Situated in the OOSH Building onsite at 88 Mills Street Warners Bay, NSW, 2282
Postal Address PO Box 176 Charlestown NSW 2290
wb@lakemacnewyoosh.com.au
Phone: 0408 661 327
ABN: 72239857505

Welcome and thank you for choosing or continue to use Warners Bay OOSH.
At Warners Bay OOSH we provide high quality care and education for school aged
children. We are an Out of School Hours Centre that is run from Warners Bay Public
School grounds which is licensed for 75 places in before and after school care.
We also operate a thriving Vacation Care Program for each School Holidays (except two
weeks between Christmas/New Year and 1st week of January), and cover Pupil Free
Days.
Our Centre was assessed by the Department of Education and Communities in August,
2019 and rated as meeting all 7 quality assessment areas as set out by ACECQA
(Australian Children's Education and Care Authority).
This handbook provides information about Warners Bay OOSH, including our philosophy,
goals, staff, fees (separate fees, terms and conditions form), health regulations and
guidelines.

Warners Bay OOSH is a quality service where children, families and educators can
experience a safe, enriched, caring environment that encourages fun, friends, and
learning…
We value play as a basis for children’s learning. We believe play creates meaningful
exploration; promotes curiosity; creates and develops relationships and social
skills; and allows children to learn through a spontaneous, enjoyable atmosphere.
We respect children’s independence and provide opportunities for developing life
skills such as meal preparation, cooking (in non-covid conditions), and encourage
responsibility to care for themselves, others & the environment surrounding them.
We believe behaviour is a language. We aim to provide inviting indoor and outdoor
spaces that promote curiosity and opportunities to extend on children’s learning
and interests. We believe that children live in the here and now by providing a
‘child-led’ program based on close observation and listening to children’s current
interests and ideas. Learning can happen at any place and anytime and we reflect
the National Quality Framework ‘My Place, Our Time’ in our everyday practices as
Educators.
We believe that we are an OOSH family linking school and home life. We aim to be
a support system for children and their families. We strive to reflect and be supportive of each family’s cultural backgrounds and beliefs within our program and
daily practices. We work closely with our local communities, role modelling and
encouraging our families & children to support the broader community through
fundraising and paying it forward.
We acknowledge the Awabakal people, the traditional custodians of the land on
which our service is located. We are a unique service that pride ourselves on our
ongoing commitment to inclusion and meeting the needs of all children and families. We work closely with the Inclusion Agency to have an active Strategic Inclusion Plan that allows us to critically reflect and continue to provide a quality inclusive service.
We encourage families to share their suggestions, knowledge, contribute ideas and
participate within our program where possible. We acknowledge that your children
are your most important treasures and we will strive to ensure they are heard,
supported, cared for, challenged and made to feel safe and unique as part of our
OOSH family.

At Warners Bay OOSH, we believe one of the strengths of our program is inclusivity and
an environment that nurtures children's development, through scaffolding life skills;
and views children's play as fundamental for a more meaningful form of learning.
We believe the meaning of play is based on the subjective experiences of the children,
and strive to enable children to develop capabilities, both explicitly and implicitly,
through the provision of a safe and welcoming environment.
Our program offers a range of different experiences to further extend and challenge
children's knowledge, ideas, culture, abilities and interests by use of a today, tomorrow
program. This allows us to structure a stable environment based on the children's interests and desires, whilst also allowing for the spontaneous creativity of children's minds.
This reflects current events happening in our community and includes various aspects
of different cultures through daily practices such as art, sport and cooking experiences.
We pride ourselves in a programming cycle that allows a free-flowing, ongoing program
formed by the children, educators, families and the community.
We ensure children's voices are heard and reflected in experiences based around their
ideas and suggestions, acknowledging those children experiences are designed for/
suggested from.
Building family partnerships are also highly valued within our service and reaches out
to develop open communication, sharing interests, needs and cues from families,
guardians and caregivers.

Warners Bay OOSH is staffed by a professional team with a wide range of qualifications
and experiences. Our educators are either qualified Teachers (or working toward),
studying in Child Care, Social Work or Youth related services.
Alongside this, our educators are certified in first aid, asthma, CPR, anaphylaxis; have
completed Child Protection CHCPRT001 training; and hold the mandatory Working
with Children Check (WWCC).
To provide the most quality care our educator to child ratio is 1:15 at all times.
It is our main priority to make sure that all children feel a sense of belonging within
our service. We do this through our educators mannerisms and demur; speaking respectfully to all children; and attend to their needs in a timely manner.

Our commitment to families and community is to promote and encourage positive and
respectful relationships, and maintain a child-centred, safe, play-filled environment.
We believe that families play the most important role in the life of their child and a
strong link between home and care, fosters positive outcomes .

We use different communication platforms with our families to update what is happening within our service including skoolbag-app, newsletters, face to face or telephone conversations, email and Facebook. We always invite family suggestions on
what they would like to see programmed at our service. Often we try to engage parents/carers specific skills into our service to teach children new skills or ways of life.
Families can rely on educators to support the transition from OOSH to extra-curricular
school activities such as soccer, dance, drama.

OPERATING HOURS:
Before School Care : 6:30am—8:40am
After School Care : 2:55pm—6:00pm
Vacation Care/Pupil free days : 6:30am—6:00pm
ARRIVAL AND DEPARTURE OF CHILDREN:
To ensure your child/ren’s safety when they arrive and depart Warners Bay OOSH, we
ask parents/carers to be aware of the following procedures:
•

Only authorised persons 16 years and over are able to drop off/collect children;

•

Children must be walked to the service and signed in and out each day by an authorised parent/carer (except when local emergency laws are invoked such as
covid-19, whereby staff are required to do so);

•

•

Sign in/sign out must be completed using the Xplor platform found on the service
iPad. From time to time we will also place risk assessments next to the iPad
(particularly during vacation care) to sign as required. This record is a legal requirement and vitally important, particularly in the case of an emergency;
Parents/carers are asked to communicate any important information to educators;

As a part of licensing requirements we are not permitted to have children on the
premises after closing. Please aim to arrive at the centre within plenty of time to collect
your child/ren, sign out, collect belongings and discuss your child’s session with educators before centre closing time.
POLICIES, PROCEDURES, REGULATIONS AND FRAMEWORK:
Warners Bay OOSH Policies and Procedures, as well as Regulations & Law Handbook are
available upon request at the entry to our OOSH service.

NOTICE OF DISCONTINUATION OF ATTENDANCE :
Please refer to the ‘Cessation of Care’ Policy for more information.
Should you wish to discontinue your childcare bookings at the centre, you are required to provide
two (2) weeks written notice to the Centre Coordinator. Unless your child/ren attend the last day of
the 2weeks notice, you will be liable up to the equivalent of two weeks child care fees to the centre
which will be charged at full fees, as this is not covered by Child Care Benefit or Subsidy.

ABSENCES FROM THE CHILD CARE CENTRE :
Fees are payable for bank/public holidays, family holidays and sick periods if those days fall on a day
that your child is booked into the centre, and without the two week notice. Absences or missed signin of attendance will appear when using the Xplor kiosk on your next day of attendance. Please confirm these before signing your child in/out and please speak to the Coordinator if there are any discrepancies. Absences only become an issue or questioned by Centrelink when extended over the 42
days in the financial year. During the post-lockdown period of 2021-2022 some leniency will apply

CENTRE CLOSURE:
No fee is charged while the Centre is closed over the Christmas period.

PARKING:
It is requested that parents/guardians park on Mills Street and walk your children up to OOSH or pick
up from Mills Street.

FOOD, DRINKS AND APPROPRIATE CLOTHING:
Afternoon tea is supplied for children attending After School Care.
Breakfast is supplied for children attending Before School Care and finishes at 8am.
Please send water bottles for After School Care as a covid-19 precaution; as well saves multiple trips
back n forth to the OOSH room when children are playing outside.
Sometimes the service will provide/engage in water/messy play, spare clothes are encouraged to be
packed.

FAMILY AND COMMUNITY SERVICES:
Please note that it is mandatory for Educators at Warners Bay OOSH to report any evidence of a child
being at risk of harm, using the Mandatory Reporters Guideline through the website
www.childstory.nsw.gov.au

Warners Bay OOSH provides details of the operation of its fees and charges in the Fee
Policy. The following fees apply from 1 January, 2022.
ENROLMENT FEE:
A non-refundable enrolment fee is payable on initial enrolment and upon annual reenrolment.
Enrolment fee $32.00

BEFORE SCHOOL CARE:
Permanent Booking = $19.00
Casual Booking = $21.00
AFTER SCHOOL CARE:
Permanent Booking = $22.00
Casual Booking = $24.00
EQUIPMENT LEVY:
An equipment levy of $6.00 will be charged per child per term.
(Maximum two (2) children per family)
CHILDCARE SUBSIDY SYSTEM (CCSS) through the
CHILD CARE MANAGEMENT SYSTEM (CCMS):
Our Centre is approved to offer CCS through a direct link to the CCMS. If you have not received CCS before, you will need to register and check your eligibility through Centrelink
prior to starting with Warners Bay OOSH. You also need to approve Warners Bay OOSH as
your service through your myGov app to link to us and for your CCSS percentage to come
into effect on our software. Once you know you are eligible to receive CCSS then the enrolling Parent’s CRN and date of birth and the Child’s CRN and date of birth are required
to enrol with our centre. This automatically links your family to CCMS. Your weekly account is calculated according to a formula using these percentages and you will pay the
gap to the service. Please ensure you notify Centrelink that your child has become ‘school
age’ as this will affect your calculations.
For more information, please contact Centrelink on 13 61 50 or visit
www.humanservices.gov.au.

In accordance with, The Priority of Access Guidelines,
families will be advised about the Priority of Access Guidelines when they enrol their
children in our service. Families will also have access to a copy of this policy.
The Priorities are:
Priority 1: a child at risk of serious abuse or neglect

•
•

Priority 2: a child of a single parent who satisfies, or parents who both satisfy, the
work/training/study test under Section 14 of the ‘A New Tax System (Family Assistance) Act 1999’.
Priority 3: any other child.

•

Within the three categories described above, priority will be given to children from:
•
•

Aboriginal and Torres Strait Islander families
Families which include a person with a disability
Families on lower incomes

•
•

Families form culturally and linguistically diverse backgrounds
Socially isolated families

•
•

Single parent families

Existing families will receive the opportunity for (re) enrolment with forms available
from late October and will receive priority if returned by early December. Early December we also receive new kindy enrolments.
Enrolments will be offered to new families from other schools if requested, particularly
for vacation care.
Waiting Lists - Warners Bay Public School families will have priority on the waiting lists
unless a family with Priority 1 or 2 need a place.

The service support a parent’s right to complain and will assist in any way possible to
make their complaint clear, heard and a resolution reached.
A complaint can be informal or formal, verbal or in writing but should be directed to the
Coordinator/Nominated Supervisor of the service. The complaint can be anything which
a parent thinks is unfair, unresolved matter between children, something that made a
child feel unsafe or which makes them unhappy with the service.

Parent conversations are confidential and occur in an area away from children, other
parents or educators not involved.
Should a parent complaint not be resolved at Coordinator level to the parent’s satisfaction, then parent recourse is in writing to Management (Area Manager or Director).
Management would discuss the issue with the Coordinator and develop a strategy for
resolving the grievance. A resolution would be presented to the parent, or if necessary,
a meeting be organised with the Coordinator and parent to reach a resolution.
The parent’s complaint is to be recorded, dated, indicating the issue of concern, and
how it was resolved. The Coordinator or Management will inform the parent of a grievance resolution. Educators may also need to be informed of any relevant issues that
need be addressed or be aware of.
A written record would be maintained as of initial parent complaint, course of action
taken and resolve to the grievance, with a copy sent to the concerned parent.
If any complaint cannot be resolved internally to the parent/carer’s satisfaction, external options would be offered such as an unbiased third party.
Children: If a complaint is received from a child/ren, it will be discussed in private. No
child will be embarrassed or humiliated by having their concerns discussed publicly, in
front of other children, and/or educator.
If a child/ren’s complaint relates to an Educator, to whom ever the Educator is, that the
child/ren speak, should endeavour to find the facts of the issue. The Educator (if it is
not the Coordinator) will then discuss this with the Coordinator, who will in turn ,talk to
the child/ren in private in the first instance, and then discuss the circumstances in private with the Educator involved. If there is no agreed resolution, an unbiased third party would be consulted for guidance on a mutual resolution.

Our programming is based on the 'My Time, Our Place' framework which is also displayed throughout the OOSH room as well as your children's observations and group

CONFIDENTIALITY OF INFORMATION AND RECORDS:
Educators and Management will ensure that all required records are recorded, properly
maintained, updated and kept in the nominated secure place.
All records are to be kept confidential and only made available to authorised persons.
All documents relating to children will only be made available to the parent/guardian or
approved persons enrolling the child, educators and authorised members of
Management who require relevant information, or Commonwealth or State
Government officers when requested.
All documents relating to educators will only be made available to the individual
educator, the Management or police if required.
All documents relating to fee payment and CCS will only be made available to the
parent / guardian or approved persons enrolling the child, educators and authorised
members of the Management or Commonwealth Government officer.
No educator may give information on matters relating to children, to anyone, other
than to the parents or guardian enrolling the child when this information has been
obtained in the course of employment in the centre.
Exceptions are made;
For normal information exchange among educators, management and interagency for
the daily operation of the centre and wellbeing of the educators and children:
If required to do so in a court of law when subpoenaed.
When the welfare of the child is at risk the appropriate government agencies may be
contacted.
No educators may give information on matters relating to educator or management,
to anyone except in normal information exchange among educators and management for the daily operation of the centre and wellbeing of the educators and
children, or when required to do so in a court of law.

OUR AIMS AND OBJECTIVES:
To provide a safe, healthy, caring environment for children, staff and parents.
To accept and value every child, parent, guardian, carer and staff member regardless of
race, cultural background, religion, sex or ability.
To ensure that any transport for children to and from school or on excursions is safe and
reliable.
To provide high quality care for children through programming that includes opportunities for the growth of self-esteem, self-expression, independence, interdependence, confidence, exploration of diversified cultures and abilities.
To encourage children, parents, guardians and carers to be involved with the planning,
implementation, evaluation and critical reflection of programming, and decisions
on policy issues.
CONTACT US ON:
Email: wb@lakemacnewyoosh.com.au
Phone: 0408 661 327
Facebook: Warners Bay OOSH

