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ACKNOWLEDGEMENT OF COUNTRY 
 

Ainslie Out of School Hours Care acknowledges the Australian Aboriginal and Torres 

Strait Islander peoples of the nation. We acknowledge the traditional custodians of the 

lands on which our service is located. We pay our respects to the Elders, past present 

and emerging, for they hold the memories, the traditions, the culture, and the hopes of 

Aboriginal and Torres Strait Islander Peoples across the nation. Ainslie OSHC is 

committed to honouring and respecting the children who have played on this land for 

hundreds and thousands of years before us. 
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INFORMATION ABOUT OUR SERVICE 
PROVIDER NAME SERVICE NAME 

Ainslie Primary School P & C 
Assn After School Care Sub- 

Committee 

Ainslie out of School Hours Care 

 

PROVIDER / SERVICE APPROVAL NUMBERS PR-00005799 / SE00009639 

 

HOURS OF OPERATION 

 
Before School Care – 7:30am to 09:00am 
After School Care – 03:00pm to 06:00pm 

Vacation Care – 08:00am to 06:00pm 
 

 

NOMINATED SUPERVISOR  

 

Gemma Lockton/ Nadia Anwar/ Emma Golding 

 
In the absence of the Nominated Supervisor, our service will have a Responsible Person placed in day 

to charge and on premises at all times. Please refer to Parents Board for more information. 
 

CURRENT NATIONAL QUALITY STANDARD RATING 

QUALITY AREA 1: Educational Program & Practice 
Meeting National Quality Standard (M) 

QUALITY AREA 2: Children’s Health & Safety 
Meeting National Quality Standard (M) 

QUALITY AREA 3: Physical Environment  
Meeting National Quality Standard (M) 

QUALITY AREA 4: Staffing Arrangements 
Meeting National Quality Standard (M) 

QUALITY AREA 5: Relationships with Children 
Meeting National Quality Standard (M) 

QUALITY AREA 6: Collaborative Partnership with Families 
Meeting National Quality Standard (M) 

QUALITY AREA 7: Leadership and Service Management  
Exceeding National Quality Standard 
(E) 

 

OVERALL 
RATING 
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INFORMATION ABOUT OUR SERVICE  
 

DETAILS OF ANY WAIVERS HELD BY THE SERVICE 

DURATION OF WAIVER  - 

SERVICE WAIVER OR TEMPORARY WAIVER  - 

 

EDUCATIONAL LEADER  

 

Austin Hatfield 
 

 

FEEDBACK, COMPLAINT HANDLING & COMMENTS 

NAME Gemma Lockton Christina Pilkington 

POSITION Director Convener 

PHONE 
NUMBER 

0492951129 - 

EMAIL director@ainslieoshc.com.au convenorainslieafters@gmail.com 

ADDRESS 
Ainslie OSHC c/o Ainslie 

Primary School, Donaldson 
Street, Braddon 

Ainslie OSHC c/o Ainslie Primary 
School, Donaldson Street, 

Braddon 
 

CONTACT DETAILS OF REGULATORY AUTHORITY 

Children’s Education and Care Assurance, Early Childhood Policy and Regulation, 
Education Directorate, ACT Government. 

 
 
 
 
 
 
 
 

 
The National Law and National Regulations outline the legal obligations of approved providers, 
nominated supervisors, and educators and explain the powers and functions of the state and 
territory regulatory authorities and ACECQA.  Please follow the link below for further 
information. 

https://www.acecqa.gov.au/nqf/national-law-regulations 

 

 

Website: 

www.det.act.gov.au  

Email: 

ceca@act.gov.au  

Phone: 

(02) 6207 1114 

Fax: 

(02) 6207 1128 

Address:      

GPO Box 158 

CANBERRA ACT 

2601 

 

https://www.acecqa.gov.au/nqf/national-law-regulations
http://www.det.act.gov.au/
mailto:ceca@act.gov.au
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INTRODUCTION 

1.1 OUR SERVICE 

The Ainslie Out of School Hours Care operates as a not-for-profit organization under the arm of Parents 

and Citizens (P&C) Committee. The subcommittee of P&C manages operations of Ainslie OSHC in 

accordance with the P&C association’s constitution, centre policies and relevant legislations. 

 The subcommittee comprises of a Convenor, a Treasurer, and other members. These 

positions are occupied by volunteer parents who are appointed each year at the P&C annual 

general meeting (AGM). 

The Centre also employs several paid staff members. This includes a full time Director (to 

manage day to day operations of the centre), a full time Assistant Director, Educational 

Leader, Vacation Care Coordinator, and a team of casual educators. 

 

The Centre offers before and after school care to children of Ainslie School in term time. It 

also offers a vacation care program open to all primary school children in school holidays. 

The Centre operates within the School Age Care Framework - My Time, Our Place (MTOP) 

and is rated in accordance with the National Quality Standards. 

 

Family participation in the continuing improvement of the centre is encouraged and greatly 

appreciated. We love to celebrate each family’s culture and diversity and continuously learn 

about your beliefs. This enables us to make your family more welcome at our service. 

 

1.2 OUR EDUCATORS 

Our Educators team consists of more than 25 educators. All our educators come from 

different backgrounds and cultures which we believe greatly enriches our space. They all 

hold an important role in our program.  

Our educators have many years of experience working with children and they are long 

serving members of our team. There are currently 4 on our team who have been with us for 

more than 5 years.  

We are proud of our educators’ building relationships with families. They are continuously 

encouraged to form meaningful relationships with children and families. We also encourage 

all our parents and families to get to know the educators so please feel free to introduce 

yourself to them when you come into the service next time. Communicating with a different 

educator each day helps in knowing the whole team very quickly.  

To familiarize yourself with our team, please view the information board next to sign in desk. 

The board also displays all the required information for families. 

 

1.3 VENUE 

We have recently moved from Yerra building to Ainslie School Hall which is accessible from 

the carpark located on Elder Street. We have access to Yerra building and school music 

room. The Ainslie Parents and Citizens Association rent these spaces from ACT Department 

of Education, Skills and Employment to run AOSHC programs.  
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1.4 AINSLIE OSHC STATEMENT OF PHILOSPHY 

Vision 

Ainslie OSHC’s vision is one that prioritises and promotes children’s social and emotional development. We 

view children as capable and competent learners and see the time spent in Out of School Hours Care as an 

important opportunity for children to learn and grow. Our aim is a service that continuously improves, and 

helps children achieve the best outcomes for successful and happy lives. Our vision relies on partnerships with 

children, families, and the wider school community to provide the most holistic and beneficial learning 

experiences for the children in our care. 

Program 

Our program’s aim is that children will learn and grow their social and emotional skills – using the National 

Quality Framework as a guide for educators to provide a quality, play-based program. Through allowing 

children choices that influence their worlds each day they attend, children become the main initiators of the 

learning process, building self-efficacy and developing social and emotional skills. Using our educator’s 

understanding of the children’s interests, strengths, abilities, cultures and current knowledge we create a 

program that is engaging and beneficial for both individuals and the group – whilst importantly maintaining 

leisure and fun that Out of School Hours Care embodies.  Our program is made to suit the contexts of our 

community and compliment the learning occurring at Ainslie School, as well as ensuring inclusivity and equity. 

Educators 

Our educators wear many hats, as teachers, friends, cooks, cleaners, mediators, observers and role models, we 

strive to always provide the best for the children in our care, with guidance and intentionality. As part of the 

educator role, our staff are committed to continuous learning – to inform and motivate us to continue 

improving and provide education and care the best way possible. We at AOSHC intend for a low turnover of 

staff, which helps us create and foster genuine relationships. We see children as our friends and building 

connections with them will always be a privilege, and the best part of being an educator! At AOSHC we 

recognise and advocate professionalism in the OSHC sector, and will demonstrate this in our practice and our 

care. 

Children 

Children will always be the priority of our service. This is reflected in our vision, program and educator’s 

practice. We recognise that children are competent and capable learners – whilst still acknowledging that 

Ainslie OSHC is a place of learning, where mistakes are made, and lessons are learnt. We understand that 

all children are different, and that an inclusive, equitable approach is important for all children to feel belonging 

and the opportunity to succeed. Our service upholds the UN Convention on the Rights of the Child, which 

influences our practice strongly. We believe in helping all children to achieve the best outcomes in life and that 

the learning experiences and play occurring at AOSHC will leave a positive impact for years to come. 

Families 

We at AOSHC acknowledge that families, parents and carers are a child’s primary carer and educator. We 

believe that partnerships with families and carers are an integral part of successfully educating and 

caring for children in our service. To best build and maintain these partnerships we greatly value 

communication, inclusion, understanding and genuine community connections. We invite family participation, 

feedback and collaboration. As a P&C operated service these values are embedded within our governance and 

community. 

Supporting Documents 

My Time, Our Place National Quality Framework ACECQA 
Self Regulation: a foundation for wellbeing and involved learning, Inclusion & Professional Support Program  
Values and Principles of the Reggio Emilia Approach, Lella Gandini 
Positive Behaviour for Learning: How it works at Ainslie School 
Guiding Children’s Behaviour, Louise Porter 
UN Convention on the Rights of the Child 
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CHILD CARE SUBSIDY 

2.1 CHILD CARE SUBSIDY  

As a government-funded centre, Child Care Subsidy (CCS) is available to all eligible 

families.  

Parent/guardians MUST apply to Services Australia (Centrelink) for childcare subsidy 

directly to obtain customer reference numbers at the beginning of each year or on enrolment 

at Ainslie OSHC. 

The government pays Ainslie OSHC your relevant subsidy, in order to reduce your daily rate.  

Any fees charged by Ainslie OSHC cannot be reduced until we have received customer 

reference numbers and dates of birth for both the parent claiming CCS and the 

child/children accessing the service. Parents also have to accept complying written 

agreement (CWA) through Xplor home (our digital attendance system) and confirm 

their child’s/children’s enrolment through myGov/Centrelink app.  

If a family’s status changes throughout the year, Centrelink should be advised immediately as 

there may be an adjustment in Childcare Subsidy. The Director or Assistant Director should 

also be advised.  

If your child has not attended any children’s service for 8 continuous weeks or has 44 

absences or is absent on the last day of enrolment, Centrelink will cancel your child’s 

enrolment details in their system.  

Visit Services Australia’s website for more information: 

The Ainslie OSHC Provider Number is 555 006 535 H 

2.2 ANNUAL CAP FOR CCS 

As of September 2021, if your family earns $190,015 or less, you won’t have an annual cap 

on your subsidy.  

If your family earns between $190,015 and $354,305 Centrelink will cap your subsidy. This 

means your fees will be subsidized up to the annual cap of $10,655 per child each financial 

year.  

2.3 WITH HOLDINGS 

Services Australia will withhold 5% of your subsidy. This is to help reduce the likelihood of 

you getting an overpayment. You’re able to vary this amount to suit your circumstances.  

You can do this up to twice a year using your Centrelink online account through myGov. If 

you’d like to change it more than this, call the Families line.  

Services Australia uses your family income estimate to work out how much subsidy you’ll 

get.  

2.4 UPDATING YOUR DETAILS 

It is important to update your correct details and any circumstances change, through your 

Centrelink online account via myGov in order to receive the correct amount of subsidy. 

 

For more information on CCS, please contact the Family Assistance Office on 13 61 50  

https://www.servicesaustralia.gov.au/individuals/services/centrelink/child-care-subsidy
https://www.servicesaustralia.gov.au/individuals/contact-us/phone-us#families
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ENROLMENT INFORMATION 

A completed online enrolment form for new children   and a direct debit form is required 

prior to bookings can be made and submitted to the service before the first session that your 

child/children can attend. 

No child can be admitted to the centre without a completed enrolment and direct debit 

form. 

In the case of large enrolment numbers, places will be given on a first-come, first-served 

basis. A cut-off date for enrolments will be determined annually. 

If your family is not fluent in English, an enrolment interview can be held with an interpreter 

in your primary language. 

Instructions for Enrolment Form: 

Enrolment forms must be completed in full, with required documents attached. Particular 

attention being paid to the following sections of the form: 

• Contact details of both parents 

Contact details which include separate email address and phone numbers for both parents. 

This is required for creating an account with Xplor home to sign children in and out. 

• Emergency contact 

Details of emergency contacts which is other than parents to contact in an emergency.  

• Medical information 

Any known allergies or drug sensitivities must be documented, together with a in date 

management plan from the doctor. Please also complete the Risk Minimization plan for 

medical conditions. This will help our service to make any changes required to ensure 

good health, safety and wellbeing of your child.  

A copy of the Medical Conditions Policy and Risk Minimisation plan will be provided to 

parents of children enrolled at Ainslie OSHC, who have any medical condition. The 

policy will be available on request to all other families. 

• People with authority to collect children. 

Children must only leave Ainslie OSHC in the care of those people authorized on this 

form. Any changes must be advised in writing by the custodial parent/s or guardian/s. It is 

a requirement of the service that at least one authorized person other than 

parents/guardians be documented on the enrolment form. 

It is essential that all details on the enrolment form are kept up to date, so if your details 

change, please inform the management team. 

 

3.1 CASUAL PLACES 

If before or after school care is required at a short notice, a casual booking can be made. At 

least a 24-hour notice is required, and place is subject to availability. New casual bookings 

can only be accepted upon completion of enrolment and direct debit form.  

A casual booking can be requested by phone on 0492951129 or emailing the Centre at 

info@ainslieoshc.com.au  

https://prodadmin.myxplor.com/enrollment_v2/centre/74TrqePe2O24356jrUg09HMzJg
file:///C:/Users/Lenovo/Direct%20Debit%20Form.pdf
mailto:info@ainslieoshc.com.au
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3.2 ENROLMENT PROCEDURE 

To enrol, please click on the following forms, fill and submit before we can accept your 

enrolment request. 

❖ New Children Online Enrolment Form 

❖ Direct Debit Form 

❖ Medical Condition Risk Minimization Form (This form consists of communication 

plan with families) 

Link to online enrolment forms can be obtained by emailing info@ainslieoshc.com.au or on 

the Ainslie School P&C Website 

Once we have received an enrolment form, we will get in touch with you to confirm start date 

and any other requirement. 

 

Parents will then receive an invitation to our digital attendance system called Xplor Home, a 

link to Quick Start Guide and a parent pack. Your booking request can then be managed 

through the xplor home app.  

 

3.3 REQUIREMENTS TO COMPLETE ENROLMENT PROCESS 

What Parents will need to do after submitting the enrolment forms? 
 

1. Create an Xplor home account for each parent using separate email IDs through the 

invitation email 

2. Accept CWA (steps mentioned below on how to accept) 

3. Confirm your enrolment through your MyGov account  

4. Once completed, please download the parent app called ‘Xplor Home’ and log in. 

This will allow you to sign in your child with the QR Code scanner.  

5. If you prefer to sign in and out with your mobile and pin, create an Xplor ID from 

your welcome e-mail  

 

3.4 ACCEPTING ENROLMENT TO LINK CHILDCARE SUBSIDY  

There are a few steps to getting childcare subsidy paid through. 

Before starting, ensure you have completed your Centrelink Claim and Activity Test in 

MyGov. 

Signing the CWA is the first step to complete a child's CCS enrolment. The date the CWA is 

agreed to will be the start date of the CCS enrolment. If this is the wrong start date, let the 

centre admins know and they can help revise the start date. 

Once the CWA is signed, the enrolment will need to be confirmed through MyGov as well. 

The following pages runs through these steps: 

 

  

https://prodadmin.myxplor.com/enrollment_v2/centre/74TrqePe2O24356jrUg09HMzJg
file://///afters-2-hp/sharedocuments/2019%20Current/Families/Orientation%20folder%20for%20families/2021%20New%20Enrolment%20Kit/Direct%20Debit%20Form.pdf
../../../2022%20Risk%20Minimisation%20and%20Communication%20Plan%20for%20Children.docx
mailto:info@ainslieoshc.com.au
https://ainsliepandc.com.au/contact-ohsc/
https://support.ourxplor.com/hc/en-us/categories/203542608-Home-Parent-
https://my.gov.au/LoginServices/main/login?execution=e2s1
https://www.humanservices.gov.au/individuals/online-help/centrelink/claim-child-care-subsidy
https://www.humanservices.gov.au/individuals/online-help/centrelink/update-your-activity-test-child-care-subsidy
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Step 1 - Signing the CWA 

Step 2 - Confirming in MyGov 

 

Step 1 - Signing the CWA 

There are two ways a CWA can be 

signed.  

Option 1: via the Home App 

1. Open up the Home App. Click 

"Account" then "Finance" 

 

2. Click on "View CWA Agreement". If 

you do not see this button, please reach out 

to your administrator. If you have multiple 

centres, you may need to google between 

centres in the Home App. See this guide 

for more details 

 

3. The CWA should appear. Click "I 

Agree". If you dispute the session days or 

fees, please reach out to your 

administrator.  

 

Option 2: via Home web 

(home.myxplor.com) 

1. Log in to 

https://home.myxplor.com/ using the 

Primary Carer's account. If you do not 

know who the primary carer is, please ask 

your centre admin. 

2. Select the name of your child from the 

dashboard.  

 

3. Select CWAs on the child's profile. 

 

https://support.ourxplor.com/hc/en-us/articles/4402066855193-Parent-Steps-Home-App-Toggle-Between-Centres
https://home.myxplor.com/
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4. Check through the bookings and the 

fees. If correct, scroll to the bottom of the 

page and click 'Accept'. 

 

Troubleshooting No CWA 

• Ensure that the parent/guardian is 

using a computer to login 

to https://home.myxplor.com/ 

• Check that the parent/guardian is 

using Google Chrome as a web 

browser. 

• Ensure that the service has released 

the CWA. 

• Confirm that the 'Primary Carer' is 

the same parent/guardian checking 

the CWA. 

• Please check the internet is 

working on the device by turning 

the connection off & on again, then 

logging out and back in again.  

Step 2 - Confirming in MyGov 

After the CWA is signed, give the system 

some time for the CCS enrolment to 

appear in MyGov. The steps to confirm the 

enrolment can be found here: Confirm 

your child's enrolment.   

Troubleshooting No CCS Enrolment 

• Reach out to the centre 

administrator to troubleshoot the 

CCS enrolment  

Please visit our comprehensive guide on 

CWA Approval and CCS Enrolment 

Confirmation. 

 

Please note, if you are connected to more 

than one service please see steps HERE to 

toggle between centres to sign the CWA.  

https://home.myxplor.com/
https://support.myxplor.com/hc/en-us/articles/115011516568-How-to-download-Google-Chrome-
https://support.ourxplor.com/hc/en-us/articles/360001665427
https://support.ourxplor.com/hc/en-us/articles/360001665427
https://www.humanservices.gov.au/individuals/online-help/centrelink/confirm-your-childs-enrolment-details-child-care-subsidy
https://www.humanservices.gov.au/individuals/online-help/centrelink/confirm-your-childs-enrolment-details-child-care-subsidy
https://support.ourxplor.com/hc/en-us/articles/360015429272-Parent-Steps-CWA-Approval-and-CCS-Enrolment-Confirmation
https://support.ourxplor.com/hc/en-us/articles/360015429272-Parent-Steps-CWA-Approval-and-CCS-Enrolment-Confirmation
https://support.ourxplor.com/hc/en-us/articles/4402066855193-Parent-Steps-Home-App-Toggle-Between-Centres
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FEES AND PAYMENTS 

4.1 FEES 

As of 2022 the fee structure is as below: 

Permanent bookings (Before school care $15.50 and After School Care $30.00 per session) 

A permanent booking is a regular booking. This can include bookings for every second week 

(such as may be required by shift workers, and so on). These are paid two weeks in advance. 

Casual bookings (Before school care $17.50 and After School Care $33.00 per session) 

A casual booking is a non-regular booking and is subject to availability. Ainslie OSHC will 

try to meet your needs, but as much time notification as possible needs to be given. 

 

Vacation Care Program $80.00 per day for Centre Days, and $85.00 for 

Incursion/Excursion Days 

Public holidays 

Ainslie OSHC does not charge families for public holidays. 

Additional fees for late collection of children 

Ainslie OSHC closes promptly at 6pm. Additional fees are charged for the late collection of 

children after this time.  

The fee is $15 for the first five minutes after 6pm and then $15 for each extra 15 

minutes or part thereof. This fee is calculated per child. 

This is due to two educators/staff members remaining on duty as per the license conditions. 

Please contact Ainslie OSHC on 0492951129 if your child will be picked up late. 

If the person collecting the child is going to be later than usual, the Director/ responsible 

person needs to be notified. The child will be advised to avoid any anxiety 

 

4.2 CESSATION OF CARE  

When a family requests to cease care for the calendar year, or completely, two weeks’ notice 

in writing is required, so that any outstanding debt could be paid in the next payment run. 

Parents are required to provide their account details for any reimbursement which may occur.  

Please note, that if your child is absent on the last day of their enrolment, no subsidy is paid 

to the service. Families must pay full fee for that day.  

4.3 CHANGE IN FEE STRUCTURE 

Fees are subject to change at any time provided a minimum of four weeks written notice is 

given to all families. 

4.4 BOND PAYMENTS & STATEMENTS 

Ainslie OSHC does not take any bond payments but charges two weeks in advance, for any 

bookings.  

 



 

 

Ainslie OSHC – Family Handbook | 14 

 

  
   

 

 

Fun with friends- flexibility for families 
 

Ainslie Out of School Hours Care 

Statements are emailed to families fortnightly on a Monday. Please ensure that you keep your 

email address up to date. Statements can also be viewed through Xplor home app at any time. 

Payment for fees is due on Friday of the same week, statements are sent out. This is usually 

the Friday after public service pay day. Your statements show both charges to your account 

and payments made. 

 

4.5 PAYMENT OF FEES 

For 2022 Fees will be due fortnightly commencing the Friday of week 1 of each school 

term.  

Casual bookings are adjusted in the next payment run if it is requested after the 

payment cycle. 

 Fees for holiday program are due as indicated on the holiday enrolment form 

Payment options:  

Payment of fees is through our debit success program. Fees will be debited fortnightly from a 

bank or credit card account.  Parents will have to complete the direct debit form at the time of 

enrolment or when there is any change in banking details. Please note that there is a small 

direct debit charge mentioned on the form. 

Completion of this form is mandatory. If parents do not sign our direct debit form, then the 

Director has the right NOT to accept your enrolment form and bookings 

 

Fees for extracurricular activities will be debited from your account  

 

4.6 FINANCIAL DIFFICULTY 

Parents/guardians experiencing financial difficulty need to contact the Director, who will 

discuss and make suitable arrangement for payment of fees.  

4.7 LATE FEE PAYMENT POLICY 

• By using direct debit for the payment of fees, the question of late payment will 

rarely arise. 

• However, where fees are not paid on time, and no other arrangement has been made 

with the Director, after two weeks Ainslie OSHC will contact the parent or guardian 

to remind them of the necessary payment. 

• If fees are more than four weeks overdue, Ainslie OSHC may cancel the booking for 

the child/ren involved until all outstanding fees are paid in full.  In addition, Ainslie 

OSHC, after due consideration of all the circumstances involved, may require that 

the parent or guardian responsible undertakes to pay all future fees by Direct Debit 

and lodges a Direct Debit form at Ainslie OSHC for that purpose before the 

child/ren involved may return. 

• If fees are more than 6 weeks overdue and no arrangements for payment are made 

with the Director, the debt may be referred to a debt collection agency.  This will 

only be done after careful consideration of all circumstances of the case by the 

Director and the Management Committee in consultation with the School Principal. 
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CANCELLATIONS, CHANGES & ABSENCES 

5.1 ABSENCES 

If your child/children are anticipated to be absent for a session, you must give prior notice in 

writing. The Centre must be advised of all absences by 08:00 am (for before school care) or 

before 02:00 PM (for after school care) via a phone call, email or through xplor home app. 

In order to maintain staff ratios and comply with license conditions, fees will still be charged 

when a child is absent from Ainslie Out of School Hours Care unless at least a week’s notice 

via email is given.  

If your child / children will be absent from Ainslie OSHC for an extended period of time, 

position will be held and fees not charged, providing one weeks’ notice is given in writing.  

 

5.2 CHANGES TO ENROLMENT 

Any changes to enrolment must be requested in writing via email or Xplor home app.  

 

An increase in days of attendance will be subject to availability. If there are no places 

available, child’s name will be placed on the waiting list. 

 

A decrease in the days of attendance requires 1 week notice in writing via email. Failure to 

provide this notice will result in the full fees being charged.  

 

No changes will be active until you have received a confirmation from the Centre.  

 

5.3 CHANGES TO VACATION CARE BOOKINGS 

For the January holiday program, two week’s written notice must be provided for any 

reduction or changes in days, otherwise full fees will be charged. 

For all other holiday programs, one week’s written notice is required for any changes or 

cancellations. This must be received by the Thursday week prior to the program commencing 

(i.e. last week of the term) as enrolments do affect staffing and equipment and transportation 

to and from the program to excursions. 
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PROGRAM & SERVICE 

6.1 ARRIVAL AND DEPARTURE AT THE CENTRE 

Ainslie OSHC operates the digital Office/Xplor system. To sign your child in or out you must 

have an account with Xplor home. You can then, download Xplor home app on your phone 

which will be used for signing children in and out. If you are having any issues with the 

system, or it is your first time please speak to the staff.  

 

Signing children in and out on attendance rolls is a legal requirement. Please ensure to 

bring your phone in at arrival to the centre to proceed with signing in/out. 

 

Children attending before school care must be accompanied by an adult and signed in 

upon arrival at the centre.  

 

Younger children (from kindergarten to year 4) are not to walk to the centre alone 

without a parent. For children in year 5 and 6, written permission to walk alone and 

authority for staff to sign children in and out must be provided by legal guardian.  

Children will be signed out by a staff member when released to the school. 

 

Collection and sign out from after school care must be by an authorised person. 

 

Those collecting children from after school care must be an authorised person – that is, over 

18 years of age, and if not the parent/carer, nominated on the child’s enrolment form. If an 

adult other than those nominated on the enrolment form is required to collect a child, written 

permission must be provided by the parent/carer beforehand. 

Under no circumstances will children be allowed to leave with a person who is not 

authorised. If someone other than the parent/carer or authorised person comes to collect the 

child and the centre has not been notified, a staff member will ring the parent/carer to get his 

or her authorisation.  

 

6.2 COLLECTION OF KINDERGARTEN CHILDREN  

All kindergarten children will be escorted to Ainslie OSHC by an educator up until and 

including Term 3. For before school care they will be escorted to their classroom at 08:55AM 

and will be picked up at 03:00PM for after school care. They will be given the opportunity to 

walk across by themselves in term 4 ready for the next year. 

Children from all other grades are expected to make their own way to Ainslie OSHC for 

After School Care. 

 

6.3 SIGNING IN FOR AFTER SCHOOL CARE BY A STAFF MEMBER 

An educator/staff member will utilize a digital system to sign in upon their arrival and sign 

out for external activities and record their exact time of arrival for CCS purposes.  

 

If your child has not been signed in, and we have not been notified of absence we will contact 

the school and on following this we will contact you. Please note that this might take some 

time depending on the number for children who have not arrived for the day. 

Parents are required to sign children in at drop off to the centre and pick up times. 
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6.4 ACCESS TO CHILDREN 

All parents and authorised persons will have access to their own children at all times, 

unless relevant Court Orders are held by the centre that specify otherwise. A copy of 

all Court Orders must be provided to the centre upon enrolment or as obtained. These 

documents will be attached to the child’s records and treated confidentially. Parents/ 

carers are asked to notify the centre of any changes to these documents as soon as they 

occur. 

If the centre does not have a copy of a Court Order, it will assume that both parents have 

equal custody of the child and therefore equal 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. 

Parents must not approach any child who is not their own. If you have any issues 

concerning another child, you should speak to the Director (for issues or events that have 

happened at before or after school care) 

 

6.5 COMMUNICATION WITH FAMILIES 

At Ainslie Out of School Hours Care, we believe that family participation is an important part 

of making our service a true part of the community. We believe in creating an environment 

that is welcoming and inclusive and supports a sense of belonging for children, families, and 

educators. 

We encourage family participation and open communication within our OSHC Service. 

Families are invited to attend parent information meetings and assist with projects in keeping 

with our open-door policy.  We aim to ensure open communication through the enrolment 

and orientation process, policy and statement of philosophy review, feedback forms, parent 

committee, daily program, documentation, formal and informal meetings, emails, and 

conversations.  

We acknowledge the primary influence that families have in their children’s lives and 

understand that effective relationships between educators and families are fundamental to 

achieve quality outcomes for children. Community partnerships that focus on active 

communication, consultation, and collaboration also contribute to children’s learning and 

wellbeing. Positive relationships with families help to build collaborative partnerships, as 

together we share a common objective and responsibility for reaching quality outcomes and 

goals for children.  

We will provide regular information about the OSHC Service and ongoing opportunities for 

families to contribute to our curriculum. All staff will communicate with families in a 

positive and supportive manner that encourages respectful and trusting relationships. 

 

6.6 INTERACTIONS WITH CHILDREN 

My Time, Our Place identifies secure, respectful and reciprocal relationships with children as 

one of the principles that underpin practice. Within the Ainslie Out of School Hours Care 

community, many different relationships are negotiated with and between children, educators 

and families. The way in which these relationships are established and maintained, and the 

way in which they remain visible impacts on how the community functions as a whole. 

Relationships directly affect how children form their own identity, whether they feel safe and 

supported, and ultimately, their sense of belonging. 

Children need positive relationships with Educators that are trusting and responsive to their 

needs. Through these experiences and interactions children will develop a positive 
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understanding of themselves and feel a sense of belonging. We promote a respectful, child 

safe culture where children’s concerns are always responded to, and children feel empowered 

to participate in the decisions and provide feedback to educators and staff.  

 

6.7 HEALTHY FOOD PROGRAM 

Ainslie OSHC is a registered food business and operates under appropriate Food handling 

and Safety laws. We are an allergy aware service and will aim to meet any child’s dietary 

requirements.  

Our menu is varied on a weekly basis and encourages a balanced, healthy diet. We believe in 

the importance of centre-produced food, and we have a cook who works in the centre daily. If 

you would like to see the weekly menu, this can be located at the entrance to the hall near our 

sign out table, outside the canteen and can be emailed on request.  

At Before School Care, children are provided with a nutritious and healthy breakfast to start 

their day. A selection of cereals, toast, milk and a hot breakfast is available each day.  

At After School Care, children are given a variety of options including a hot meal at 3pm, 

along with fresh fruit, crackers and cheese. For seconds at approximately 4:15pm, children 

have the opportunity to eat an array of honey, vegemite and jam sandwiches, along with 

freshly cut vegetables. For those children who are at the service late, we serve fruit at 

5:45pm.  

During our vacation care program, we provide children with breakfast, morning tea and 

lunch. We ask families to pack afternoon tea during this time.  

 

6.8 EDUCATIONAL PROGRAM 

The educational program includes all planned and unplanned experiences, routines and 

resources. At Ainslie OSHC we offer a child influenced and play based program. Through 

observation and documentation, we formulate planned experiences that are tailored to the 

children’s interests, abilities, strengths and cultures. This is achieved through analysing 

learning and collaborating with children. Our play space is influenced by evidence-based 

practice, with loose parts theory being a prominent factor in play at AOSHC, which is 

exemplified by the Playpod, and loose parts resources used in the Hall space. We also 

provide a range of differing activities and opportunities to exercise free, unstructured play 

that caters for all children of all ages and abilities. Our educators strive to build and maintain 

strong relationships with the children in our care as we know that this has a strong impact on 

wellbeing and learning outcomes. Inclusivity and sustainability play a strong part in our 

programming decisions to ensure the inclusion of all children and the sustainability of the 

service. 

 

 6.9 REST AND SLEEP REQUIREMENT 

Ainslie OSHC will take reasonable steps to ensure that the Children’s needs for rest and sleep 

are met, having regard to the ages, development stages and individual needs of the children 

when they are at the service. Families are encouraged to inform / negotiate rest routines and 

practices with Nominated Supervisor/ Responsible Person to reach agreement on how these 

occur for their child/children at the Service if needed. 

6.10 BIKE STORAGE 

Ainslie OSHC has access to bike shed, located across from the Yerra building. If your 

child/children are booked in Ainslie OSHC it is advisable to store your bikes in the Ainslie 

OSHC’s shed when arriving at school in the mornings and not the school shed. The school 
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shed will be locked at 4pm and Ainslie OSHC does not have access to the school shed. Please 

note that it is responsibility of parents and children to secure the bike with a lock and not 

leave it in the shed overnight. Ainslie OSHC holds no responsibility for looking after the 

bikes. 

 

6.11 LOST PROPERTY 

All belongings should be labeled to help in the event of lost property. If your child has lost 

property, please check the bucket near the sign in desk and also lost property baskets located 

at school. 
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POLICIES AND PROCEDURES 

7.1 POLICIES 

Ainslie OSHC has a vast set of policies to ensure smooth running of the service. A copy of 

our policies is available form our office for your perusal. 

 

7.2 EMERGENCY PROCEDUREE 

Emergency evacuation procedures will be clearly displayed near the main entrance and exit 

of each room used by Ainslie OSHC. Children and staff will practice emergency procedures 

at least once per term. 

 

7.3 STUDENT CODE OF CONDUCT 

The Ainslie OSHC Code of Conduct was developed in conjunction with the students and 

families of the centre and represents our general expectations of the students. All students 

who enter the premises must follow these four rights and responsibilities. If you would like 

more information on the Code of Conduct, please speak to staff or ask for the relevant policy.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7.4 BEHAVIOR GUIDANCE 

Ainslie OSHC implements a behaviour guidance approach. Educators, children and families 

work collaboratively to support a positive learning environment. At the forefront of this is the 

safety and wellbeing of all children and staff that attend the service. We believe that AOSHC 

is a place of learning and that mistakes are made, and educators treat instances of complex 

behaviour as learning opportunities, guiding children to make informed, positive choices. 

This position is informed by the latest research and practice regarding emotional regulation 

and positive behaviour guidance. However, when behaviour effects the safety and wellbeing 

of other children, staff and visitors further action will be taken under the Behaviour 

Management Procedure Flowchart.  
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7.5 PHOTOS AND PRIVACY 

Privacy is acknowledged as a fundamental human right. At Ainslie Out of School Hours 

Care, we have an ethical and legal responsibility to protect the privacy and confidentiality of 

children, individuals and families as outlined in Early Childhood Code of Ethics, National 

Education and Care Regulations and the Privacy Act 1988. 

The right to privacy of all children, their families, and educators and staff of the Out of 

School Hours Care Service will be upheld and respected, whilst ensuring that all children 

have access to high quality early years care and education. All staff members will maintain 

confidentiality of personal and sensitive information to foster positive trusting relationships 

with families. 

As part of your enrolment with Ainslie OSHC, you may select to opt in/opt out of 

photographs being taken of your child. Photographs at our service are used as part of our 

programming and are taken through the Xplor App so parents/carers can see what their child 

is doing during the program. All Ainslie OSHC staff have read and will adhere to the Privacy 

and Confidentiality Policy at all times and will ensure documented information and 

photographs of children are kept secure whilst being accessed at any time by a parent/carer.  
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Health Safety and Risk Management 

8.1 ACCIDENT, INCIDENT OR ILLNESS MANAGEMENT 

In the event of accident or illness, details containing the nature of the accident or illness, who 

attended to the child and the course of action taken, will be recorded.  

In the event of a major accident, the Director/Responsible Person will, if required, call for an 

ambulance. Parents/guardians should note that they will have to meet the costs of any 

ambulance transportation. 

Ainslie OSHC ensures that there are at least two educators/staff with a current First Aid 

certificate present at the service at all times.  

 

8.2 MEDICAL CONDITIONS 

To support children’s wellbeing and manage specific healthcare needs, allergy or relevant 

medical condition, Ainslie Out of School Hours Care will work in accordance with the 

Education and Care Services National Regulations to ensure health related policies and 

procedures are implemented. We aim to take every reasonable precaution to protect 

children’s health and safety by explicitly adhering to individual medical management and risk 

management plans and responding to any emergency situation should they arise. 

 

We will involve all educators, families and children in regular discussions about medical 

conditions and general health and wellbeing throughout our curriculum. Ainslie Out of 

School Hours Care is committed to adhering to privacy and confidentiality procedures when 

dealing with individual health care needs, allergies and/or relevant medical conditions.  

 

8.3 EXCLUSION DUE TO ILLNESS 

As the care needs of a sick child cannot be met without dramatically reducing the general 

level of supervision of the other children or risking other children’s health, parents will be 

asked not to send sick children to Ainslie OSHC and to collect children who are unwell 

immediately.   

All care and consideration will be given to a child who becomes ill while at Ainslie OSHC.  

Children with infectious diseases will be excluded from Ainslie OSHC for the period 

recommended by the ACT Department of Health. 

8.4 MEDICATION 

If your child requires medication, a Medication Record Sheet must be completed with the 

following information: 

• Parent’s requirements and signature. 

• Medication required. 

• Date, time, and dosage required. 

 

Ainslie OSHC will only administer medication if it has child’s name, date of birth, expiry 

date and dosage printed on the label. We are unable to administer any medication without 

labels. 

 

On administration of the medication, Ainslie OSHC will complete the following information: 
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• Date, time, and dosage given 

• Person who administered it 

• Person who witnessed the administration. 

 

8.5 SUN PROTECTION 

Children are provided protection from the sun, in line with Cancer Council ACT 

recommendations including application of a sun block, wearing a suitable hat, staying in the 

shade when possible and to follow the SLIP-SLOP-SLAP-SEEK-SLIDE philosophy. 

Ainslie OSHC will provide a broad-spectrum and water-resistant SPF 30+/50+ sunscreen. 

Children will be encouraged to apply this sunscreen on arrival to Ainslie OSHC each 

afternoon. If your child is allergic to sunscreen, please advise Ainslie OSHC when filling out 

the enrolment form. You have the option of providing a hypoallergenic sunscreen for your 

children. 

 

8.6 EXCURSION PLOICY 

Excursions will be provided from time to time as part of the Ainslie OSHC program to 

provide variety and an opportunity to expand a child’s experience, explore different 

environments and learn new activities. Excursions include short walks locally with 

educators/staff as outlined on enrolment forms. 

However, Ainslie OSHC will ensure: 

• No child will be taken outside Ainslie OSHC without the parent/guardian’s written 

authorisation. 

• A minimum of 48 hours’ notice will be given to the parent/guardian regarding any 

excursions. 

• All excursions will be publicised to all families with full details of destination, times 

of departure and return, educators/staff and volunteers attending, and what the 

children should bring. 

• An excursion permission form will be filled out for each specific excursion. 

 

8.6 CONFIDENTIALITY AND CHILDREN’S RECORD  

Ainslie OSHC protects the privacy and confidentiality of all children, families, educators, 

staff and management. All records and information are kept in a secure place and are only 

accessed by, or disclosed to, those people who need the information to fulfill their 

responsibility or who have a legal right to know. 

The following outlines how Ainslie OSHC ensures your details remain confidential: 

• All forms and information pertaining to children and families using Ainslie OSHC 

will be stored confidentially in a secure place.  

• Confidential conversations that educators/staff members have with parents/guardians; 

children or other educators/staff members will be conducted in a quiet area away from 

other children, parents and educators/staff. In certain circumstances, Ainslie OSHC 

will have another educators/staff person present when discussing sensitive issues. 

• Educators/staff will not make children or families at Ainslie OSHC an object for 

discussion outside Ainslie OSHC nor will they at any time use family names in 

recorded or tutorial information. 
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• Educators/staff will only use information gained from Ainslie OSHC upon receiving 

written approval from Ainslie OSHC to use and/or divulge such information. 
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PARENT INFORMATION 

9.1 FAMILY INVOLVEMENT AND PARENT SUBCOMMITTEE 

You are integral to our service! We value our relationship built with you on trust. We invite 

and encourage you to participate in all decisions at our service.  

You could be involved in many ways like joining the committee, helping us to write and 

review policies, sharing your skills and ideas for benefit of children attending, sharing a 

recipe with us, teaching us a skill that you may have, play a sport, read a book to children 

attending or just by providing feedback.  

The Ainslie OSHC’s Management Committee meets once every quarter to discuss the 

operation of the service.  

Any family wishing to join the committee or be involved in the activities of the committee 

are encouraged contact the Director or Convener. 

Management Committee holds quarterly meetings on dates agreed by the committee. 

Any person involved in Ainslie OSHC is welcome to make suggestions and discuss any 

concerns they may have regarding current policies or procedures with the Director or the 

Convener. 

Policies and procedures are distributed annually for review or more frequently if needed. 

These are located in the office and are readily accessible. 

 

9.2 PRIORITY OF ACCESS 

Ainslie OSHC will not discriminate against any families needing care. However, priority of 

access will be determined by the Government guidelines.  

For further information, please refer to the Department of Social Services website 

 

9.3 COMPLAINTS OR GRIEVANCE PROCEDURE (Grievance policy available upon 

request) 

Any complaints or grievances against either the care given to your child or an educator/staff 

member, should be discussed with the Director in the first instance. 

Given the diverse nature of possible grievances, it is impossible to outline specific procedures 

for resolution in all cases.  The following procedures identify steps intended to satisfy as 

many circumstances as possible. 

Ainslie OSHC will protect the rights of parents and carers to have grievances raised and 

resolved by ensuring the following processes are followed:  

• Ainslie OSHC makes a genuine effort to establish an atmosphere of trust and open 

communication, so grievances can be dealt with constructively. 

• Acknowledging any grievance as soon as practical. 

• All written complaints will be acknowledged in writing within two weeks. 

• All complaints will be handled with the strictest confidence. 

• A record of all grievances raised, and the steps taken to resolve the grievance will be 

kept maintaining confidentiality at all times. 

https://www.dss.gov.au/our-responsibilities/families-and-children/publications-articles/instruction-sheet-10-priority-of-access-guidelines-for-child-care-services
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• Where raised with an employee, the employee/s should discuss the matter with the 

person concerned if appropriate. 

• If resolved, the employee provides the Director with a summary of the circumstances 

and the agreed resolution. 

• If unresolved, the employee takes the issue to the Director verbally or in writing.  The 

Director will then assist in the resolution of the issue.  

• Where raised with the Director, the Director will make a record of the grievance. 

• The Director will attempt to resolve the concern directly with the parent/carer in the 

first instance. 

If a satisfactory resolution has still not been achieved, a written complaint should be then sent 

to the President of the Ainslie School Parents and Citizen’s Association. The 

Convenor/Secretary of the Management Committee and the Director will provide a summary 

of the the circumstances to the P&C President. The President of the Parents and Citizens 

Association will then assist in the resolution of the issue. If necessary, a panel of people will 

be formed to seek a satisfactory resolution.  The panel will comprise of chosen 

representatives of both parties. 

If a satisfactory resolution cannot be found, the Children’s Policy and Regulation Unit of the 

Office for Children, Youth and Family Support, can become involved. 

The Director will maintain a complaint register at the service. The information will be kept 

for review by the Management Committee to:  

• Redesign services.  

• Change organisational practices  

• Re-train educators/staff on service 

delivery

 
FEEDBACK AND INQUIRES: 
If you have any further queries or concerns, please do not hesitate to call at 

0492951129 or email at info@ainslieoshc.com.au. We appreciate your feedback as it 

helps is to constantly improve our service. 

Thank you for choosing Ainslie Out of School Hours Care and we look forward to our 

long term and beautiful association with your family 

Sources 
1. Education and Care Services National Regulations 2011 

2. National Quality Standard  

3. A New Tax System (Family Assistance) Act 1999 

4. My Time, Our Place Framework for School Age Care 

5. Staying Healthy in Child Care 

6. www.education.gov.au 
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