will
not be given a higher dosage than that written on
the label. Over the counter medication will also
require a chemist label with the child’s name and
dose required.
In the event of an emergency, if the parent /
guardian / person with lawful authority is unable to
be contacted, the service will contact the
ambulance if the situation is deemed necessary. If
the child needs to be transported to the hospital, a
staff member will attend with the child in the
event parents have not responded to previous
contact.
Parents will be notified if any required medication
was not administered for any reason as soon as
possible.
A medical register will be maintained by the
service containing the date, time and dosage of
medication that was administered as well as the
name of the person who administered it.
MEDICAL PLANS
Enrolment forms provide families with the
opportunity to share their child’s medical
information with the service staff. This
information is critical to the safety of children with
significant medical conditions. All medical details
are held in a confidential manner in accordance
with the Information Privacy Act 2009.
Any children with individual medical health plans
should have a plan kept at Health Bay, and a copy
will be provided to the service. Individual medical
health plans are designed for children with serious
health conditions and are reviewed on a 12
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monthly basis (to ensure relevance and accuracy)
unless there is a change of condition. It is the
parent/guardian/person with lawful authority’s
responsibility to ensure an updated copy of plans
are provided at the commencement of every year
to the school, for the duration of the child’s
attendance.
If relevant, you may be asked if the staff can place
your child’s details on a notice board to ensure
their health is considered at all times and that all
staff working with your child are aware of their
condition.
If your child has a serious health condition such as
asthma, epilepsy, serious allergies or any other
serious or life threatening medical condition it is
important that the staff are made aware of this
prior to commencement. Please ensure that your
child brings their medication to the service each
day.
HYGIENE
In order to ensure that the spread of infection is
kept to a minimum all staff will model a high level
of personal hygiene to the children in the service
and ensure hygiene practices are followed to
ensure cross infection is prevented.
Staff and children wash and dry their hands before
and after meal times, after using the toilet,
blowing their nose, handling animals and other
unhygienic practices.
INFECTION CONTROL
Staff will follow all required precautions in regard
to the management of spilt blood/bodily fluids. A
blood spills kit is provided within the facility and
any used syringes found on the premises are
placed in a syringe container. Children are
encouraged to report any syringes found and not
to touch them.
All spills of bodily fluids will be mopped up with
paper towel, placed in a sealed bag along with the
gloves the staff member was wearing and
disposed of in a bin with a lid. (All items can be
found in the blood spills kit). Gloves (provided by
the service) will be worn when dealing with spills of
bodily fluids. Spills will be cleaned with a bleach
solution. Hands are washed in hot soapy water
after cleaning up a spill. Equipment exposed to
blood or bodily fluids will be cleaned with hot
soapy water and bleach as soon as possible.
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In order to ensure all staff and children are safe
whilst at the centre sound hygiene and infection
control guidelines are followed at all times.
INFECTIOUS DISEASES
Heights College OSHC Program follows correct
hygiene practices and meets the requirements of
State and Commonwealth legislation. Parents/
guardians/ approved persons are notified of any
infectious diseases present at the venue or school
and information regarding common infectious
diseases is available for families as required.
Details of specific individuals are not disclosed.
The service will hold information regarding
immunisation
schedules,
providers
of
immunisations and contact details of the
Departments Health Office. Upon enrolment, your
child’s immunisation status will be requested to
ensure that you are notified of any outbreak of
infectious diseases which may affect your child.
Parents/guardians are notified of any symptoms
their child is showing of illness as soon as is
practicable. Families are referred to their local
doctor for diagnosis of possible infectious disease.
Children suffering an infectious disease will be
excluded from the service in accordance with
appropriate guidelines. Refer to Appendix 1 for a
schedule of infectious diseases and exclusion
details.
FIRST AID
In the event of an accident or a child falling ill, first
aid equipment and expertise is available. A first aid
kit is maintained in good order and is accessible by
all staff both at the centre and on excursions. At
least one staff member on duty holds a current
Level Two first aid certificate.
ILLNESS
When a child becomes ill the child’s parent /
guardian will be contacted by service staff to make
arrangements for the child to be taken home as
soon as possible. Whilst your child is awaiting your
arrival they will be made as comfortable as
possible and signs and symptoms of the illness will
be recorded. This information will be placed on
your child’s file.
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It is recommended that families consider the
following guidelines in terms of their child’s health
and wellbeing:
•

•

•

•
•

A child that presents to the service with a
temperature over 37.5 will need to be
collected from the service.
A child with a fever over 38 degrees Celsius
should be kept at home for at least 24 hours
after the fever has gone.
A child with an acute illness requiring
medication should be kept at home for at
least 24 hours after the illness has gone.
A child who is vomiting should be kept at home
until the vomiting has ceased for 12hours.
A child who is experiencing diarrhoea should
be kept home until they have been diarrhoea
free for at least 24 hours.

ACCIDENTS
It is vital that sound accident prevention strategies
are developed, monitored and practiced by staff.
These strategies are designed to reduce the
incidence of any accidents occurring. Your child’s
wellbeing is of prime concern and first aid will be
administered immediately by staff to ensure the
best outcome.
Parents will be informed
immediately if an ambulance is called or
hospitalisation is required.
In the event of minor medical incidents, first aid
treatment will be provided and recorded with
parents advised upon their arrival at the centre. An
incident report will be completed where deemed
necessary.
The staff maintain visual contact with all children at
all times to ensure prompt attention is provided.
First aid is administered as quickly and effectively
as possible to prevent any serious harm or
secondary issues. Emergency procedures are
placed in key areas within the facility for staff,
parents and children to refer to. Counselling can be
arranged for staff, families and children as required.
The Coordinator will ensure all preventative
strategies are put in place and that reporting of an
accident or hazard is properly documented. In most
cases the Coordinator will record the incident
details, carry out an investigation and follow
through on any recommendations arising from the
investigation. The purpose of an investigation is not
to lay blame, though at times the facts may indicate
where fault may be found. The purpose is to:
• Learn from the event via careful fact finding.
• Make decisions and take actions to ensure a
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safer environment.
• Prevent similar accidents from occurring in
the future.
In light of a serious injury (Regulation 12 section 5
for definition) a report must be submitted to the
Regulatory Authority via NQA ITS I01 Notification
of Incident.
EMERGENCY MANAGEMENT
The personal safety and security of children and
staff while attending the service is paramount.
Therefore the centre has emergency procedures
which are known and practiced regularly by staff
and children. The service has written procedures for
dealing with emergencies such as dealing with, a
medical emergency, a fire, threats to staff or
children, a bomb threat and robbery.

SUNSMART
Staff will observe strict sun protection practices in
accordance with relevant government guidelines to
minimise risks to themselves and the children. All
children and staff are required to wear a suitable
hat and apply sunscreen (factor 30 or greater)
before they go outdoors between 10.00am and
2.00pm or 11.00am to 3.00pm during daylight
savings.
Suitable hats include legionnaire style or broad
brimmed style (the brim should be between 810cm) that shade the face, ears and neck.
“Suitable” hats will be available for sale from the
school. Clothing should provide adequate
protection from the sun which means that shirts
that cover the shoulders, have collars and have
sleeves that are at least elbow length are
recommended. Longer style shorts and skirts are
recommended.
Children are encouraged to play in shaded areas.
The availability of shade will be considered at
excursion venues.
Sunscreen (factor 30+, broad-spectrum, nonallergenic, water resistant) will be provided by the
OSHC service, although children are encouraged to
provide their own. Children are encouraged to
apply sunscreen approximately 20 minutes prior to
going outdoors. Even children playing in shaded
areas must wear sunscreen. Reapplication of
sunscreen will occur after 2 hours in the sun.
SMOKE FREE ENVIRONMENT
In accordance with Government policy our service
is a smoke free environment. We ask that all family
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members and visitors meet this requirement whilst
on the premises.
8. VACATION CARE (VAC)
SERVICE PROVIDED
The Vacation Care Service operates from 7.00am to
5:30pm each weekday during school holidays and
Heights College student-free days. The service also
provides an extensive program of creative and
recreational experiences for the children. This service
is funded by the Commonwealth Government to
provide Child Care Subsidy to families.
ENROLMENT
All children must be enrolled and in attendance at
Heights College. They must also be enrolled in the
VAC service before receiving care. Enrolment and
bookings are via an online booking program called
QK Enrol. You will need to Register via the parent
portal ’My Family Lounge’ by following the below
steps
• Go to Heights College website –
https://www.heights.qld.edu.au/
• Our College Life
• Outside School Hours & Vacation Care
• Scroll down to the ‘My Family Lounge’
• Enter in your Email address
• Select ‘Register’
• Follow the prompts to create a password
(Note: If you already have an existing account from
using OSHC/WAKC then select ‘Sign In’.)
Under the ‘CHILD’ tab click on ‘Start Enrolment’.
Complete the Enrolment Form and Direct Debit
Request Authorisation Form and hit ‘Submit’ when
finished. Please read the Terms and Conditions
carefully These forms must be completed and
submitted to the service before a child can be
booked into the service.

BOOKINGS
All bookings must be made through the College
website via My Family Lounge or via the My Family
Lounge app.
There is a one-off mandatory administration fee of
$2.20 to be paid prior to your booking request being
received.
$55 per day (no hourly pricing available)
PERMANENT BOOKING
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Permanent bookings are required if you wish for
your child to secure a place and be in regular
attendance in the program on specific days of the
week. We consider a permanent booking to be on
a holiday basis, as we recognize family
circumstances can change. Normal fees will be
charged on all permanent bookings if your child is
absent from VAC due to sickness etc., unless a
medical certificate is provided.
How to Book
Permanent boookings can only be made via the
College website via My Family Lounge. Log into
your QK Enrol account, under the Booking Request
section select ‘Request Booking’ and submit your
request. Wait for administration to send you an
offer in return, then accept the offer.
CASUAL BOOKING
There is an option to make casual bookings for
irregular periods throughout the holidays. The
following conditions must be adhered to:
• A booking must be made prior to 3.30pm the
weekday before.
• Once the booking has been made fees will be
charged (even if you cancel your casual
booking later in the day/week).
• All casual bookings are dependent on
availability.
How to Book
Casual bookings can be made either via the College
website via My Family Lounge or via the My Family
Lounge app.
Website – Log into your QK Enrol account, under
the Casual Booking section select ‘Add Casual
Booking’ and submit your booking.
App – Download the My Family Lounge app (QK
Teachnologies). Select the room and date then
select book.
Please note that the Vacation Care program will
operate according to the Heights College Calendar
and WILL ONLY operate on student-free days and
Heights College school holidays. Christmas closure
applies.

LATE COLLECTION FEE
A late fee of $20 will be charged for anyone who
picks up after 5.30pm according to the digital sign
in/out sheets on the service iPads. This fee will be
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applicable from 5.31pm and will be added directly
to the financial account you have with the College.
If the time passes 5.36pm a second fee of $20 will
be applied. You will receive notification via email
that the fee has been added to your account.

This is due to all Vacation Care staff attending the
excursions and not being available on College
grounds during excursion times.

(See page 9 for details on Vacation Care fee
payments)
CHILDREN’S SNACKS
Parents are required to supply morning tea, lunch
and afternoon tea for their child each day they are
enrolled in the VAC program. A time allocation will
be given for each break and monitored by staff.
WHAT TO WEAR
Children are to wear free dress, but must be in line
with Heights College non-uniform policy, students
are still required to be in modest and conservative
clothing, with the following guidelines;
• Footwear – appropriate for day’s activities.
• Clothing is modest in cut and fabric – no
singlets, muscle tops, crop or midriff tops and
underwear is not visible.
• Shorts cover to mid-thigh, jeans (with rips) do
not reveal above knees, and are not overly
tight or show underwear.
• Wear tights or similar under short dresses.
• Slogans, mottos and logos on clothing are in
good taste, defamatory expressions or
inappropriate symbols not permitted.
• Jewellery, body art and make up follows
uniform code.
• College hat or other appropriate hat is
compulsory for any daytime outdoor activity.
VACATION CARE EXCURSIONS/ACTIVITIES
Vacation care may have excursions or activities
during the school holidays which may incur a cost
to parents/guardians. Payments are to be made
via Parent Lounge prior to the event and
instructions on how to pay on Parent Lounge will
be attached to excursion letters for your
convenience. If payments are not made prior to
the excursion day, alternate care arragements are
to be made for the child, by the parent/guardian.
If you do not want your child to attend the
excursion on the excursion day, again, alternate
care arragements are to made for the child, by the
parent/guardian.
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APPENDICES
APPENDIX 1 EXCLUSION LIST
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