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Bundamba School Age Care


BUNDAMBA SCHOOL AGE CARE

CONTACT DETAILS

Service Provider: 	Bundamba State School P & C Association

Coordinator/	Nicolette Turuva
Nominated Supervisor:	Nicolette Turuva, 
Educators:	Nicolette Turuva, Vanessa Ramak, Chloe Crouch, Sharlene Muggeridge, Sebastiane Barkley, Kylie Murphy

Tel: 	3816 6654 Mobile 0472652277

Provider Numbers to connect to Centrelink:
Centrelink phone number – 136 150
Hours
Before School Care	6:15 a.m. – 8:30 a.m.
After School Care	2:45 p.m. – 6:15 p.m.
Vacation Care	6:15 a.m. – 6:15 p.m.
Public Holidays	CLOSED
Christmas Period	Closed Christmas and New year’s week each year (2 Weeks) 

P & C Committee Contact Details
President – Bundamba School Age Care
		c/Bundamba State School 3816 6666

Office for Early Childhood, Education and Care
Ph) 34366204

2026 Fees and Charges (Before Commonwealth Child Care reductions)

Before School Care (includes breakfast before 7:30 a.m.): 	$28.00
Casual Before School Care :	> More than 1 week notice:	$32.00
Casual Before School Care:	<less than 1week notice:	$35.00

After School Care (includes afternoon tea): 			$35.00
Casual after School Care :		>more than 1 week notice:	$37.00
Casual after School Care:		<less than 1 week notice:	$40.00
Vacation Care and Pupil Free Days 
(includes breakfast, Lunch and Late Snack): 		$80.00
Incursions and Excursion days -				$110.00


This document will be updated according to need and is accurate as of May 2026
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Service Philosophy
( 1.1 Philosophy Statement)
We at Bundamba School Age Care believe in the rights of the child and that their physical. Personal, social, emotional, cultural, spiritual, linguistic and cognitive needs are met in a safe, caring, inclusive and supportive environment.

The Service provides care in a way that creates a safe and secure environment where children are encouraged to develop curiosity, cooperation, confidence, creativity and commitment to enhance their self-esteem and positively exercise their developing autonomy and initiative.

We believe in building trusting relationships with children, families and the wider community. We respect children’s dignity and privacy and encourage families to collaborate with the Service regarding their children to promote understanding and growth whilst maintaining and respecting confidentiality.

We encourage children to have a strong sense of identity and wellbeing whilst promoting them to be confident, involved learners and effective communicators.

Bundamba School Age Care endeavours to deliver an educational program that encompasses all ages, genres, developmental levels whilst still catering for the individual child no matter their ability, age, gender, race, intellect, interest or learning style. We use a wide variety of different practices, theorists and information gathering methods to develop our inclusive program.
Service Goals
We have several goals on which our Service is based. They are:
· To encourage a sense of belonging to the community to promote respect for diversity, cultures, religions and spirituality.
· To strive to develop programs which are based on developmental needs, interests and experiences of each child and consider the individual differences of each child.
· To provide support in health, protection, safety and wellbeing for all children
· To value all children as competent and capable individuals
· To monitor, support and guide children’s interactions whilst still ensuring a safe and secure environment
· To support and enrich individual and group learning and are responsive to the social, physical and intellectual capabilities of each child, whilst acknowledging their abilities and strength and allowing them to demonstrate competence.
· To regularly reflect and re-evaluate all areas relevant to operation of Bundamba School Age Care, to ensure a continuing standard of high quality in an education and learning service.
Our Approved Provider
Bundamba School Age Care’s approved provider is the Bundamba State School P & C Association. Parent Participation is encouraged throughout all aspects of the service; a P & C Committee supports the staff with the day to day running of the service.  Policy issues should be directed to the P & C or to the Nominated Supervisor of the Bundamba School Age Care via the grievance policy outlined in this manual rather than through the principal.
From time to time, we review aspects of the service such as Policies and Procedures for which we ask families to participate in several ways, such as surveys. Your participation not only allows you to have your say, but it also ensures that our service is the best it can be.
Assessment and Rating
In 2015, Bundamba School Age Care was assessed by the Office of Early Childhood Education and Care, and achieved the following ratings:
Quality Area 1 – Educational program and practice. 	              Rating = Meeting National Quality Standard
Quality Area 2 – Children’s health and safety	               Rating = Meeting National Quality Standard
Quality Area 3 – Physical Environment		               Rating = Meeting National Quality Standard
Quality Area 4 – Staffing arrangements			Rating = Meeting National Quality Standard
Quality Area 5 – Relationships with children			Rating = Meeting National Quality Standard
Quality Area 6 – Collaborative partnerships			Rating = Meeting National Quality Standard
Quality Area 7 – Leadership and service management	Rating = Working towards National Quality Standard
                           Bundamba School Age Care is rated overall as Working towards National Quality Standard.
Policies and Procedures
Bundamba SAC has an extensive Policy and Procedure manual which reflects the Philosophy and Goals of our service. This manual is a large document, which will be always made available to you for viewing.
In this Family Handbook we provide a snapshot of policies, which will affect you, your family and individual child during their time with us.
Policies and procedures are subject to change and review.

Enrolment and Orientation
Parents/guardians are required to complete an enrolment form before any child is to attend the service. A meeting will take place on enrolment of your child; this is a fantastic opportunity for you to discuss with us what will help make his/her time with us enjoyable, particularly the initial few weeks. Each newly enrolled family will receive a copy of this Parent Handbook detailing selected policies and conditions of enrolment. You will be shown around the service and be given rundown on basic operations such as staffing and programming.
If your child has additional needs, a meeting will take place between relevant parties (e.g. Parents/guardians; Nominated Supervisor) before the child commences. Issues discussed will include:
· Level of support the child requires.
· Duration of support.
· Necessary training of staff and volunteers.
· The safety of all children enrolled.
· Environmental factors.
· Sources of information and resources/support services that will ensure the best possible care of the child.
· Risk minimisation plan.
This information will help us to meet the needs of your child and where necessary, seek assistance from specialist support workers. All information obtained through the enrolment procedures will be kept in the strictest confidence and used only for the purposes for which it is obtained. It is in your child’s best interest that these forms are kept up to date. (see 9.2 Enrolment Policy)







How we communicate with Families
We have several ways we communicate with you as a family. Email, Verbally, Via Text and mobile phone calls Posters and brochures are available through the service and at the parent desk, relating to a number of subjects such as health and nutrition. (9.3 Communication with family)
Respect for children
The best interest of the child is our paramount concern at Bundamba SAC and our service endeavours to provide care that always respects the child’s dignity and privacy and that considers children as unique, valued individuals. Children are to be considered and as far as possible, involved in the ongoing development of the program, behavioural guidance and the physical and aesthetic environment of the Service. (see 2.1 Respect for Children)
Child Protection
This service regards as of the utmost importance, its role in the protection of children in its care. This includes the Service’s moral and legal duties to care for children associated with the Service whilst not in the care of their parents or primary caregivers. All staff have been made aware of the Child Protection Policy and the Reporting of Child Abuse Policy of the Service through induction and training procedures. (see 2.2 Statement of Commitment to the Safety and Wellbeing of Children and the Protection of Children from Harm)
Photos
On occasion your child may be photographed participating within the day-to-day activities we provide at Bundamba School Age Care service. These photos may be used within the service on walls and such as part of our programming process. The children take great pride in having their day to day lives documented this way. If photos are taken at any other time or for use in any other project such as marketing material for the service or if we have a student who wants to conduct a child profile as part of their studies, parents will be consulted and be required to give written permission. (see 2.13 Use of Photographic and Video Images of Children)
Priority of Access and Non-Discriminatory Access
This service will ensure that parents and children have access to quality childcare that is appropriate to their needs, regardless of income, social, religious, or cultural background, gender, or abilities. We primarily provide care for primary school age children aged between Prep to Grade 6. We can provide care for high school age children (13 and under) if we have CCSS places available and if these children abide by service Policy and Procedures. Prep children can commence care from the beginning of the year that they commence Prep.
The service will follow the priority of access guidelines set down by the Department of Education, Training and Employment (DETE). These guidelines will be balanced with the principles of non-discriminatory access and inclusion.
First Priority	A child at risk of serious abuse or neglect
Second Priority	A child of a single parent who satisfies, or have parents who both satisfy, the work/training/study test under section 14 of the Family Assistance Act
Third Priority	Any other child
If your child is in the third priority group within these guidelines, you may be required to relinquish your place to a child who is in the first or second priority group. You will be given 14 days’ notice to examine care options for your child. Your child will then be placed on a waiting list and be re-entered into the program when a place becomes available. (see 9.1 Access)
Confidentiality
All personal records will be stored securely and kept confidential. You may access your child’s personal records at any time if you are the authorized guardian who has enrolled the child. Please see Nominated Supervisor about accessing these records. (see 10.8 Information Handling)

Parent Code of Conduct
Staff are available for parents to always speak to briefly when the service is open. Longer, more confidential appointments can be made to speak with the Nominated Supervisor. If you wish to speak to someone other than the Nominated Supervisor, you can make a written complaint to the Bundamba P & C. This provides an opportunity for you to express any concerns you may have regarding the operation of the service in a suitable manner.
Conduct-
· There will be no swearing or abuse of staff on or near the premises. If this occurs the parent/guardian will be cautioned to cease. If they do not cease, they will be requested to leave the premises. If this does not occur, the police will be called.
· There will be no swearing or abuse of students while in care even if they are your own. If this occurs you will be asked to leave, and you may be reported to Child Safety. Failure to respond to leave request will result in the police being called.
· Staff members have the right to ask a person to leave the premises if they feel intimidated in anyway.
· Continual harassment/abuse/swearing by parents may result in your enrolment being terminated.
(see 9.8 Parent Conduct)


Concerns, Complaints and Suggestions
If you have any concerns, complaints or suggestions, please speak to the Nominated Supervisor. If this is not satisfactory, our P & C will handle complaints. Contacts for P & C are at the front of this handbook. However, please feel free any issues at any time. We value and encourage your participation in our Service as we believe it enhances the service we provide. If you are not happy with the decision of the P & C, please feel free to contact the Office of Early Childhood, Education and Care for further clarification of your concern. (see 9.5 Complaints Handling)
Staffing
All staff qualifications and child/staff ratios are in accordance with the guidelines from the Education and Care Services National Regulations 2011 and the Education and Care National Law Act 2010. Children are actively always supervised by at least 2 adults to ensure they are protected from harm:
Staff ratios:
· There will be a maximum of 15 school age children to every 1 staff member.
· There will be a maximum of 8 school age children to 1 staff member for excursions.
· There shall be a maximum of 5 school age children to 1 staff member for swimming.
· For school age care there shall always be at least 2 staff members, or 1 staff member and another adult at, or near, the centre ready to help immediately if required (s.65)
The service providers support in-service professional development for all members of staff. It is in the services beliefs that it should continue throughout each staff member’s career. Staff employment and training procedures are used to ensure that the Service employs suitable people and that they have been made aware of the Service’s Child Protection Policy. All staff members hold a current Suitability Card for Child Related Employment. Two staff are always present at the service.
Staff Code of Conduct
Staff should:
· Perform their duties with professionalism, integrity and effectively and safely serve the parent/guardians and children who use the service, and other persons that I have dealings with.
· Always follow Policies and Procedures of the Service.
· Show fairness and equity in all dealings, including dealings with children, parents/carers and other caregivers.
· Not mistreat other persons, including all forms of intimidation and harassment.
· Not allow personal relationships, both inside and outside the work environment, to adversely affect their work performance or that of other employees.
· Not discuss personal issues whilst on duty and will be mindful of others whilst still on premises.
· Not consume alcohol or illicit drugs on duty or be under the influence of alcohol or illicit drugs when on Bundamba School Age Care premises.
· Ensure all facilities and other resources are used for their proper purposes and with due care and maintenance.
· Obey any lawful direction given by Nominated Supervisor or P & C. Where on reasonable grounds a caregiver should refer the grounds for objection to the P & C Committee members in writing. If staff do not agree with a direction that is given, it is not to be discussed in front of children, parents, or other staff.
· Devote themselves to the efficient and effective achievement of the Service’s philosophy and goals.
· Adhere to the highest standard of confidentiality and demonstrate professional competence, integrity, and honesty.
· Not make derogatory remarks about other childcare services to parents, as they have the right to choose freely nor will they make derogatory comments about Bundamba School Age Care, its staff, the families and the children.
· Not communicate with any families of the Service on Online Social Networking sites or discuss anything to do with Service or anyone in the Service on these sites.
· Work co-operatively with other members of the Bundamba School Age Care to develop an effective team for the delivery of an effective service to the students attending.
· Develop and plan appropriate activities for the students attending the centre. The activities will be reviewed regularly with the Nominated Supervisor/ P and C Committee
· Dress according to the dress code and ensure that they are neat, clean, and well groomed.
(see 8.9 Employee Code of Conduct)


SECTION 2

CARING FOR YOUR CHILD

Arrivals and Departures
Children must be signed in and out each day by an authorized person. Prior arrangement must be made with the Nominated Supervisor for any person other than those stated on the enrolment form to collect children from the centre. Please advise persons collecting children that they will be required to provide proof of identity. This proof of identity will be photocopied and kept on record in the relevant child’s file. The person collecting the child must be over 18 years old. Exceptions can be made in extreme circumstances following a discussion with the nominated supervisor. Adults collecting a child without identification or prior knowledge of the collection by the Service will be denied access to the child until authorization from a parent/guardian is given.

If children who are booked into the Service for care have not arrived within ten minutes of expected arrival, parent/guardian will be contacted on the numbers provided. Please ensure all contacts are contactable. (see 2.4 Arrivals and Departures of Children)

Late Collection and Fee Payable
We ask for your cooperation by collecting your child by 6:15 P.M. Late pick-ups are upsetting for your child and stressful for all staff. If there is an emergency and you are unable to collect your child on time, please contact the service. If your child is not collected on time, a late fee of $20.00 will be charged immediately after 6:15 P.M., with a further $1.00 payable every minute thereafter. The correct time will be recorded both the Nominated Supervisor and the parent/guardian. If a child is not collected by 6:45 P.M., and emergency contacts cannot be reached, the Nominated Supervisor will contact the police to collect the children who are still at the service. (see 10.4 Fees)

Children Leaving Without Permission

If a child leaves the Service in any other circumstances and for any reason without permission, the staff will assess the situation immediately and will call the police and a parent/guardian as quickly as reasonably possible.
Child Code of Conduct
· We will not swear.
· We will be respectful of educators and peers.
· We will keep our hands and feet to ourselves.
· We will use our manners.
· We will put our bags away, not leave them on the floor.
· We will follow instructions from the educators.
· We will listen to others.
· We will not share our electronic equipment (e.g. ipads, switches etc)
· We will say nice things and be friendly.

Custody

Parents/guardians who have custodial rights and do not wish the other parent/guardian to have contact with their child/ren must provide a current copy of the orders.
Whilst every care will be taken to prevent a child being taken by an unauthorized person, there may be instances in which we cannot prevent this from happening. Our staff cannot expose themselves or the other children to an unacceptable risk.

Safety
Evacuation plans are situated at both entrance areas, near the Family Information Area. We ask all parents, staff and children to familiarize themselves with the procedures. Fire, evacuation and lock down drills are practiced regularly. Should you be present during a drill, please participate. Regular evacuation procedures give the children an opportunity to become familiar with the routine and planned evacuation/harassment procedure. All firefighting equipment is serviced every six months. (See 4.1 General Health and Safety)

Health and Hygiene
The wellbeing of all children who attend the Service is of the highest priority. To safeguard the health of all children and prevent the spread of infection, please keep your child at home until he/she is fully recovered from an illness. All children who are suffering from an infectious disease will be excluded from the Service to prevent others being introduced to the infection. Re-entry to the Service after an infectious disease will require a clearance letter by a medical practitioner. The Service does not have facilities to care for sick children. Staff observe stringent hygiene practices throughout the day, and the Service is cleaned daily. Equipment is routinely checked to ensure that it is well-maintained, clean, and safe for children’s use. In the case of a minor injury or illness, a staff member will attend to the incident, and a report will be completed advising you of the details. Please sign this form after speaking with staff to verify you have been advised of the incident. In case of any head injury, the parent will be contacted immediately. If parent is not contactable emergency contact will be contacted. It is at the parents’ discretion whether they have to collect their child, however if Nominated Supervisor in their opinion deems it severe, the parent will be required to collect immediately.
Children and staff will wear hats, appropriate clothing and covered footwear when outside. Staff will encourage children, including by way of modelling appropriate behaviour, to avoid excessive exposure to the sun.
Bundamba S.A.C. is a smoke free environment. (See 4.1 General Health and Safety, 4.3 Hygiene)

Incident, Injury, Trauma and Illness
Written permission from the child’s parent/guardian will be sought through the enrolment process for any means of administering First Aid and reporting serious incidents as required by law. At least one staff member with a current first-aid qualification and annually updated CPR qualification will be always on duty. Proper procedures as outlined in Policy 4.5 will be adhered to whenever staffs administer First Aid.
If a child becomes ill, injured, or traumatized while attending Bundamba School Age Care -:
· staff will comfort and calm the child.
· a staff member qualified in first aid will administer appropriate first aid and assess the child's condition; and report to Nominated Supervisor
· no staff member will administer non-prescribed oral medications to any child.
· if necessary, the Nominated Supervisor or staff member qualified in First Aid will ensure that the child is separated from the other children and made as comfortable as possible in quiet, well-ventilated area.
· if necessary, the Nominated Supervisor or First Aid Officer will contact the parents/guardians to collect their child as soon as possible.
· the child will be kept under First Aid Officers supervision and their condition monitored until the parents/guardian’s arrival.
· all head injuries will be treated as serious, and parents/guardians will be notified immediately.
· any incident, injury or trauma that is deemed at the opinion of the Nominated Supervisor as serious or deteriorating will incur immediate contact to parent/guardians. If parents/guardians are not contactable, the subsequent contacts on enrolment form will be notified. If nobody can be contacted, then an ambulance will be called.
· if incident, injury, or trauma is deemed at the opinion of the Nominated Supervisor as extremely deteriorating or life threatening the ambulance will be contacted immediately and then attempts will be made to contact parents/guardians.
· if parent is unable to accompany the child to the hospital, the Nominated Supervisor/ First Aid Officer will accompany the child provided that they leave on site at least one staff member who is qualified in first aid and that the staff ratios are still met.
(see 4.5 Illness and Injury)
Medication
In the case of a child/children requiring medication whilst in our care, we require written authority on a Medical Permission Form from parents/guardians. It is requested, wherever possible, that parents/guardians administer any prescribed medication to their child before or after attending Bundamba School Age Care, rather than requesting staff to do so unless necessary.
Staff will only be permitted to administer medication to a child if it is: -
· a prescribed oral medication.
· accompanied by a letter from a medical practitioner stating the name of medication, dose and the time it is to be administered.
· in its original package with a pharmacist’s label which clearly states the child's name, dosage, frequency of administration, date of dispensing and expiry date; and
· accompanied by a Medical Permission form from the parent/guardian.
All medication will be kept by the Nominated Supervisor and stored in a locked cupboard or similar storage receptacle. Storage should prevent unsupervised access and damage to medicines e.g. some may require refrigeration. All medication will be administered by the staff qualified in First Aid and witnessed by another staff member. All unused medication will be returned to the parent/guardian on collection of the child.
If a child has a severe reaction or other illness in which timing is vital, an action play may be developed between the service, parents/guardians and health professional to ensure immediate action in the case of an incident. Please ensure service is aware of this by detailing on enrolment form. (see 4.6 Medication)

Daily Routines - Morning and Afternoon

Children are signed in on the iPad by parents/guardians each morning. If your children have not yet had breakfast, they may have some supplied by the service if they are signed in before 7:30 A.M. Morning routine consists of programmed activities and free choice.   The children may leave at the 8.30am unless otherwise requested by the parents. Prep and some year 1’s are walked to their room at 8:30 A.M. by staff and collected from class at 2:45 P.M... Any assistance after that will need to be negotiated with Nominated Supervisor.
Children are signed in by a staff member immediately after school. A nutritious snack will be served at approximately 3:00 P.M. A variety of structured activities such as cooking, craft, sports and music are organized daily as well as a chance to experience creative play, children’s choice. Opportunities for other activities are also available to all children. We also provide a light snack at approximately 5.00 P.M.

Homework
The service will provide adequate time, quiet space and supervision by staff to enable children to do their homework if they wish. Whilst we support the children in homework, we do not take responsibility. (see 3.4 Homework Policy)
Morning and Afternoon Tea
Nutritious and well-balanced snacks will be provided for breakfast and afternoon tea. During vacation care, we supply breakfast, Lunch and a late afternoon snack. There will be time when children may be exposed to foods from other countries as part of our cooking experiences. Water is always available to children. Please remember to inform the service if your child has any food allergies or has a special diet (including religious or cultural). Please feel free to discuss any comments, concerns or feedback you may have regarding our Nutrition Policy with the Nominated Supervisor All food preparation on the premises is carried out within the guidelines set down in the National Food Safety Standards and we use the recommendations of PANOSH. 





Behaviour Guidance
Bundamba School Age Care has a Duty of Care to all children who attend and staff who work within Bundamba School Age Care. If:
· a child exhibits inappropriate behaviour, or behaviour which threatens the safety or wellbeing of any child or other person at Bundamba School Age Care.
· in the Nominated Supervisor reasonable opinion, the behaviour amounts, or may amount to a threat to the safety or wellbeing of any child or other person at Bundamba School Age Care; and
· the behaviour support and management procedures (see Policy 2.6) have been properly applied first but without success, or the behaviour presents such an immediate potential threat that it is not reasonably possible to apply those procedures,
then the child whose behaviour is inappropriate or has caused the threat to safety or wellbeing may be suspended from Bundamba School Age temporarily or, in some cases permanently. (see 2.6 Behaviour Support and Management)

Cool Down Time
Cool Down Time - During cool down time a child is required to remove themselves from the group and move to an area that is within the educator's vision but separate from the group thus allowing the child to cool down whilst keeping the rest of the children safe.
Cool down time may be called for:
· unsafe behaviour
· feelings of anger/aggression
· time to reflect.

Step 1) Cool down time - for a set period then rejoining the group - 2 minutes Cool down time.

Step 2) Cool down time - for a set period then rejoining the group - 5 minutes Cool down time.

Step 3) Cool down - for a set period then rejoining the group - 10 minutes cool down time.

Step 4) If cool down time is not working, the parents/guardians is called and spoken to about what has occurred.

Step 5) The service may do an internal or external suspension. This will depend on the severity of the issue as well as the safety of the child and working parents will be taken into consideration.

Step 6) Behaviour guidance strategies may need to be put in place on re-entry to keep a safe environment for the child and others.

Step 7) Exclusion - Exclusion will only be at the last resort when all other behaviour guidance strategies have been attempted. (see 2.6 Behaviour Support and Management)

Damage to equipment or Facilities

As part of everyday experiences involving children, we recognize that fair wear and tear will occur. However, if damage is done that cannot be attributed to fair wear and tear but can be attributed to malicious, intentional, or accidental acts on the part of a child, it will become an expense to the parent.



Students, Visitors and Volunteers
(see 8.5 Volunteers)
Childcare students, visitors and volunteers may visit the service from time to time. During this time, they may be required to complete tasks pertaining to the course they are undertaking including general observations of the service operations and programs. If individual child observations are required, parents will be informed, and written permission will be sought prior to any observation taking place. In addition, no student, volunteer, or visitor will be left in charge of a group of children. All visitors to our service are required to operate within our philosophy and policies and recurring visitors will require a suitability card.

Excursions
(see 3.5 Excursions)
Excursions can be part of our program, with provision for enjoyment, stimulation, challenge, new experiences and a meeting point between the Service and the wider community. Due to high safety risks associated with our clientele Bundamba School Age Care generally prefers to run incursions however if we do go on excursions the maximum safety precautions will be maintained and written permission will be sought from parents/guardians before a child may attend any excursion. Parent permission forms will include the following information:
· the child's name.
· the reason the child is to be taken outside the premises.
· the date the child is to be taken on the excursion (unless the authorization is a regular outing)
· a description of the proposed destination
· the method of transport to be used.
· the proposed activities to be undertaken by the child.
· the anticipated number of children likely to be attending.
· the anticipated ratio of educators attending the excursion to the anticipated number of children attending the excursion.
· the anticipated number of staff members and any other adults who will accompany and supervise the children on the excursion.
· a risk assessment is prepared and available at the service.
Children are required to have covered footwears for ALL excursions (thongs are not acceptable). Children MUST wear a hat and sunscreen (always provided by parents) during outdoor activities. Please check Vacation Care schedule for daily requirements. Please note that there will be no changes in the notified itinerary except in an emergency or due to changed weather conditions.


Sun safe and Clothing
During Before School and After School Care children will be usually dressed in school uniform. Bundamba School Age Care highly recommends that children who attend the Service in the Vacation Care periods wear appropriate and seasonal clothing. The Service recommends wearing a comfortable t-shirt, covered shoes (e.g. sneakers/joggers) and a hat as these items of clothing are appropriate for the challenging and enjoyable activities which are programmed for the day. Clothing may get dirty during sport or craft activities, so if you have a child who may possible need more than one change throughout the day, could you please pack them additional clothing.

Children will not be permitted to wear suggestive or revealing clothing (e.g. overly short skirts and skimpy tops) or any clothing containing suggestive/offensive slogans or graphics whilst in the care of the Service.

Due to Bundamba School Age Care's Sun Safe Policy, children will be encouraged not to wear tank tops, singlet style tops or tube tops as they offer little protection from the sun.

Children must always wear covered shoes (unless activities are being conducted in the hall). Children are not permitted to wear high heels.

Bundamba School Age Care has a NO HAT - NO OUTDOOR PLAY policy which states that all children must wear a hat when playing in outdoor areas.

Children who fail to bring a hat to care will not be able to participate in outdoor activities but will instead be required to stay in shaded or undercover areas to do quiet activities. Staff: child ratios do not permit a separate program to be conducted for children without a hat.

The above will also apply to children who have toileting accidents and do not have a change of clothing. (see 4.8 Sun Safety)

Babysitting

The service does not encourage or endorse staff and parents/guardians entering private babysitting arrangements outside of service hours and therefore we take no responsibility or accept any liability in relation to such arrangements.

Programming
Bundamba School Age Care operates under the My Time, Our Place framework and has developed a “Cycle of Programming” to enhance all children developmental requirements as well as learning outcomes are met. 
My Time, Our Place Outcomes
1. Have a strong sense of identity.
2. Be connected with and contribute to their world.
3. Have a strong sense of wellbeing. 
4. Be confident and involved learners.
5. Be effective communicators.

A variety of supervised activities will be programmed for each day of Before, After School and Vacation Care (e.g. cooking; painting; clay work; crafts; music; outdoor activities). Opportunities for quiet play will also be provided, including areas for children to withdraw from all activities. Our aim is to provide activities that develop each child's social, emotional, lingual, physical, intellectual, creative and recreational potential and that are developmentally appropriate. The program seeks to foster self-esteem and confidence in children by including their own ideas in the planning and providing experiences that encourage children to negotiate and cooperate in small groups. Planned activities are also designed to reflect the multicultural and multilingual nature of our community. The Nominated Supervisor will happily discuss any aspect of the program with interested parents. 

To ensure that its programs effective in delivering the values, aims and objectives of the service, the service regularly evaluates the structure, process and content of its programs. 

Personal Effects
We understand that children enjoy bringing personal items from home to use at the service, particularly toys, video games, handheld computer games etc. We have found that these do present problems therefore they will be allowed at the centre under strict supervision of Nominated Supervisor and if issues arise may be banned from the centre. Whilst every care is exercised, the service assumes no responsibility for damage or loss to any item belonging to any person.

Mobile Phones

When children attending school and Bundamba School Age Care do have a mobile phone for emergency situations, these phones must be signed in and out at the end of the day.

If children do not sign in their mobile phone and issues arise, the child and parent will receive notification of the issue and the action. If a child persists in not signing in the mobile phone, the child's placement may be suspended/cancelled depending on the circumstances as deemed by the Nominated Supervisor or P&C Executive. (see 2.15 Children’s Property and Belongings)

Parking
Parking is available for pick up and drop off only in the staff car park located on Brisbane Road on the school grounds. 

Transport
(see 3.6 Transport for Excursions)
Maximum safety precautions will be maintained, and parent permission will be obtained before a child travels on any type of transport (e.g. bus or train). All vehicles used in the transportation of children on excursions will comply with the appropriate legislation and regulations and Transport Operations (Road Use Management) Act, 1995. At no time will a child be able to be transported in a private use vehicle.


Section 3

Payment for Care

Payment of fees and outstanding fees
It is our aim to provide a quality service to families at an affordable price. Fee schedule is printed on Family Handbook Check Sheet at the front of this package. The P & C Committee will set fees based on the annual budget required for the provision of high-quality childcare that is in keeping with our Philosophy, Goals and service Policies and Procedures. Parents will be notified of any changes via Parent/Guardian Information Table or by letter from the P & C Committee. The P & C Committee will review fees at the end of each term. Increase in fees will be based on the rate of inflation. Parents will be given one months’ notice of any increase in fees.

Accounts are issued weekly, and payment is to be kept 7 days in advance. Payment can be made directly to the service via direct deposit. Bank details are available on the enrolment form or at the centre upon request.

Fees outstanding for more than seven (7) days will result in the following process:
1. 1st Notification of Arrears from the Management informing that payment has not been received and requesting payment within 7 days.
2. 2nd Notification of Arrears stating that no payment has been received and requiring fees to be paid in full in 7 days.
3. 3rd Notification of Arrears stating that a full payment has not been made by a specified date and the family's use of the facility will be suspended and the debt place in the hands of a debit collection agency.
*Please check the current fee structure on the front of this handbook. Fees can be reduced with Child Care subsidy. It is not the services responsibility to connect your child to the service through Centrelink (CCB). That is the sole responsibility of the parent/guardian. Failure to connect your child to CCB will result in full fees being charged by the service. (see 10.4 Fees)


Payment Plans

Payment plans may be offered by Management, but payment plans are not a right of parents/guardians but a privilege. Management may take into consideration extenuating circumstances which can cause accounts to be in arrears.
Payment plans must be signed by Management and parent/guardians and stipulations on payment plans must be adhered to otherwise payment plan will be voided and enrolment will be suspended.

Child Care Subsidy System (CCSS)
Child Care Subsidy System is a payment made to families to assist with the costs of childcare. Australian residents using childcare provided by approved childcare services may receive Child Care Subsidy System. CCSS is based on an income assessment. This can be applied for through the Family Assistance Office. All childcare details are confidential. You must ensure you have contacted Family Assistance Office to link your family to this service. Please ensure you register your child for all types of care that you require (before school, after school and vacation care). (see 10.4 Fees)

Centrelink Phone Number to connect – 136 150


Bookings
At Bundamba School Age Care, we attempt to cater to all families regarding days needed for care. It helps in our planning for staff and activities if you book children in on regular days according to need. We understand that some families will be unable to predict days needed and we will try to accommodate, but due to restricted Child Care Subsidy System places there may be some days we will have to refuse care to casual bookings. All absences will be charged. (see 2.14 Bookings and Cancellations) Please note a higher casual fee will apply when making a booking at the service. Please see nominated supervisor about casual pricing. 

Attendance

Please notify the Service promptly if your child/ren will not be attending on a particular day. If your child is booked on a permanent basis the absence will be counted on the allowable absences. It is a necessity that you give notice of an absence due to safety issues:
· by 6:15 P.M. previous afternoon for following morning care
· by 2:15 P.M. same day for afternoon care.

If your child is booked on a casual basis and you need care, it is imperative that you let the Nominated Supervisor know at least the Friday of the week before care is needed. Casual care is not always available due to limited spaces and ratios. It also allows the service to know numbers to staff accordingly. If you book casual care and then your child does not attend, then the absence will count towards your allowable absences, and you will be charged.

These are 42 allowable absences per financial year. Once all allowable absences are used, full fees will be charged for absences without any CCSS. Allowable or Approved Absences will be used for all other instances including Vacation Care cancelled.  All permanent bookings will be charged for public holidays.
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