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Coordinator: Donna Kirby 
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Phone: 9306 8955 

Fax:  9300 1028 
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Program Profile 
 

The Glenroy West Primary School Out of Hours Care Program aims to provide a safe and stimulating 

environment in which your child can play and relax before and after school. We provide, within this 

setting, child centred inclusive programs, which focus on developmental, social and recreational 

activities that are appropriate to the needs of all children. 

Glenroy West Primary School Before and After School Care has a firm commitment to ensure all our 

services function within the National Quality Framework (NQF). 

Glenroy West Primary School’s Out of School Hours Care prides itself on its ability to offer a high 

quality service, with continuous improvement and open communication channels for staff, families, 

students and outside agencies. 

As we cater for children with high needs or whose parents are working or studying, fee subsidy is 

available through the Australian Government Child Care Subsidy.   

Philosophy 
 

1. Service Philosophy 

To provide a safe and stimulating environment in which primary school children can play and relax 

before / after school. The service will provide programs which focus on development, social and 

recreational activities appropriate to the needs of the children. 

2. Service Objective 

To provide a safe and stimulating environment in which children will be cared for while their parents 

work, study or seek work, or for parents who wish their children to have access to a range of activities 

and opportunities for them to play with children of their own age. Access to the programs at the 

service can either be on a permanent or pre booked casual basis. 

3. Guidelines 

 To operate an Out of School Hours Care program to cater for children attending Glenroy West 
Primary School. 

 To provide safe, quality care and recreation in a relaxed environment. 

 To promote children’s development by providing social interaction and enrichment of physical 
and intellectual skills. 

 To provide a wide variety of activities that caters for the needs of individual children. 

 To provide low cost child care to parents who are pursuing employment, training, recreation or 
personal interests. 

 To promote warm and friendly relationships with staff, parents and children. 

 To provide a program which reflects detailed planning and a balance of activities to meet the 
physical, social, intellectual and emotional needs of children. 
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 That the program compliments the school’s educational program and is consistent with other 
areas of school policy and practice.  In particular, to ensure that the principles of respect for 
others, both staff and students are adhered to at all times. 

 To promote responsibility for oneself, for others and to recognise the rights of staff and 
students. 

 To be a highly valued school resource offered to the wider school community. 
 

Hours of Operation 
 

Before School Care:  7:00am to 8:45am  

After School Care:   3:15pm to 6:00pm 

When school finishes early (on the last school day of each Term), the Program commences at the earlier 

time to accommodate parents’ requirements. 

The Coordinator will be at the school by 6:45am every morning and 2:30pm every afternoon, if you 

need to see them before the program starts. 

Location 
 

The Before and After School Care program is situated in the hall. 

When dropping off and picking up children, please use the front entrance to the hall. 

Enrolment 
 

Children can attend the program on a permanent full-time, part-time or casual basis.  

For your child/ren to use the program, families first need to enrol into the program, by filling out an 

enrolment form which can be obtained from the school office or the Out of School Hours Care 

Service. We recommend that even if you use the service on a very irregular or emergency basis, you 

complete this form so that you can access the program when necessary. 

The enrolment form provides us with important information regarding the care of your child/ren, 

including; health information, cultural and religious background, details of people authorised by you 

to collect your child from the program and contact names in the event of an emergency, access; 

medical needs, languages spoken, food allergies, etc. All information collected will be kept private 

and confidential.  
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Fees 
 

 Service Charges 

 Session fees 

Before School Care 7:00 am to 8:45 am $13:00 

 

After School Care 3:15 pm to 6:00 pm $16.00 

 

Child Care Subsidy The Child Care Subsidy helps families with the cost of approved child care. 

We pay this subsidy directly to child care providers to reduce the fees you pay. 
The amount you may be eligible for depends on: 

 your family’s income 
 the hourly rate cap based on the type of child care you use and your 

child’s age, and 
 the hours of recognised activities you and your partner do 

For more information and to claim please see the following link: 
https://www.humanservices.gov.au/individuals/services/centrelink/child-
care-subsidy 

Overdue fees Where payment has not been made by the appointed time, families will be 
notified immediately. When fees are 14 days overdue, the Out of School 
Hours Care place will be cancelled and debit recovery procedures will be 
implemented. 

Late collection of 
children fee 

A late pick up will be charged at the rate of $20 per child for each 15 minutes 
or part thereof after 6pm at night.  

To set the child’s mind at ease, families are advised to notify the OSHC if they 
are running late. 

Bookings Bookings should be made at least 24 hours in advance. 

Cancellations Parents who have a booking and need to cancel a session need to provide 
the OSHC coordinator with at least 24 hours notice. Failure to do so will incur 
the full fee. 

Regular Payment of 
fees 

 All fees will be invoiced weekly. 

 Accounts will be issued on Tuesdays, via email through Xplor, and 
payments will be expected within 7 days. 

 In cases where fee arrears are let go beyond two weeks the School Office 
will notify the parent in writing that the service will no longer accept 
responsibility for their child until the debt is cleared. When fees are 14 
days overdue, the child care place will be cancelled and debit recovery 
procedures will be implemented.  

 

 

https://www.humanservices.gov.au/individuals/services/centrelink/child-care-subsidy
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Bookings 
 

All bookings should be made at least 24 hours in advance. 

Children can only attend if bookings have been made and confirmed. 

Bookings and cancellations are absolutely necessary to ensure the safety of the children and the 

smooth administration of the program. 

We would prefer that bookings or cancellations are made through the Xplor app.  

Alternatively, you can contact the program coordinator on 0422 584 965 to make a booking or 

cancellation. You may also book and cancel through the school office. 

 

Staffing 
 

Glenroy West Primary School’s Out of School Hours Care staffing requirements are in line with the 

National Quality Framework. All staff have appropriate or are working towards completing that 

qualification as per the National Quality Framework guidelines.  The child care regulation for the ratio 

of staff to children is one staff member to 15 students.  

Program and Activities 
 

The coordinator and staff offer a varied and rich program of activities appropriate to the ages, needs 

and interests of the children. The program is designed to be fun and stimulating, providing a number 

of structured and open-ended activities that the children can choose from each day, including: 

 art & craft 

 games 

 sport 

 environmental studies 

 music 

 dance 

 cooking 

The activities complement the school’s curriculum and enhance learning and developmental 

outcomes for all students.  

There is also the opportunity to complete homework each day at Out of School Hours Care. 
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Food 
 

For breakfast, toast and/or cereal is available.  

Afternoon tea is provided to children on their arrival to the program. The weekly menu changes, but 

always includes a nutritious mixed fruit and vegetable platter. 

Child Collection 
 

Children will not be released by the program to non-authorised persons. Authorised persons are 

those listed on the enrolment form, or authorised in writing by either the child’s parents or guardian, 

For safety and security, children will only be released to authorised adults over the age of 18 or as 

named on the enrolment forms, Siblings under the age of 18 are unable to collect or sign for a child 

out of the program. 

Medical Conditions and Medication 
 

It is the parent/guardian’s responsibility to ensure that a current medical form has been completed; 

all information on the form is correct and attached to the child’s enrolment form. 

If a child requires medication whilst attending the program, a parent/guardian needs to hand 

medication to the coordinator along with the medication form instructing the correct dosage and 

times medication is to be administered. Medications must be in their original container, with the 

expiry date and the child’s name clearly labelled.  

Please refer the Glenroy West Primary School Out of School Hours Care Dealing with Medical 

Conditions Policy. 

Asthma 
 

Parent/guardians are responsible for providing an up-to-date individual asthma management plan 

and an up to date inhaler if their child is at risk of asthma. 

Please refer the Glenroy West Primary School Out of School Hours Care Asthma Policy. 

Anaphylaxis 
 

Parent/guardians are responsible for providing an up-to-date individual anaphylaxis action plan 

signed by a medical practitioner and an up-to-date auto injector if their child is at risk of anaphylaxis. 

Please refer the Glenroy West Primary School Out of Hours Care Anaphylaxis Policy. 
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Change of Details 
 

It is most important that the program coordinator has on hand at ALL times the current address and 

phone number of the child’s parent/guardians home, work and mobile number. Notification is 

required immediately if there is a change. Any changes to your child/ren’s medical details must also 

be amended on your enrolment forms. 

Out of School Hours Care program policies  
 

The following policies form the basis for how Glenroy West Primary School’s Out of School Hours 

Care operates in line with National Quality Framework and the Australian Children’s Education & Care 

Quality Authority (ACECQA) Regulation 168. 

Please refer to the Glenroy West Primary School’s Out of School Hours Care Policy and Procedures 

Manual located in the Out of School Hours Care Room and can also be accessed on the School 

Website under Out of School Hours Care. 

 

Out of School Hours Care Policies 

1 Health & Safety –Nutrition, Food and Beverages, dietary requirements 

2 Health & Safety –Sun Protection 

3 Health & Safety –Administration of First Aid 

4 Incident, Injury, trauma and illness procedures 

5 Dealing with Infectious diseases 

6 Dealing with medical conditions 

7 Anaphylaxis 

8 Asthma 

9 Emergency and  Evacuation 

10 Delivery of children to, and collection from Out of School Hours Care staff premises 

11 Providing a child safe environment 

12 Staffing – Code of Conduct for Out of School Hours Care staff 

13 Staffing – Determining the responsible person present at Out of School Hours Care staff 

14 Staffing –The participation of volunteers and Students on practicum placements 

15 Interactions with Children 

16 Enrolment & Orientation 

17 Governance & Management of the service  
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18 Confidentiality of records 

19 The Acceptance and Refusal of authorisations 

20 Payment of Fees & Provision of a statement of fees charged by OSHC 

21 Dealing with Complaints 

22 Policy Development & Review Policy 

 

Bookings via Xplor 
 

 


