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Out of School Hours Care
Family Handbook
Contact details
Out of School Hours Care Manager: Georgie Delbridge
St Leonard’s College
163 South Road, Brighton East VIC 3187
9909 9408 or oshc@stleonards.vic.edu.au

Locations
Before School Care is held in the Early Learning Centre.
After School Care for ELC students is held in the Early Learning Centre until 5:15pm. At 5:15 the ELC students will join the
remaining Prep – Year 6 students for After School Care in the Music Room, McMillan House (Junior School).
After School Care, Holiday Program and Pupil Free Day Programs are held in the Music room, McMillan House (Junior
School). The Holiday Program is operated by ‘Team Kids’ for prep to Year 6.

Hours of operation
ELC – Before School Care

7.45am – 8.30am

ELC – After School Care  

3.00pm – 6.00pm

Prep to year 6 – Before School Care

7.45am – 8.20am

Prep to year 6 – After School Care  

3.20pm – 6.00pm

Holiday Program - Run by Team Kids

7.45am – 6.00pm

Pupil Free Days - Run by Team Kids

7.45am – 6.00pm

Dates of operation
During term time, the Before School Care and After School Care programs are run every normal school day. On Pupil Free
Days, a full-day program will run. During school holidays, the Holiday Program runs on the weeks listed below:
•

Term 4 holidays (approx. December – January): the Holiday Program runs for the first two or three weeks after the
conclusion of term 4 and the last three weeks in January prior to the commencement of term 1.

•

Term 1 holidays (approx. April): The Holiday Program runs over both weeks.

•

Term 2 holidays (approx. July): The Holiday Program runs over both weeks.

•

Term 3 holidays (approx. September): The Holiday Program runs across all three weeks. The program does not run on
the Grand Final public holiday.

•

Melbourne Cup Day: The program does not run on the Monday before the Melbourne Cup public holiday or the
Melbourne Cup Public  Holiday
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Philosophy
At St Leonard’s College OSHC we:
•

Are proud to acknowledge the Bunwurrong and Wurrundjeri people as the traditional owners of the land in which we
live

•

Strive to create a ‘home away from home’ environment which is a substitute from home, not a continuation of the school
day

•

Draw inspiration from the “My Time, Our Place: Framework for School Age Care in Australia” (2011) and view that
children’s lives are characterised by belonging, being and becoming

•

Believe all children have the right to relax, play and participate in a stimulating range of open ended, interest based
activities

•

Understand that all children demonstrate their learning in different ways and therefore, need to discover all children’s
abilities, interests and strengths

•

Collaborate with children, families and the community to make curriculum decisions that inform our planning and practice

•

Promote a culture of inquiry, that aligns with the vision and values of St Leonard’s College

•

Value the importance of reflective practice as an ongoing way to improve our practice and sustain a high quality program

•

Work to create effective and stimulating learning environments, which foster children’s creativity, imagination, curiosity,
learning and development.

•

Promote diversity

•

Reinforce in our daily practice, the principles laid out in the “UN Convention on the Rights of the Child” (1992)
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Enrolment
Before and After School Care enrolments are only available to St Leonard’s College students in ELC to year 6.
The Holiday Program is available to students in prep to year 6, both at St Leonard’s College and externally. Priority for
enrolment is given to St Leonard’s College students and families. If an external student has been booked in and an internal
student wishes to book, the external student’s booking may be revoked. Year 7 St Leonard’s College students will be given
special consideration if they require care.
OSHC enrolment forms are available from McMillan House reception and the Coordinator of OSHC. of the OSHC Program
during Program times. An enrolment form is also available on the College’s website.
No child shall be allowed to attend an OSHC Program unless a current enrolment form has been completed, signed and
forwarded to the Coordinator of the OSHC Program.

How to make a booking
Bookings are to be made via email at oshc@stleonards.vic.edu.au. Parents must include the child’s full name, class, type of
session and whether the child attends any after school activities. Bookings may be made on a permanent or casual basis.

Program Fees 2019
Before school care (from 7.45am to 8.30am)

$20.00

After School Care Short Stay (3.00pm to 4.30pm)

$20.00

After School Care Full Session (3.00pm to 6.00pm)

$28.00

Holiday and Pupil Free Day Program (7.45am – 6.00pm)
+ additional costs for excursions

$75.00
   

All parents will be invoiced for both permanent and casual bookings at the end of each term. Payment must be made within two
weeks of the date of the invoice, either in person at the Finance Office or using the College online payment facility.
If payments are in arrears for more than one half term, the Manager will discuss with the parent the reason for non-payment.   
If necessary, the Director will liaise with the Finance Office regarding the situation and the outcome.

Holiday Program and Pupil Free Day Program
Team Kids provides all programs over the holidays and on pupil free days. Bookings and payment are made directly to Team
Kids via www.teamkids.com.au

Late pick-up fees
A penalty of $1.00 per minute will be incurred for late collection of children. Parents who pick up their child late three times
or more per term will have their child’s position in the program reviewed.
If a child has not been collected by 7.00pm, and no contact on the enrolment form is available to collect the child, the
Program staff will call on a senior member of St Leonard’s College staff to collect the child or, as a last resort, request
assistance from Victoria Police.

Program format
Before School Care
The Before School Care Program is located in the ELC. Upon arrival, parents must sign the attendance sheet and report to
staff before departing.
Parents will require a code to access the ELC building. If you are given the code it is imperative for the safety of all children
that you do not share the code with your child. If you do not know the code or you have forgotten it, please ring the doorbell.

stleonards.vic.edu.au | 5

After School Care
The After School Care Program is located in the Music Room, McMillan House. Upon arrival, children are signed in by a staff
member and a nutritious afternoon tea - usually consisting of fruit, vegetables and sandwiches - is served. A range of activities
are planned by the staff and children for each day. Activities are self-selected by the children and may vary depending on
weather and individual interests. If children wish to do homework it is suggested that they do so immediately following
afternoon tea.
Holiday Program and Pupil Free Days
The Program is provided by Team Kids and is located in the Music Room and the Marjorie Menzies Hall. Upon arrival, children
place their bags in the bag area and any electronic devices in the office. Children must be signed in and out by their parents
each day. Parents must also ensure they have signed a permission form for their child/ren to attend excursions.
To view the activities planned for each day, please consult the Holiday Program brochure, which is on display outside the
Music Room and available on the College website. To view the activities planned for each day, please refer to Team Kids
website www.teamkids.com.au

Cocurricular activities
If your child attends activities after school and needs to return to After School Care or Holiday Program at the conclusion of
these activities, you will still be charged the full rate.
Parents must notify the OSHC Manager via email at oshc@stleonards.vic.edu.au if their child is attending an cocurricular
activity - and the time they are due to arrive at OSHC. Please note that until your child is signed into the OSHC program by an
OSHC staff member, they are not the responsibility of the OSHC staff.

Absenteeism
In the event of a child being absent from the OSHC Program, parents must advise the OSHC Coordinator or Junior School
reception of the child’s absence prior to 2.30pm on 9909 9408 or oshc@stleonards.vic.edu.au.
If your child is registered to attend the Vacation Care or Pupil Free Day Program and cannot attend, please let the Coordinator
know as soon as possible on 9909 9408 or oshc@stleonards.vic.edu.au. You will be required to provide a medical certificate
if your child is absent or the full fee will be charged. Where a child has been sent home from the Program due to illness or
incident, you may be eligible for a credit.

Collection of children
Parents or authorized nominees listed on the enrolment form are responsible for collecting their child before the end of the
program. The collecting adult should report to staff at the time of collection and sign the attendance sheet, noting the time the
child is being collected.
No child in attendance will be permitted to leave an OSHC Program alone.
In the case of an emergency that requires that your child be collected by a person not nominated on the enrolment form,
please provide the Manager of Team Kids with written permission via email of the name and contact number of the person
collecting your child.

Behaviour Management
St Leonard’s College and St Leonard’s College OSHC uses the Restorative Practices approach when it comes to behavior
management. This reflects the importance the College places on relationships – among students, and between educators and
students. This approach provides students with the opportunity to develop self-discipline and positive behaviours in a caring,
supportive environment.  It also views conflict primarily through the lens of the harm caused to people and relationships, and
emphasizes the need to repair damaged relationships and restore them to reach a positive outcome. A restorative approach
sees conflict or misbehaviour as an opportunity for students to learn about the consequences of their actions, to develop
empathy with others, and to seek to make amends in such a way as to strengthen the community bonds that may have been
damaged. As a restorative school, those affected by the conflict are involved in finding a way forward, reducing anger and
resentments.
St Leonard’s College OSHC believes that students’ well-being is best met through a partnership between children, parents/
guardians and the school. As such, parents will be informed of any behaviours of concern as deemed necessary. Using the
Restorative Practices approach we recognise the importance of building relationships throughout the school community. This
involves staff, students, parents and the wider school community.
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Child Care Subsidy (CCS)
The College can claim the CCS benefit on your behalf so you’re only charged the ‘gap fee’ for OSHC. You must provide yours
and your child’s Customer Reference Number (CRN) and date of birth when enrolling your child/ren in the program. More
information about the Child Care Subsidy and what you need to do to register can be found by clicking here or by contacting
the Family Assistance Office on 136150

Staffing and management
Staff ratios:
•

One staff member for every 15 children or fraction of that number

•

One qualified staff member for every 30 children or fraction of that number

•

Excursions - one staff member for every eight children

•

Water activities - one staff member for every five children

Feedback and complaints
The OSHC Program is always glad to receive feedback and suggestions regarding our programs. Minor queries or concerns
should be raised directly with staff members and every effort will be made to ensure a quick resolution. Serious concerns
should be put in writing and sent to the Coordinator of the OSHC Program for full investigation.
Out of School Hours Care Manager: Georgie Delbridge
St Leonard’s College
163 South Road, Brighton East VIC 3187
oshc@stleonards.vic.edu.au
9909 9408 or 0409 406 991

Alternatively please contact:
Department of Education and Training.
Southern Metropolitan Area
smr.qar@edumail.vic.gov.au
Phone 8765 5787
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