Happy Haven OSHC Policy
Policies, Procedures, Philosophy and Quality Improvement Plan
Development and Review
Policy Statement
Happy Haven OSHC will provide effective management and a quality service through the ongoing
development and review of policies, procedures, philosophy statements and Quality Improvement
Plans, which are all required to run the organisation efficiently. These documents will be managed
and updated to meet the needs of the services and their families. Policies and Procedures will also
ensure a high standard of financial control, internal control and performance reporting. Happy
Haven OSHC will ensure that all individuals are aware of and have access to all of these documents.

Objectives:
Happy Haven OSHC’s Chief Executive Officer is ultimately responsible for the governance of Happy Haven
OSHC Pty Ltd. They are accountable for the performance of the company, ensuring its solvency and complying
with all legal, financial, and ethical obligations. The function of all Nominated Supervisors of Happy Haven
OSHC run services is to ensure the delivery of its objectives, and to uphold the values, Philosophy, Policies and
Procedures of Happy Haven OSHC.

Philosophy:
Happy Haven OSHC as an organisation will have an overarching philosophy statement. This will help
establish the values, environment and culture we wish to uphold across all areas of the business. The
company philosophy statement will be reviewed at least every 24 months, this will be determined
from the most recent document approval date. The Chief Executive Officer, Chief Operations
Officer, and a minimum of three additional staff members will be responsible for overseeing the
review of the company philosophy statement. It is encouraged that input be sought by a variety of
stakeholders.
Each Happy Haven OSHC service will also have an individual service philosophy, to better reflect
their own OSHC children, families and community. Each service’s philosophy statement will be
reviewed at least every 12 months, this will be determined from the most recent document approval
date. The Director and Regional Director are responsible for overseeing the review of the philosophy
statements for any services they have management of. It is encouraged that input be sought by a
variety of stakeholders. During the review process, the service philosophy statement is to be tabled
at an OSHC Advisory or Governing Council meeting to seek feedback from the school community.

Quality Improvement Plan (QIP):
Services new to being managed by Happy Haven will have a QIP developed no later than 3 months after
commencement. It is the responsibility of the Service Director (and in their absence, Educational Leader, and in
their absence, Regional Director) to develop and review the QIP in consultation with the service’s educators,
children, families, and broader school community.
QIPs must have updates added at least every 3 months, or more regularly when major changes, strengths or
issues occur.
QIP Working Documents will be saved in the following file path on SharePoint:
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Happy Haven > DL Service Directors – Documents > 7. Governance and Leadership > National Quality
Framework (NQF) > Quality Improvement Plans > QIP Working Documents
The QIP Working Document is the current, most up to date version of a service’s QIP which is to be saved as a
Word document to allow for ongoing editing by the Service Director. The QIP Working Document is to be saved
with the file name:
ServiceAbbreviation QIP yymmdd (for example, a QIP most recently edited by the Director of Happy
Haven OSHC The Pines on 2nd of August 2021 will be saved as ‘TP QIP 210802).
Saving the file in this way will demonstrate the most recent occasion on which the Director has looked at and
reviewed the document, which is required both internally and for external agencies (such as ESB) to
demonstrate ongoing reflection and review of the service’s strengths, areas for improvement, and Exceeding
Themes.
At the beginning of each school Term, these QIP working documents will be saved in separate locations to keep
a record of previous QIPs and the history of its development. The file name can remain as is outlined above,
however a new copy of each service’s QIP is to be saved as a PDF file in:
DL Service Directors – Documents > 7. Governance and Leadership > National Quality Framework
(NQF) > Quality Improvement Plans > QIP (Dated - Do not Edit or Save Over) > and then in each
individual service’s folder
A copy of this PDF version is also required to be saved in each service’s own individual SharePoint page, so as
to be available to educators and families of the service, and so that it can be brought up upon request by the
school, ESB or any other stakeholder wishing to access it.

Policy and Procedures:
Happy Haven OSHC Senior Leadership Team will ensure the development of all required policies under the
Education and Care Services National Regulations and National Quality Standards.
New policies are to be developed as deemed necessary by Happy Haven OSHC Senior Leadership Team.
This will be based on the following criteria:
• An issue or problem arises that is not addressed in a current policy
• A current policy is not meeting the current need
• Daily operations of the service are unclear to educators, families or school Governing Councils
• Educators, families or the Governing Council are unsure what to do in a certain situation
• There have been changes due to outside influences (for example the introduction of new legislature)
• All policies must reflect the current philosophy of the company
Happy Haven’s Policies and Procedures must be available to all employees, families, schools, Education
Standards Board, Department of Education, Skills and Employment, and the Department for Education.
Happy Haven OSHC Senior Leadership Team will ensure that all staff, parents and/or guardians entering the
service have access to the approved Policy and Procedure documents. Authorised persons will be provided
access to copies of approved Policy and Procedure documents on request.
Any persons involved in the service are to feel welcome to make suggestions and discuss any concerns they may
have regarding current policies. Parents and educators will be informed of this policy on
enrolment/employment and through the service’s information booklet and will be encouraged to be involved
in the development and review of changes where appropriate.
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Policies will be reviewed within an 18-month period and more frequently if the need arises or there are
changes to legislation or recognised best practice. The Document Review and Change Log is used to track
changes, the date changes become effective and review dates.
DL-Head Office-Policies and Procedures (SOP's)-Document Review and Change Log
The review of existing policies will be based on the following criteria:
• Is the policy operating effectively?
• Does it include appropriate responses to individual incidents?
• Does it meet the needs of all involved in the service?
• Does it meet the aims and objectives as outlined?
• Is it consistent with current philosophy?
• Is it consistent with current legislation, Acts, standards and the National Quality Framework?
Changes made to policies and procedures will be communicated to those that are directly affected. The date
the changes become effective will be noted. All significant changes to approved Policy and Procedure

documents or new approved Policy and Procedure documents will be communicated to all staff,
parents and/or guardians entering the service and Governing Councils via email within two weeks of
the document approval.
Where a change directly impacts parents and/or guardians no less than 14 days notice will be given. The Chief
Relations Officer, Chief Compliance and Programming Officer, Chief Operations Officer and/or Chief
Executive Officer will determine which policy changes are required to be communicated to all families and
schools. The Chief Officer of Resources, Chief Finance Office, Chief Operations Officer, Chief Information
Officer and/or Chief Executive Officer will determine which policy changes are required to be communicated
to all employees.
All changes are to be recorded the Document Review and Change Log is used to track changes and review dates.
DL-Head Office-Policies and Procedures (SOP's)-Document Review and Change Log
As an ongoing practice specific policy may be communicated through Governing Council or Advisory
Committee meetings, Microsoft Teams, email, communications through Fully Booked, notice boards, letters or
personal contact to highlight any relevant issues. This may be required if there is a recurrent problem arising or
to highlight any specific current issues in the running of the service.

Standard Operating Procedures (SOPs):
The service’s SOPs will be reviewed every 12 months and more frequently if the need arises or there
are changes to legislation or recognised best practice. SOPs are to be updated in line with changes to
the related policies and procedures. When deciding upon when and how to alter procedures, the
same criteria should be considered as with policy updates.
The Document Review and Change Log is used to track changes, the date the changes become
effective and review dates.
DL-Head Office-Policies and Procedures (SOP's)-Document Review and Change Log
Communication of significant changes will occur within 10 business days to all staff, via an email
which will provide a link to the SOP folder/document.
Where possible Staff Newsletters may be used to keep staff updated
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References:
Part 2.2 Service Approval, Division 1, 31 – Condition on Service Approval – Quality Improvement Plan
Part 3.1 Quality Improvement Plans, 55 (1) & (2) – Quality Improvement Plans
Part 3.1 Quality Improvement Plans, 56 (1) & (2) – Review and Revision of Quality Improvement Plans
Part 4.7 Leadership and Service Management, Division 2, 168 (1) & (2) – Education and Care Services Must
Have Policies and Procedures
Part 4.7 Leadership and Service Management, Division 2, 170 (1) & (2) – Policies and Procedures to be followed
Part 4.7 Leadership and Service Management, Division 2, 171 (1) & (2) – Policies and Procedures to be Kept
Available
Part 4.7 Leadership and Service Management, Division 2, 172 (1), (2) & (3) – Notification of Change to Policies
or Procedures

Relevant Documents:
Happy Haven Philosophy statement
SOP 1.12 Document Management
All Happy Haven SOP’s
All Happy Haven Policies and Procedures
All Happy Haven QIP’s
Document review and change log
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Happy Haven OSHC Policy
Professional Development
Policy Statement
Happy Haven OSHC is committed to providing the highest quality service through ongoing
employee professional development. We will provide educators with encouragement and
support to further their skills in the OSHC field.

Objectives:
•
•

•
•
•

•
•
•

The Director/ Happy Haven Management is responsible for developing, implementing and
evaluating an annual training plan for the service
This training plan will:
- include a training needs assessment, based on the educator work performance
outcomes and service needs
- include a variety of methods of training delivery such as:
▪ Internal workshops for staff to share their expertise with each other
▪ Internal workshops conducted by outside presenters/experts
▪ Attendance by staff at external workshops, conferences and seminars
▪ Short courses provided by training organisations such as TAFE
▪ Online courses, workshops and webinars
Happy Haven Management will allocate sufficient funds for the purpose of professional
development and employees who attend external training will share the skills and knowledge
they have gained with other staff where relevant.
Staff and Happy Haven Management will evaluate all training activities against the training
needs identified in the training plan
Who will cover the costs of professional development courses/training will be determined
through negotiation between the Happy Haven Management and those undertaking it, taking
into consideration the employees’ position at the service, the necessity of the training, who
has organised it and how many people are to participate in the training
Likewise, whether a staff member is paid for the time taken to complete the training will be
upon negotiation, considering the factors above, as well as time taken to complete the
training
During all professional development sessions, employees must comply with the service’s
policies and procedures
When an educator is directed to undertake study to achieve their Diploma in Children’s
Services, they may negotiate prior to the commencement of this study as to costs that will be
covered by Happy Haven. Once negotiated, the employee must initially pay for the study, and
after completion if they remain working within Happy Haven for a period of twelve months,
they will be eligible to invoice Happy Haven for the negotiated costs. This negotiation must
be documented and stored in the educators file.
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Policy S1-3: Records
The service has a duty to keep adequate records about educators, guardians and children in order to operate
responsibly and legally. The service will protect the interests of the children and their families, as well as
educators, using procedures to ensure appropriate privacy and confidentiality

Procedure:
The service’s orientation and induction processes will alert educators and parents to our Records Policy so that
it may answer any questions they may have.
Access to any confidential records will be determined at the discretion of Happy Haven Management or the
Director and will be based on the appropriateness of that person viewing such documents. (see Confidentiality
Policy) – application for an appeal to Happy Haven Management or the Director’s decision will be done through
the Grievance Policy
As the bulk of OSHC records have links with a number of government agencies, it is recommended that all
records are retained for a minimum of 7 years.
Failure to keep records can result in infringement notices, breaches of National Regulations, civil penalties,
criminal prosecutions, suspension or cancellation of Provider or Service Approvals, and / or other penalties.
The following table shows how long specific kinds of records must be kept:
Record to be kept
Complaints made to the Provider, or to any of the
services of the Provider, relating to compliance with
Family Assistance Law.
A record of attendance for each child for whom care is
provided (regardless of eligibility for Child Care
Subsidy), including records of any absences from care.
Statements or documents demonstrating that
additional absence days in excess of the initial 42
absence days satisfy requirements.
Copies of invoices and receipts issued for the payment
of child care fees.
Copies of all Statements of Entitlement issued and any
statements issued to advise that there was a change of
entitlement.
Any notice given to a state or territory body about a
child at risk of abuse or neglect.
Copies of the evidence and information provided with
an application for approval about persons with
management or control of a provider and persons
responsible for the day-to-day operation of a service.
Any evidence or information produced to obtain
police checks and working with children checks for
personnel and to support any statements about these
Last updated 27/07/2021

Length of time to be kept
7 years
7 years
7 years
7 years
7 years
7 years
7 years

7 years
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checks in an application for provider or service
approval.
Accounting documents
Income tax documents
Time and wage records
Bank statements
Insurance
Receipt books
Requirements for funding
Legal Accident and Illness Reports, Incident, Illness,
Trauma or Injury Report, and administration of
medication
Attendance records/ Enrolment records
Records of fees charged to parents
OSHC Management Committee
correspondence
Staff Records

minutes

7 years
7 years
7 years
7 years
7 years
7 years
7 years
for 7 years
after the child involved has
reached the age of 18
Until the child reaches 25
years of age
for 7 years
and For 7 years and then
permanently stored at state
records
Permanently

Table 11 of the Child Care Provider Handbook articulates the matters that Child Care Providers need to notify
DESE of, along with specified timeframes (see Policy S1:9)

References:
Part 4.7 Leadership and Service Management, Division 3, Subdivision 4, 183 (1) & (2) – Storage of Records and
Other Documents
Australian Government Department of Education, Skills and Employment, Child Care Provider Handbook.
https://www.dese.gov.au/resources-child-care-providers/resources/child-care-provider-handbook
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Happy Haven OSHC Policy
Software Licence Compliance
Policy Statement
Happy Haven OSHC staff are responsible for using computer software legally and may be
required to demonstrate that the software on their computers is appropriated licensed.

Objectives:
• All software on Happy Haven OSHC owned and operated devices is appropriately
licensed
• Happy Haven OSHC staff will use computer software legally and responsibly

Strategies:
Piracy
Piracy is making illegal copies of software. Common reasons people give for Piracy are to make extra
copies to use on other machines in the office, to take home, or to give to another person. For most
software licenses, one purchased license is required for each installed copy. Since software is
protected under the Copyright Act, unauthorized duplication of software is a Federal offense.
Software and Copyright
The Copyright Act automatically protects software when it is created. The owner of the copyright has
the exclusive right to reproduce and distribute the software. Those who purchase a license for a copy
of software do not have the right to make additional copies without the permission of the copyright
owner, except (i) copy the software onto a single computer and (ii) make "another copy for archival
purposes only,".
It is illegal to use licensed software on more than one computer or to copy or distribute that software
for any other purpose unless the copyright holder has specifically given permission in the software
license agreement. Software agreements vary so you should always read and ensure you understand
the terms applicable to a particular software package.
Staff may not use Happy Haven OSHC IT facilities, networks, or other resources to violate software
copyrights.
Software Categories
Commercial, shareware, freeware, and public domain are categories of software distinguished by
different rules about how the software may be distributed, copied, used, and modified.
Commercial
The purchaser of commercial software does not own the software, but rather has acquired a license
from the copyright holder to use the software. Conditions and restrictions of license agreements vary
so you should read the agreement carefully. The Copyright Act gives the purchaser the right to copy
the software onto a single computer and to make another copy for archival purposes only.
Shareware
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The copyright holders for shareware allow purchasers to make and distribute copies of the software,
but require that, if after testing the software you adopt it for use, you must pay for it.
Freeware
The reproduction and distribution of freeware is allowed and encouraged as long as it is not for profit
and with the condition that derivative works must also be designated as freeware. That means that
you cannot take freeware, modify or extend it, and then sell it as commercial or shareware software.
Public Domain
Public domain software comes into being when the original copyright holder explicitly relinquishes
all rights to the software. Since under current copyright law, all copyrighted works (including
software) are protected as soon as they are committed to a medium, for something to be public
domain it must be clearly marked as such.
Exceptions
Through its agreement with Microsoft, specific Happy Haven OSHC employees are entitled to use
installed Microsoft Office products on up to five devices. An example of this may be that a staff
member has Microsoft Office installed on their Happy Haven work computer, home PC, home Apple
Mac, mobile telephone and tablet devices.
Before Happy Haven OSHC staff seek to install Microsoft Office on non-Happy Haven OSHC assets,
they should first consult with the MSP to determine eligibility and seek guidance to ensure
compliance with Happy Haven OSHC’s licencing agreement.
Responsibilities of Happy Haven OSHC Staff
All installed software assets provided by Happy Haven will be installed by the MSP. Staff are not
authorised to install software to computing devices. Where a staff member requires the use of
software not installed on their work computer, they should request such by contacting the MSP.
Disciplinary Action
Employees who don’t adhere to the email policy will face disciplinary action up to and including
termination. Example reasons for termination are:
• Using a corporate email address to send confidential data without authorisation.
• Sending offensive or inappropriate emails to our customers, colleagues or partners.
• Using a corporate email for illegal activities.
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Strong Password Guidelines
Policy Statement
Passwords are one of the wear areas in IT security. A combination of the following methods can help
increase password security.

Objectives:
Passwords are not to be shared among educators for any reason. Each member of staff will be assigned their
own individual username and password for each software platform that we use. Wherever possible, randomly
generated passwords sent straight from the software product to the individual’s email account are ideally
used. To bolster security and to allow for a more fluid user experience, Microsoft Single-Sign On (SSO) and
Multi-Factor Authentication (MFA) is active on all software logins where possible. All software packages used
by Happy Haven staff allow the individual to reset their own password, to reduce the awareness of others as
to the frequency and occurrence of a newly generated password being created.
NOTE: The below advice on passwords & passphrases is provided by the Australian Cyber Security Centre, managed
by the Australian Signals Directorate

Passwords are passé - passphrases are longer and stronger:
Passwords are passé. It’s time to use passphrases instead. As we have increased our reliance on passwords,
adversaries have developed increasingly sophisticated ways to crack them. In attempting to make passwords
stronger, we have made them harder for humans to remember, and easier for machines to crack. Hence, the
need for passphrases that are easy for humans to remember, and harder for machines to crack.

Principles for strong passphrases
Whenever you can, use a passphrase instead of a password. By following as many of these principles as you
can, you will know you have created the most secure passphrase possible.
Create long passphrases
The longer your passphrase, the better. As adversaries can crack a short password with very little effort or
time, you can increase the time and effort it takes by using a passphrase instead. Aim to make your
passphrases at least 14 characters long, ideally as four or more random words whenever you can. For
example, ‘red house sky train’, ‘sleep free hard idea’ or ‘crystal onion clay pretzel‘.
Create complex passphrases
Complexity is defined as using a combination of different character sets: capital letters, lowercase letters,
numbers and special characters. Combining character sets can make a passphrase more difficult to guess and
increases the time it takes to be cracked. For example, ‘red House #sky train’, ‘Sleep free hard idea!’ or ‘crystal
onion clay @Pretzel‘.
Create unpredictable passphrases
The less predictable your passphrase, the better. A passphrase in the form of a lyric, quote or sentence, like 'I
don’t like pineapple on pizza.’, uses spaces and punctuation, which adds complexity. However, a sentence
could also be predictable, because the language you use will have grammar and punctuation rules to follow. In
Last updated 17/08/2021
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English sentences, for example, it is predictable to have spaces between words, a capital letter at the
beginning and a single character of punctuation at the end, like a full stop. Sentences can also be predictable in
the placement of nouns, adjectives, verbs and so on.
Using a random mix of unrelated words is far more unpredictable and will produce a stronger passphrase.
There are many ways to create a mix of random words. There are tools available on the internet that can help,
or you could open to random pages in a dictionary or another book to select unrelated words.
Create unique passphrases
Use a unique passphrase for every valuable account. Reusing a passphrase makes each account that uses it
more vulnerable. This is particularly important for valuable accounts like email, financial accounts and those
that store banking details. Often email addresses are reused as usernames to log into multiple accounts, and
the accounts are often used to store valuable personal information, making your email account a valuable
resource. If adversaries have cracked your passphrase, they will attempt to use it for every account they find
that is associated with you, and even change your passphrase so that you can’t regain access to your accounts.
Inconveniencing adversaries trying to steal from you is worth having unique passphrases for every valuable
account.
One way that you can reduce the burden of having unique passphrases for every valuable account is to use
modifiers for each one based on the service that it relates to. For example, ‘crystal onion clay @Pretzel
faceb00k’ or ‘#insta crystal onion clay @Pretzel’.

Protect your passphrases:
Secure your passphrases
Password managers (which can also be used to store passphrases as well) enable good cyber security habits.
Having a unique passphrase for every valuable account may sound overwhelming; however, using a password
manager to save your passphrases will free you of the burden of remembering which passphrase goes where.
A lot of web browsers provide an in-built password manager. You might have noticed the pop-up window
asking to store your password when logging into accounts. Password managers are also sold separately,
however, quality and security may vary.
When using a password manager:
•

conduct research to ensure the password manager is from a reputable vendor

•

conduct research to ensure the password manager is maintained by the vendor with regular security
updates

•

protect the password manager with its own strong and memorable passphrase.

You may choose to keep track of your passphrases in a notebook rather than a password manager. No matter
how you keep track of your passphrases, ensure you have a secure storage method.
Protect what protects you
Remember adversaries are opportunistic. Store and handle your passphrases carefully to avoid being
compromised. Do not share your passphrases with anyone and be aware of your surroundings when using
them in public. Use trusted Wi-Fi, trusted telecommunication networks or a Virtual Private Network (VPN)
when accessing valuable accounts. Free public Wi-Fi, without the use of a VPN, can potentially expose your
browsing activity. Log off and sign out of accounts when you finish using them.
Think critically when answering phone calls, messages and emails. Are the senders really who they say they
are? Be wary of requests for personal details, passphrases or financial details, particularly if the message
sounds urgent. If you doubt the communicator's identity, delay immediate action. Re-establish
Last updated 17/08/2021
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communication later with the organisation using contact details you have found independently, using trusted
sources.
If a passphrase has been compromised, change it immediately and never use it again. One way to check your
credentials is by going to ‘Have I Been Pwned’

References:
Australian Cyber Security Centre. https://www.cyber.gov.au/
Part 4.7 Governance and Leadership, Division 4, Subdivision 2, 181 – Confidentiality of records kept by
approved provider
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Happy Haven OSHC Policy
Work Performance Counselling
Policy Statement
Some employees may experience difficulties in performing their work to the minimum
standards required by the service. In these situations, the Director or Happy Haven
Management (or Happy Haven Management if it is the Director experiencing difficulties) may
choose to provide work performance counselling. This is additional to the educator work
performance management system. The purpose of work performance counselling is to give
extra support and guidance to educators to help them to meet the minimum required
standards, and to assess the educator’s progress towards those standards.

Objectives:
•

•
•
•
•

•

If it becomes apparent that an educator’s performance is unsatisfactory the Director/ Happy
Haven Management must:
- Advise (in writing) the employee, in a timely manner, as to how their performance is
allegedly unsatisfactory citing relevant performance expectations and providing
evidence and examples as appropriate
- Give the employee a reasonable opportunity to respond to the allegations of
unsatisfactory performance and provide details of any mitigating circumstances (e.g.
personal issues, medical conditions, workplace conflict or workload issues)
- Provide the employee with a reasonable opportunity to remedy the unsatisfactory
performance with reasonable levels of support where appropriate (i.e. training,
mentoring, counselling, infrastructure)
- Conduct regular meetings as required to monitor, discuss and document progress
towards achievement by the employee of a satisfactory standard of performance
The Director/ Happy Haven Management will take reasonable measures to work
collaboratively with an employee subject to a performance management process
The Director/ Happy Haven Management will take reasonable measures to investigate any
mitigating circumstances and take appropriate action
Most instances of unsatisfactory performance will be remedied following a supportive and
targeted management process, particularly when addressed by the Director/ Happy Haven
Management as soon as it becomes evident
If, during a performance management process, an employee does not demonstrate a
reasonable level of improvement in the performance of their duties, the process should
progressively increase in its level of formality and structure relative to the nature of the
unsatisfactory performance
If unsatisfactory performance persists, the Director/ Happy Haven Management will:
- Advise the employee that they are able to have a support person in attendance at
any meetings related to the management of their unsatisfactory performance
- Will consider arranging a note taker to attend meetings related to the process
- Continue to advise the employee as to the manner in which it is alleged the
performance by them of their duties is unsatisfactory, citing relevant performance
expectations and providing evidence and examples as appropriate

Last updated:
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Identifies further training, resources and support reasonably required for the
employee to achieve acceptable standards of performance, involving managerial
direction where appropriate
- Specify a period of time that gives the employee reasonable opportunity to remedy
the unsatisfactory performance and that appropriately reflects the issues
- Continue to conduct regular meetings to monitor, discuss and document progress
towards achievement by the employee of a satisfactory standard of performance
- Provides regular opportunities for the employee to provide alternative view/s,
relevant information or details of any arising mitigating factors
- Advise the employee that failure to remedy unsatisfactory performance may result
in the imposition of a sanction, including the possibility of termination of
employment
- Advise the employee of the service’s grievance procedure
If an employee’s performance of their duties remains unsatisfactory after reasonable
support and opportunity has been provided to remedy the unsatisfactory performance, the
Happy Haven Management will determine appropriate action, or otherwise, pursuant to
relevant employment legislation or common law provisions
Wilful/serious misconduct may result in termination
-

•

•

References:
Fair Work Act https://www.fairwork.gov.au/about-us/legislation
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Acceptable Use of IT Resources
Policy Statement
Happy Haven’s Use of Information Technology Resources policy provides for access to
information technology (IT) resources and communications networks within a culture of
openness, trust and integrity. In addition, Happy Haven is committed to protecting itself, its
employees and its children in care from unethical, illegal, or damaging actions by individuals
using these systems.

Objectives:
The purpose of this policy is to outline the ethical and acceptable use of information systems at
Happy Haven. These rules are in place to protect our children in care, employees and overall
business operations; i.e., to ensure that members of the Happy Haven community have access to
reliable, robust IT resources that are safe from unauthorised or malicious use.
Insecure practices and malicious acts expose all members of the Happy Haven community to risks
including virus attacks, compromise of network systems and services, and loss of data or
confidential information. Security breaches could result in legal action for individuals or the
business. In addition, security breaches damage Happy Haven’s reputation and could result in loss
of services. Other misuses, such as excessive use by an individual, can substantially diminish
resources available for other users.
The Acceptable Use of IT Resources Policy is an integral part of IT security policies and applies to all
employees of Happy Haven as well as any other individuals or entities who use information and IT
resources within our business. This policy applies to all IT resources owned or leased by Happy
Haven and to any privately owned equipment connected to the Happy Haven network and includes,
but is not limited to, computer equipment, software, operating systems, storage media, and the
Internet.
Securing and protecting these significant and costly resources from misuse or malicious activity is
the responsibility of those who manage systems as well as those who use them. Effective security is
a team effort involving the participation and support of every member of the Happy Haven
community who accesses and uses IT resources. Therefore, every user of Happy Haven’s IT
resources are required to know the policies and to conduct their activities within the scope of the
Acceptable Use of IT Resources policy, the Happy Haven and all associated policies in respect to
Information Technology at Happy Haven. Failure to comply with this policy may result in loss of
computing privileges and/or disciplinary action.
Unless otherwise specified in this policy or other Happy Haven policies, use of Happy Haven
information technology resources is restricted to purposes related to the Happy Haven's corporate
mission. Eligible individuals are provided access in order to support their studies, duties as
employees, official business with Happy Haven, and other Happy Haven-sanctioned activities.
Individuals may not share with or transfer to others their Happy Haven accounts including network
IDs, passwords, or other access codes that allow them to gain access to Happy Haven information
technology resources.
Incidental personal use of information technology resources must adhere to all applicable Happy
Haven policies. Refer to Personal Use and Misuse of Happy Haven Property policy. Under no
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circumstances may incidental personal use involve violations of the law, interfere with the fulfillment
of an employee's company responsibilities, or adversely impact or conflict with activities supporting
the corporate mission of the Happy Haven.
Unacceptable Use
Users are prohibited from engaging in any activity that is illegal under state, federal, or international
law or in violation of Happy Haven policy. The categories and lists below are by no means exhaustive,
but attempt to provide a framework for activities that fall into the category of unacceptable use.
Excessive Non-Priority Use of Computing Resources
Priority for the use of IT resources is given to activities related to the Happy Haven's missions of
teaching, learning and fufiling all the services we provide to the South Australian community. Happy
Haven computer and network resources are limited in capacity and are in high demand. To conserve
IT resource capacity for all users, individuals should exercise restraint when utilising computing and
network resources. Individual users may be required to halt or curtail non-priority use of IT resources,
such as recreational activities and non-business services.
Unacceptable System and Network Activities
Unacceptable system and network activities include engaging in or effecting security breaches or
malicious use of network communication including, but not limited to:
•
•

•
•

Obtaining configuration information about a network or system for which the user does not
have administrative responsibility.
Engaging in activities intended to hide the user's identity, to purposefully increase network
traffic, or other activities that purposefully endanger or create nuisance traffic for the
network or systems attached to the network.
Circumventing user authentication or accessing data, accounts, or systems that the user is not
expressly authorised to access.
Interfering with or denying service to another user on the network or using Happy Haven
facilities or networks to interfere with or deny service to persons outside the Happy Haven.

Unauthorized Use of Intellectual Property
Users may not use Happy Haven facilities or networks to violate the ethical and legal rights of any
person or company protected by copyright, trade secret, patent, or other intellectual property, or
similar laws or regulations. Violations include, but are not limited to:
•

•

Except as provided by fair use principles, engaging in unauthorized copying, distribution,
display, or publication of copyrighted material including, but not limited to, digitization and
distribution of photographs from magazines, books, or other copyrighted sources;
copyrighted music or video; and the installation of any copyrighted software without an
appropriate license.
Using, displaying, or publishing licensed trademarks, including Happy Haven's trademarks,
without license or authorization or using them in a manner inconsistent with the terms of
authorization.
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•
•

Exporting software, technical information, encryption software, or technology in violation of
international or regional export control laws.
Breaching confidentiality agreements or disclosing confidential material specific to Happy
Haven’s operations.

Inappropriate or Malicious Use of IT Systems
Inappropriate or malicious use of IT systems includes:
•
•
•
•
•

•

Setting up file sharing in which protected intellectual property is illegally shared.
Intentionally introducing malicious programs into the network or server (e.g., viruses, worms,
Trojan horses, etc.).
Inappropriate use or sharing of Happy Haven-authorized IT privileges or resources.
Changing another user's password, access, or authorizations.
Using a Happy Haven computing asset to actively engage in displaying, procuring, or
transmitting material that is in violation of sexual harassment policy or laws, hostile
workplace laws, or other illegal activity.
Using a Happy Haven computing asset for any private purpose or for personal gain.

Misuse of Electronic Communications
Electronic communications are essential in carrying out the activities of the Happy Haven and to
individual communication among staff and our customers.
Key prohibitions include:
•

•
•
•
•
•

Sending unsolicited messages, including "junk mail" or other advertising material, to
individuals who did not specifically request such material, except as approved under the
policy on Mass Email and Effective Electronic Communication.
Engaging in harassment via electronic communications whether through language,
frequency, or size of messages.
Masquerading as someone else by using their email or internet address or electronic
signature.
Soliciting email from any other email address, other than that of the poster's account, with
the intent to harass or to collect replies.
Creating or forwarding "chain letters" or solicitations for business schemes.
Using email originating from Happy Haven provided accounts for commercial use or personal
gain.

Enforcement
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The Acceptable Use of Information Technology Resources policy is enforced through the following
mechanisms.
Interim Measures
Happy Haven may temporarily disable service to an individual or a computing device, when an
apparent misuse of Happy Haven computing facilities or networks has occurred, and the misuse:
•
•
•
•
•
•

Is a violation of criminal law
May result in liability to the Happy Haven
May cause significant damage to another person
Is a claim under the Australian Copyright Act 1968 (as amended)
Has the potential to be in violation of the Privacy Act 1988 and/or result in a Notifiable Data
Breach
Has the potential to cause significant damage to or interference with Happy Haven facilities
or services

An attempt will be made to contact the person responsible for the account or equipment prior to
disabling service unless law enforcement authorities forbid it, or Happy Haven Company Directors,
CIO or Managed Services Provider determine that immediate action is necessary to preserve the
integrity of the Happy Haven network. In any case, the user shall be informed as soon as possible so
that they may present reasons in writing why their use is not a violation or that they have
authorization for the use.
Suspension of Services and Other Action
Users may be issued warnings, may be required to agree to conditions of continued service, or may
have their privileges suspended or denied if after hearing the user's explanation of the alleged
violation, A Happy Haven Company Director has made a determination that the user has engaged in
a violation of this code.
Disciplinary Action
Violations of the Happy Haven Acceptable Use of Information Technology Resources policy may be
referred for disciplinary action and applicable Children Services Award 2010.
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Advisory Committee
Policy Statement
The Service aims to provide a quality OSHC service and will operate according to all legal
requirements. It will make every effort to reflect the special nature of the community and will
encourage parent input and take into account the needs of children, parents, and staff in the
operation of the service. The OSHC Advisory Committee is a sub-committee of the school
Governing Council/School Board. The Advisory Committee are responsible for reporting back
to the Governing Council/School Board.

Objectives:
Membership of the Advisory Committee- as per License and Service Agreement contract (LSA)
• The Principal
• The Director of the OSHC service
• The Nominated Supervisor of the OSHC service
• Two elected parent representatives from the Governing Council
• Two parents whose children attend the OSHC service
• Management representative from the OSHC Provider
Decision Making
• The best interests of families will always take priority in determining decisions.
• A committee member who discovers a possibility of a conflict of interest in determining an
outcome for the service should announce this at the committee meeting and withdraw from
further discussion or decision making relating to that issue
• Decisions made for the service will be made with the following in mind: funding guidelines,
National Quality Framework, DfE, relevant Industrial Awards, Education and Care Services
National Regulations and Key Performance Indicators (KPIs)
General
• Confidentiality will be maintained at all levels by all people
• The Governing Council/ School Board through the OSHC Advisory Committee will be
responsible for the monitoring and evaluation of KPIs and the quality of the OSHC service to
a standard acceptable to the Governing Council/ School Board and that complies with State
and Australian Government legislation and policy.
• Times and dates will be negotiated with committee members to determine when meetings
will occur.
• The Principal (or nominee) will chair Advisory Committee meetings
• The committee will have the powers and functions and will be constituted as set out in
Schedule 2 of the LSA, see reference below
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Bad Debt
The Service understands that sometimes families have difficulty paying OSHC/ Vacation care fees, for
a number of reasons. Open communication is encouraged at all times and confidentiality will be
maintained.
Procedure:
• After two weeks of non-payment and if no arrangements to pay have been made, or if
arrangements made are not kept, the child’s place will be cancelled with written notification
to the parents/caregiver (see exclusion policy)
• If the amount owing is considered minimal by Happy Haven Management, it may be written
off as a bad debt. However, the family will be unable to access the service in the future where
any amount is left owing or written off by Happy Haven OSHC See fee policy S2-3
• If the unpaid amount is deemed to be high by Happy Haven Management, the account may
be forwarded to a debt collection agency and they will act as our agent for collecting unpaid
fees – the parent will then be liable for debt collection fees. They will need to agree to this on
the enrolment form otherwise the enrolment will not be accepted.
• Happy Haven may decide to commence Civil Action through the courts for bad debtors.
• If it is determined that fee recovery is unachievable or not economical, Happy Haven may
write off the amount as a bad debt, and no future bookings will be taken from the family
whilst the amount is outstanding
• When fees are paid in full, the child may be re-enrolled, but advance fee payment or a bond
will be requested
• Special family circumstances will be taken into consideration by Happy Haven Management
throughout these processes
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Child Care Subsidy Personnel Roles
Policy Statement
The Child Care Subsidy (CCS) legislation is overseen by the Department for Education, Skills and
Employment (DESE). As a Provider approved for administering CCS on behalf of families, Happy
Haven OSHC must ensure individuals are fit and proper for the role they hold with us should they be
involved in CCS management. Information about individuals in these roles are supplied to DESE
through the Provider Entry Point (PEP).

Objectives:
Detailed information regarding the roles, responsibilities, and requirements of individuals in each role
associated with the management and administration of CCS can be found here:
https://www.dese.gov.au/child-care-package/resources/child-care-subsidy-specified-personnel-roles

The required evidence for fit and proper checks for individuals allocated within the roles associated with CCS
are as follows:
Person with Management or Control:
•
•
•
•
•

A copy of the results of a bankruptcy search conducted through the Australian Financial Security
Authority website.
A copy of the results of an Australian National Police Criminal History Check obtained from the
relevant state or territory police service or an agency accredited by the Australian Criminal
Intelligence Commission.
A current and historical personal name extract obtained through the Australian Securities and
Investments Commission website.
Evidence that the person does not appear on the banned and disqualified register held by the
Australian Securities and Investments Commission (in the form of a computer printout of the results
of the search)
Details of the working with children cards required to be held under state or territory regulation

Person Responsible for the Day-to-Day Operation of the Service
•
•

A copy of the results of an Australian National Police Criminal History Check obtained from the
relevant state or territory police service or an agency accredited by the Australian Criminal
Intelligence Commission.
Details of the working with children cards required to be held under state or territory regulation

Service Contacts
Service Contacts are legislatively speaking, not in a specified role for CCS purposes. For this reason, there are
mandatory requirements for individuals nominated as Service Contacts.

Within Happy Haven OSHC, the Family Liaison Team and Inclusion Support Team will be nominated as
Responsible for the Day-to-Day Operations of the service. Directors and Regional Directors will be listed as
Service Contacts.
Last updated 17/08/2021
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Confidentiality
Happy Haven OSHC Service protects the privacy and confidentiality of individuals by ensuring that
all records and information about individual children, families, educators and management are kept
in a secure place and are accessed by or disclosed only to those people who need the information to
fulfil their responsibilities at the service or have a legal right to know.
Procedure:
We will comply with the National Privacy Principles under the Privacy Act 1988 in handling
personal information , this information can be found at https://www.oaic.gov.au/privacy/theprivacy-act/
• The Director has discretion as to who should have access to confidential information
• We will not disclose personal information about a member of any family that uses the service
other than DESE or Families and Parents Line, unless the disclosure is legally required and/or with
family consent
• Personal information must be securely stored, and people’s personal details must not be
discussed other than for the purpose of conducting the service
• Information will only be given to the custodial parent that relates to their child/ren when
requested and appropriate or required by law
• Information about employees will be accessed only by the Director, the individual employee
concerned or as approved by Happy Haven management
• All matters discussed at committee meetings must be treated as confidential
• Confidential conversations will be conducted quietly and away from others
•

References:
Australian Government Office of the Australian Information Commissioner, The Privacy Act.
https://www.oaic.gov.au/privacy/the-privacy-act/
Part 4.7 Leadership and Service Management, Division 3, Subdivision 4, 181 – Confidentiality of Records Kept by
Approved Provider
Part 4.7 Leadership and Service Management, Division 3, Subdivision 4, 183 (1) & (2) – Storage of Records and Other
Documents
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Disciplinary Measures and Termination
Policy Statement
Happy Haven OSHC aims to achieve high standards of conduct and professional behaviours.
We encourage and support educators to maintain these standards by fostering self-discipline
and commitment to high quality care and good working relationships. Educators are role
models for children in care and should model the requirements of the service’s policies and
procedures.

Objectives:
Educators need to understand the conduct expected of them. The Educators Code of Conduct policy
will be provided to each new educator in their induction kit, discussed with them by the
Director/Happy Haven Management, and a copy kept in an accessible place for all educators at all
times.
Where it appears that educators are unsure about the conduct expected of them, the Director/
Happy Haven Management will schedule work performance counselling to take place.
Where a breach is reported or observed the disciplinary procedures should be used according to the
following principles:
• In general, minor breaches of conduct should be handled informally by the Responsible
Person before formal procedures are used
• The incident should be investigated to establish if a breach actually did occur
• If so, the expectations of the service should be clarified to make sure that the educator
understands their responsibilities. Happy Haven Management will be notified
• The educator should be given guidance and the chance to improve
• Where their behaviour improves to the required level no further action should be taken
• Where the work performance counselling fails to achieve the standard of behaviour expected
of an educator, that employee will be dismissed in line with Happy Haven policies.
An educator undergoing disciplinary procedures will be informed from the beginning of their rights
which will include:
• A right of appeal to Happy Haven Management
• A right to the support/assistance from another person of the educator’s choice during formal
meetings/procedures
• Formal procedures must be clearly documented, with the documentation being kept securely
and confidentially
All parties involved in a disciplinary process shall keep all information about the process confidential.
Under the National Employment Standards https://www.fairwork.gov.au/employeeentitlements/national-employment-standards, employees must complete a minimum of 12 months
service before they can make a claim for unfair dismissal.
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Educator Uniform, Dress Standards and Personal Appearance
Policy Statement
Happy Haven educators should always portray the company in a positive and professional manner.
Educators should look part of a team, be easily identifiable to families, children and members of the
community while remaining comfortable and ready for active participation in activities occurring at
the service. Clothing must role model Sun Smart behaviours and ensure safety for educators.

Objectives:
Uniforms:
•
•

•
•
•
•
•

•

•

•

Happy Haven uniforms are not compulsory, however wearing uniform is encouraged.
A Happy Haven issued lanyard and an accompanying ID card will be provided to staff. It is
compulsory for this to be worn when onsite. If on-site and without uniform, educators will be
required to wear a Fluro vest identifying you as an OSHC worker to the children, families,
school, and other educators. These vests will be provided at the service for educators to use.
Educators will be provided with one polo and one jumper/jacket upon commencing
employment with Happy Haven.
Uniforms will be distributed once the employee has completed three months employment with
Happy Haven and their induction process is complete.
Full-Time and Part-time educators will be provided with a new polo shirt every October school
holidays, and a new jumper/jacket every April holidays.
Staff wishing to order additional uniforms (polo shirts, jumpers and jackets in the approved
style and colours) can do so as they like at their own expense.
Uniform items and colours:
o Blue, purple or green polo shirts
o Grey jumpers and/or jackets
o Black puffer vests
Upon ending employment at Happy Haven, staff will be required to hand their uniforms back
to Happy Haven. The return of Happy Haven uniform items reinforces our need for child
safety, to avoid misappropriation of the branded uniform and misrepresentation of the
company.
Educators who are yet to receive their top but have commenced working shifts may wear tops
that comply with the requirements of portraying them in a professional manner while allowing
for active participation in the program.
Staff may wear other garments underneath their uniforms.

SunSmart
Last updated: 10/03/21
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•

•

Educators will also be provided with a hat which complies with our SunSmart policy upon
employment and are required to comply with said policy during shifts. These will be distributed
once the induction process is complete.
Whilst the uniform is not compulsory, we do request that you wear a shirt with a collar to
protect your neck as a SunSmart practice.

Dress standards
• Happy Haven has dress standards for shorts/pants and footwear.
o For Work Health and Safety reasons all staff must wear enclosed, low heeled shoes at
all times whilst working for Happy Haven, either onsite or at the office. The only
exception to this is educators who are on a swimming excursion. Where for medical
reasons this expectation cannot be met, a medical certificate is to be supplied.
o Pants, shorts, or leggings are to be worn.
▪ Shorts must be of a length that equates to it being longer than mid-thigh.
▪ No leggings with scrunching or ruching
o All clothing should allow for active participation in activities with children.
o Clothing should have no midriff showing.
o Clothing should be in good condition (i.e., no holes, tears, stains)
• No item of clothing is permitted to display any logos, slogans or pictures which depict any of
the following: alcohol, drugs, smoking, gambling, sexual or provocative images, prejudice
against any person or group of people, swearing or inappropriate language.
• When in the office (role specific), or meetings with external stakeholders (schools, families,
external agencies), office attire is to be worn. Neutral colours, black or shades of blue are
preferred however other colours may be worn.
• Non-compulsory Happy Haven office attire can be purchased at the cost of the employee and
those items can be found on the Happy Haven Uniform Order form on SharePoint.
Tattoos and piercings
• Happy Haven will not allow piercings that may result in Work, Health & Safety risks for the
employee when working at an OSHC Service. Examples that may be considered a Work, Health
& Safety risk are:
o Hoop earrings
o Spacers
o Dangle and drop earrings
o Sleepers
o Bars
• Staff are to have no tattoos on their throat or face.
• Tattoos are to be non-offensive, no slogans or pictures which depict any of the following:
alcohol, drugs, smoking, gambling, sexual or provocative images, prejudice against any person
or group of people, hateful, swearing or inappropriate language

Any offensive tattoo as mentioned above must be covered at all times when working for
Happy Haven OSHC.
Last updated: 10/03/21
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Footwear
• Happy Haven has an expectation for safe footwear in the office environment as ill fitting or
inappropriate footwear may result in Work, Health & Safety risks for the employee when
working at an OSHC Service. Examples of non acceptable office footwear:
o Thongs
o Heels greater than 3cm
o Shoes or sandals without a both front and back straps
•

Happy Haven has an expectation for safe footwear at Happy Haven OSHC sites (Department
for Education premises) and on excursions. As ill-fitting or inappropriate footwear may result in
Work, Health & Safety risks for the employee when working at an OSHC Service. Examples of
non acceptable Happy Haven OSHC sites (Department for Education premises) and on
excursions footwear:
o Thongs
o Heels greater than 3cm
o Shoes or sandals without a both front and back straps
o Non enclosed shoes

Fingernails
• Happy Haven has an expectation that fingernails be of a safe length and shape to minimise Work
Health and Safety risks for the employee and children at Happy Haven OSHC. Risks include:
o Personal hygiene
o possible contamination during food preparation
o accidental scratching to children during interactions
o unintentional finger marks on child if having to restrain or rescue a child unexpectedly
or in an emergency.
o dangerous and/or restrictive in the way of WH&S e.g. torn back during ball games,
children could run in to them.
•

The following are considered unsafe:
o Nails, either natural or artificial should not be shaped to a point, or have pointed/sharp
edges
o Nails, either natural or artificial should not exceed 0.6cm in length
o Nails, either natural or artificial should not have any offensive pictures or graphics

•

When preparing food it is recommended persons with artificial nails or nail polish wear food
grade gloves when handling food.

Personal Hygiene
To maintain professionalism and the comfort of all in the workplace, Happy Haven OSHC
employees are expected to maintain their personal hygiene.
•
•

To maximise the comfort of others and avoid allergies and reactions, strong fragrances are not
permitted to be worn in the workplace.
To maintain professionalism and the comfort of all in the workplace, Happy Haven OSHC
employees are expected to keep their hair clean and tidy. Long hair should be tied back when
working with children and when preparing food if a hair net is not worn.

Last updated: 10/03/21

Document approved by: Nicholas Smith

Page 3 of 3

Happy Haven OSHC Policy
Educator Work Performance Management
Policy Statement
Staff work performance management has a variety of aims including but not limited to
improving the quality of the service, increasing individual educators work capacity and
efficiency, and making work more rewarding and enjoyable. The work performance
management processes should engage employees through ongoing professional learning,
shared practice and professional relationships. The processes should look to inspire
performance improvement, build professional capacity, and establish and maintain systematic
recognition, feedback and accountability mechanisms. They also allow timely and reasonable
intervention by service leaders to manage instances of unsatisfactory performance.

Objectives:
All processes must comply with Australian Government, State Government legislative requirements
and industrial instruments , refer to the Department for Education (DfE) Performance and
Development Policy
https://www.education.sa.gov.au/sites/default/files/performance-and-developmentpolicy.pdf?v=1593569096
The work performance management process should be underpinned by
• Fairness, equity and trust
• Mutual respect, understanding and responsibility
• Openness to learning and change
• Performance processes that are integrated into day-to-day workplace practices
• Accountability through professional conversations and authentic feedback
• Recognition and reward
• Work-life balance
• Supportive and safe working environments
• Access to effective and relevant professional development
• Commitment to improve outcomes for children and families
The steps involved in a formal work performance management process can include
• Using a self-evaluation tool to assess past performance
• A peer appraisal tool
• Ongoing educator observations conducted by the Director/ Happy Haven Management
• A formal interview between each employee and the Director/Happy Haven Management.
For Leadership Staff, Happy Haven Management will conduct the formal interview.
The formal interview must
• Clearly state the expectations of the employee’s position based on the job description and
identify key performance measures for each position
• Have a positive focus geared towards future improvement
• Include an agreed action plan written and signed by both parties to be implemented over
the next year
The appraisal process will be reviewed at least every two years by all parties undertaking the
process
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Fees
Happy Haven OSHC aims to provide a quality OSHC service. Fee levels will be set by Happy Haven
Management each year and approved by the Governing Council/ School Board, on completion of the
annual budget and according to the service's required income. Our main source of income is derived
from fees, and therefore there is a requirement for families to make regular fee payments. It is the
parents’ responsibility to ensure they are eligible and assessed as appropriate by Services Australia.
Procedure:
Setting Fees
• Happy Haven Management will set the required fee level to meet the services budget
• The Advisory Committee/ School Board are responsible to monitor the fee structure and any increase
in fees
• The fee level will be reviewed as needed
• Families will be given 30 days’ notice of any fee increase
• Fees will be adjusted annually in line with the CPI increase
• Refer to fee schedule in the Service’s Family Handbook for current fees
• There will be a one off fee upon enrolment for each new family enrolling in the service – a new family is
defined as one which has never used Happy Haven OSHC before, or one that has not accessed Happy
Haven OSHC for a period of one year (365 days) or longer
• The above procedure does not include families accessing one off emergency care
Fee payment
• The service’s payment method is via direct debit
• Alternative payment methods may be approved by Happy Haven management in exceptional
circumstances.
• A payment statement/invoice in accordance with Australian Government Child Care Provider
Handbook will be provided. In line with Department for Education Skills and Employment
recommendations, family invoices will not be issued prior to CCS entitlement being confirmed and using
an estimate. Families will instead be able to access on a weekly basis a joint statement of entitlement
and invoice in arrears.
https://www.education.gov.au/child-care-provider-handbook-0
•
•
•
•
•
•
•
•

Hours/sessions of care will be recorded in accordance with Australian Government requirements
Casual emergency care will require an enrolment to be filled out upon collection of all non enrolled
children. It is essential that contact details and direct debit details also be collected at this time.
Fee payments will be banked as required
Details of a family's fees and accounts will be confidential and stored appropriately
Families may request a copy of account records at any time
Parents should tell the service of their child's inability to attend as soon as this is known
For any cancellation of bookings or addition of casual bookings, refer to the fee schedule for individual
services
Child Care Subsidy (CCS) is paid for up to 42 days absence per financial year across all approved
childcare services – the service will comply with requirements set out from the Child Care Provider
Handbook, section 13
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https://www.education.gov.au/child-care-provider-handbook-0
•
•
•

Additional Childcare Subsidy can be approved at the Director’s discretion in consultation with Happy
Haven Management for extreme circumstances or long-term illness as outlined in the Child Care
Provider Handbook, section 13
Payments of fees must occur weekly or fortnightly
Parents who provide us with an email address will be provided with their account details weekly to the
nominated email address. All families will be provided with a statement week 1 of each term for all
bookings since their last statement. Accounts will be provided upon individual requests from parents

Parent Entitlement for Fee Assistance
• CCS will be deducted from fees in accordance with Australian Government requirements (as outlined
in Family Assistance Law – Division 2)
• Families will only be eligible for CCS if OSHC enrolment and attendance records are accurately
completed and signed by the parent, the enrolling carer must also incur a liability to pay for the session
of care under a complying written arrangement (CWA – defined in subsection 200B(3) of the Family
Assistance Administration Act)
• Families will not be eligible for CCS for any days that their child is absent for days booked prior to their
first day of attendance and/or after their last day of attendance – families will be charged full fee in these
instances
• All documentation relating to CCS will be kept for the specified period of time and made available to
Australian Government officers on request
• Families who cannot afford fees, due to exceptional sudden unforeseen or short-term financial
difficulty, will be assisted where possible and/or provided with information of other possible avenues
of financial support, including Additional Child Care Subsidy
• It is the carer’s responsibility to apply for Child Care Subsidy and ensure they have a current assessment
notice. Failure to comply with the Family Assistance Office will result in full fees being charged.
• Accounts paid by a third party are not eligible for CCS, as CCS is only payable for childcare fees
attributed to an individual person.
• An individual may be eligible for Additional Child Care Subsidy (ACCS) if they meet the eligibility criteria
for CCS and some additional criteria (as per Family Assistance Law – Division 3).
• Happy Haven as an Approved Provider may also be eligible for ACCS if meeting all of the criteria of
Family Assistance Law – Division 3, subsection 85CA (2)(3) & (4). If a Certificate for ACCS (child
wellbeing) is to be provided for the purpose of accessing this subsidy, the certificate must comply with
Family Assistance Law – Division 3, subsection 85CB, 85CC and 85CD.
Management of Child Care Subsidy
Happy Haven uses Fully Booked, a Government approved Child Care Software package, for the administration
and management of Child Care Subsidy. Fully Booked is registered to transact with both the Child Care Subsidy
System (CCSS) and Inclusion Support Management System (ISMS), and has undertaken to abide by the CCSS
and ISMS IT Security and Development Principles for Software Providers. Each Happy Haven employee will be issued
an individual and password protected log in to Fully Booked. Educators who are not acting as a Responsible
Person will have access to Child Care Software information excluding any Child Care Subsidy or family financial
information. The Responsible Person in charge of each session will have access to Child Care Software
information limited to each child’s personal information, authorised contacts and health information only. They
are responsible for marking the attendance role, ensuring its accuracy, and finalising sessions at the completion
of each care component so that Child Care Subsidy can be correctly applied to carer accounts. Happy Haven’s
Family Liaison Manager has responsibility for ensuring all enrolments, attendance submissions and fee advice
as prescribed in National Law and Family Assistance Law. The Family Liaison Manager will have thorough
knowledge of the Child Care Provider Handbook, ensure awareness of updates to this handbook and Family
Assistance Law, and ensure all claims are in accordance with the correct enrolment type (i.e. Complying Written
Agreement, Arrangement with an Organisation or Additional Child Care Subsidy). The Chief Relations Officer
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and Family Liaison Manager are responsible and accountable for ensuring only those with the need, knowledge
and training are provided PRODA access.
Overdue Fees
Parents with overdue fees will be encouraged by the Director to discuss any difficulties they may have in
meeting payments and to make suitable arrangements to pay. If this is not done, or the agreed arrangements
are not kept, the following procedure will apply:
• After two weeks overdue – parents will be contacted, advising that their child's place will
be cancelled if the account becomes three weeks overdue. Parents will be reminded that
they are encouraged to discuss payment difficulties and make suitable arrangements to
pay with the Director
• After three weeks of non-payment-if no arrangements to pay have been made, or if made
and not kept, the place will be cancelled with written notification to the parents/caregiver.
The unpaid fees may be passed to our agent for collecting unpaid fees and/or Civil Court
Action may be taken (See bad debts S2-1)
Late Collection
• A late collection fee will be imposed to cover Educator wages and inconvenience when children are
collected after closing time
• Special circumstances will be given consideration in relation to collection of late fees.
• See fee schedule for current late fees
Happy Haven OSHC Employees
• Happy Haven OSHC recognise that many staff utilise our services to care for their children. Keeping in
mind that some employees are required to undertake a shift at late notice, Casual Fees for all Happy
Haven OSHC employees will be waived
• Late Collection fee will also be waived for the Happy Haven OSHC Employee when the fee is charged
as a result of the employee being required to extend their Happy Haven shift past the closing time, as
approved by the Responsible Person

Reference:
https://www.education.gov.au/child-care-provider-handbook-0
Part 4.5 Relationships with Children, 156 (1) & (2) – Relationships in Groups
Part 4.7 Governance and Leadership, Division 2, 168 – Education and care service must have policies and
procedures
Part 4.7 Governance and Leadership, Division 2, 172 – Notification of change to policies and procedures
Part 4.7 Governance and Leadership, Division 3, Subdivision 2, 177 – Prescribed enrolment and other
documents to be kept by approved provider
Part 4.7 Governance and Leadership, Division 4, Subdivision 2, 181 – Confidentiality of records kept by
approved provider
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Happy Haven OSHC Policy
Finance General Information
Policy Statement
We aim to provide a quality service that meets the needs of the children by providing them
with the resources they require and meets the needs of the parents by providing affordable
care. Happy Haven is responsible for all financial aspects of the service and will ensure that all
funding, government legislation and acts are adhered to, and that clear records of all the
financial transactions are recorded and stored for the required time in a secure place.

Objectives:
Subheading
•

Strategies:
References:

Last updated:
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Happy Haven OSHC Policy
Financial Management
Policy Statement
Responsibility for financial planning and management of Happy Haven OSHC lies with Happy
Haven Management

Objectives:
•

•
•

•

Happy Haven Management will be responsible for payment of staff wages fortnightly
according to appropriate Award entitlements and for ensuring all payments are made,
including superannuation contributions, deductions, long service leave entitlements and tax
deductions
Financial records will be kept for a minimum of seven years (see Records Policy) and will be
available for inspection by Australian Government officers
Financial records must be maintained to enable compliance with any agreement with the
Australian Government in respect of Recurrent Grants for OSHC Services, any requirement in
the agreement in respect of CCS funding, other legislative requirements such as Income Tax
Assessment Act 1936 (Commonwealth) Superannuation Guarantee Charge Act 1992
(Commonwealth) and Children’s Services Award 2010 requirements.
Happy Haven Management will allocate sufficient funds in the budget to ensure a healthy and
safe environment in compliance with Department for Education, National Quality Standards,
Australian Standards and the Work Health and Safety Act (2012)

Last updated:
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Happy Haven OSHC Policy
Fraud Prevention and Data Integrity of Child Care Subsidy
Policy Statement
As an organisation responsible for the management of large amounts of funds coming from tax payers,
Happy Haven OSHC acknowledges the tight accountability as an Approved Provider, and as an
employer of individuals who have access to information relating to Child Care Subsidy. Checks and
balances must be in place and adhered to in order to prevent, identify, and respond to instances of real
or perceived fraudulent behaviours.

Objectives:
•
•
•

•
•

•
•

•
•

•

All employees of Happy Haven OSHC must be Fit & Proper for the role they hold.
All employees must complete a pre-employment declaration (currently housed in our
SharePoint landing page)
All employees accessing PRODA or CCS information, and/ or who have Management or
Control of an Education and Care Service must hold a National Police Clearance and must also
meet the requirements of a Fit and Proper Person as outlined in National Law Act 2010, Part 2,
Division 1, Sections 12 & 13, and also as outlined in Family Assistance Legislation Amendment
(Jobs for Families Child Care Package) Act 2017 section 194
Fraud is defined as: dishonestly obtaining a benefit, or causing a loss, by deception or other
means. The benefit does not have to be financial. It may include manipulating Fully Booked to
benefit a family user.
The individual who is either dropping off or collecting a child in care must be the person who
signs the attendance record on our Child Care Software (Fully Booked). The only exception to
this is during periods of heightened COVID-19 risk minimisation strategies being mandated by
the South Australian government prohibiting carers from entering the school grounds and/ or
OSHC premises.
A dedicated Family Liaison team will be responsible for overseeing the administration and
management of Child Care Subsidy and family gap payments so as to reduce the risk of
fraudulent activity, and more easily identify the perpetrators of any fraudulent activity.
The Family Liaison Team are responsible for ensuring all enrolment and attendance
submissions are as prescribed in the Family Assistance Law. This includes:
o Enrolment data and Child Care Subsidy claims
o CCS Claims and records are in accordance with the enrolment arrangement type (i.e.
Complying Written Arrangement, Arrangement with an Organisation, or Additional
Child Care Subsidy Arrangement)
The Family Liaison Team will have thorough training and knowledge in the application of the
Child Care Provider Handbook as published by the Department for Education, Skills and
Employment
Each school Term, a two week period will be identified for each care type for each service,
whereby an audit of sign in and out data will be conducted by the Family Liaison Manager. This
will include ensuring that it is not the educator who is signing children in or out. This will ensure
CCSS has been claimed as per Family Assistance Law and the Child Care Provider Handbook.
As part of our debt management process, the Families Liaison Manager will periodically audit
debt data, including the assurance that all families that have had CCS paid to their account
have made some form of gap payment. If it is identified that a family has not made any payment
of gap fees, or whereby the Families Liaison Manager has reason to believe that fraudulent

Last updated 17/08/2021
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•

activity may have taken place, then Child Care Subsidy on the account will be cancelled and
returned to DESE.
Happy Haven OSHC takes a zero tolerance approach to fraud. This means we will assess and
investigate the circumstances of alleged fraudulent behaviour, take action to deal with proven
fraudulent behaviour through criminal, disciplinary or administrative processes, and seek
recovery (for Happy Haven or other agencies) of misappropriated funds and assets.

References:
Part 4.7 Governance and Leadership, Division 4, Subdivision 2, 181 – Confidentiality of records kept by
approved provider
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Happy Haven OSHC Policy
Fully Booked Personnel Group Allocation
Policy Statement
Different members of staff within Happy Haven will require different authority to access information
on our Child Care Software, Fully Booked. Accessbile information should reflect the nature of the
individual’s role, giving them the information they need to ensure the safety of children in their care.
Members of the Family Liaison Team and our management group will require more detailed and
personal information such as family’s financial arrangements with us, and their Child Care Subisdy
status.

Objectives:

Job Role
Unqualified

Qualified Director

Access
Requirements
Access All Restricted
Dashboards
Access All Services
Access Business Logs
Accounts – Bookings
Read
Accounts – Bookings
Write
Accounts – Full Read
Accounts – Limited
Read
Accounts – Payment
Read
Accounts – Payment
Write
Accounts –
Statements
Accounts – Write
Auto Charge &
Statements
Business
Configuration
Business Content
Last updated 17/08/2021

X
X
X
X
X
X
√
X
X
X
X
X
X
X

X
X
X
√
√
√
X
√
X
√
X
X
X
X
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X
X
X
√
√
√
√
√
√
√
√
X
X
X

Senior
Leadership

X
√
√
√
√
√
√
√
√
√
√
√
√
√
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Job Role
Unqualified

Qualified Director

Access
Requirements
CCMS – Read
CCSS – Read
CCSS – Write
Checklist
Checklist – Review
Checklist – Review
Confidential
Daily Attendance
Operations – Add
Child / Account
Daily Attendance
Operations – Full
Read
Daily Attendance
Operations – Full
Write
Daily Attendance
Operations – Limited
Read
Daily Attendance
Operations – Limited
Write
Finalised Attendance
– Read
Finalised Attendance
– Write
Finance
Forms – Full Write
Forms – Limited
Write
Forms - Read

Last updated 17/08/2021

X
X
X
√
X
X
√

X
X
X
√
√

Senior
Leadership

√

X
√
√
√
√
√
√

X
√
√
√
√
√
√

√

√

√

√

√

√

√

√

X

√

√

√

X

X

√

√

√
√
X
√
X
X

√
√
X
√
√
√

√
√
√
√
√
√

√
√
√
√
√
√
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Job Role
Unqualified

Qualified Director

Access
Requirements
Manage Checklists
Manage Services
Manage Users
Reports
View Access:
Business
View Access: Support
View Access: Service

X
X
X
X
X
X
X

X
X
X
X
X
X
X

X
X
X
√
X
X
X

Senior
Leadership

√
√
√
√
√
√
√

References:
Part 4.7 Governance and Leadership, Division 4, Subdivision 2, 181 – Confidentiality of records kept by
approved provider
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Happy Haven OSHC Policy
Grievances
Happy Haven OSHC fosters positive and harmonious relations between all levels of management, educators,
families, children and the community. Every stakeholder has the right to a harmonious and responsive working
environment. Solutions are sought to all disputes, issues or concerns that affect the operation of the service in
a fair and prompt manner. The procedure encourages ownership of issues and participation in the resolution
process. The highest standards of confidentiality will be always practiced. It is important that all stakeholders
are aware that any type of unfair treatment, bias, aggressive behaviour or harassment is unacceptable

Objectives:
Any grievance must be reported using the online form through the educator portal of the website. All
complaints and grievances must be kept on record indefinitely.
Committee Grievance (see Licence and Services Agreement 201426 Disputes)
• The parties must attempt to resolve any disputes between them by discussion (parties meaning: The
Minister, Governing council, Advisory committee and Happy Haven OSHC).
• If disputes cannot be resolved, they will be referred to the committee for resolution. (Committee
meaning the advisory committee). Each party must provide written notice of the dispute and that
party’s position on the issues specified in the notice.
• In the event of a dispute arising which the Committee has been unable to resolve within 14 days, the
dispute will be referred by the Committee to the relevant DfE Regional Director (or his or her nominee),
the Chairperson of the Governing Council and Happy Haven OSHC Management for resolution.
• If the dispute is not resolved within 28 days (or shorter time if the circumstances require) then the
dispute may be referred to an independent mediator mutually agreed by the parties or, failing
agreement, to an independent mediator nominated by the President or Acting President of the Law
Society of South Australia.

Parent Grievance
• Parents will be provided with clear written guidelines about the service's philosophy, policies and
procedures, as well as information detailing grievance procedures in the Family Handbook (see below for
our Grievance Flowchart). The Parent Grievance Procedure Flowchart will also be displayed at each service.
https://www.education.sa.gov.au/department/feedback-and-complaints/raising-complaintdepartment-education

Last updated 27/07/2021
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•
•
•
•

•

If the grievance is relating to the service’s policies and/or procedures the parent should detail their
concern/issue in writing (the parent should be as clear as possible, outlining the issue, including how this
impact on their child/family and provide suggested outcomes)
The parent should arrange a suitable time to discuss their grievance with the OSHC Director. (The
Director* will then investigate the issue and follow up with all parties)
If, after discussion with the relevant parties, the parent feels the matter is unresolved, they should take
the matter up with Happy Haven Management for resolution.
Grievances investigated by the Director and Happy Haven Management may involve, interviews with
both parties and witnesses; assessment of relevant documentation e.g. job description, policies etc;
preparation of clear description of issues; arranging a formal meeting between parties (At all formal
grievance resolution meetings all parties are entitled to invite a support person to attend. This person
does not provide input to the meeting but may offer support and advice to their party during the
meeting). Parties will be notified in writing and informed of the decision by Happy Haven management
If the parent remains dissatisfied with a Happy Haven Management decision, they can contact outside
agencies including Department for Education, Department for Education, Skills and Employment and
the Education Standards Board

Child Grievance
• Children are encouraged to talk directly with the person they have a grievance with, alternatively they
can approach an adult they feel comfortable with and ask them to follow the grievance procedure for
them. (see below for our Grievance Flowchart)
https://www.education.sa.gov.au/department/feedback-and-complaints/raising-complaintdepartment-education
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•
•
•

An informal and anonymous way children can air their grievance is by placing a comment in the
suggestion box.
Where appropriate or where the complaint is unresolved, children will be encouraged to inform their
parents of their concerns
Regular child feedback and suggestions are sought in order to reduce the likelihood of a grievance
occurring

Educator Grievance
• Grievances will be addressed in accordance with the Fair Work Act (1994), and the Children’s Services
Act (1985)
• The educator with a grievance should discuss the problem with the relevant person in a quiet area and
in a professional manner
• If after discussion with the relevant person, the educator feels their grievance is unresolved, they must
notify the Director of the issue
• The Director will investigate the grievance with all parties concerned
• Once a decision has been made all parties will be advised of the outcome
• Grievances investigated by the Director or nominee may involve interviews with both parties and
witnesses; assessment of relevant documentation e.g. job description, policies etc; preparation of clear
description of issues; arranging a formal meeting between parties (At all formal grievance resolution
meetings all parties are entitled to invite a support person to attend. This person does not provide input
to the meeting, but may offer support and advice to their party during the meeting)
• If the grievance is with the Director, the educator is encouraged to discuss the issue with the Director,
if this is not possible or if the issue remains unresolved the educator could then discuss the issue with
the Director’s line manager
• If the educator still feels, after discussion with the Director (or the Director’s line manager), their
grievance is unresolved, they should seek assistance from other appropriate outside agencies such as
their union or Safe Work SA
• Independent mediation can be requested by any party at any stage of this process
Complaints Handling
• Upon receipt of a complaint from a member of the community who is not directly involved in the service,
the educator who is approached will listen fully to the complaint, and attempt to resolve the issue if
possible and practical – discussion should be conducted discretely and away from children
• If the complainant is aggressive or abusive in any way, the educator will attempt to remove any children
present from the area and immediately notify the Director or Responsible Person
• If the educator is unable to resolve the complaint, they will direct the complainant to the Director or
Responsible Person on duty
Last updated 27/07/2021
Document Approved by: Nicholas Smith
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•
•

If appropriate, the Director or Responsible Person on duty will then attempt to resolve the issue
If the member of the community is dissatisfied with the response of the Director or Responsible Person,
they will be referred to put their complaint in writing to Happy Haven management. Parties will be
notified in writing and informed of the decision by Happy Haven management

References:
Department
for
Education.
Raising
a
Complaint
with
The
Department.
https://www.education.sa.gov.au/department/feedback-and-complaints/raising-complaint-departmenteducation
Part 4.7 Governance and Leadership, Division 2, 168 – Education and care service must have policies and
procedures
Part 4.7 Governance and Leadership, Division 3, Subdivision 1, 173 – Prescribed Information to be displayed
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PARENT GRIEVANCE PROCEDURE
Talk to the Responsible
Person in charge of the
session

You can find out who this is by
looking at the display in the parent
area.

Dissatisfied with Decision

Talk with Service Director

Please allow two working days to
resolve or refer.

Satisfied with Decision
Dissatisfied with Decision

Talk with Happy Haven
Management
8155 5444

Please allow Ten working days to
resolve or refer on

Dissatisfied with Decision.

Contact Regulatory
Authority, DESE or OSHC
Advisory Committee

Regulatory Authority:

OSHC Advisory Committee

Email:
Refer to School Principal in writing.
esb.earlychildhoodservices@sa.gov.au
Phone: 8226 0077
Fax: 8226 1815
Family Assistance Law related complaint
To be addressed to the Department of
Education, Skills and Employment
Email: topoffline@dese.gov.au
Phone: 1800 664 231
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Happy Haven OSHC Policy
IT Security Incident Reporting
Policy Statement
Compromises in security can potentially occur at every level of IT from an individual's desktop computer to
the largest and best-protected systems within Happy Haven’s IT environment. Incidents can be accidental
incursions or deliberate attempts to break into systems and can be benign to malicious in purpose or
consequence. Regardless, each incident requires careful response at a level commensurate with its potential
impact to the security of individuals and the organisation as a whole.

Objectives:
For the purposes of this policy an "IT security incident" is any accidental or malicious act with the potential to:
•

result in misappropriation or misuse of confidential information of an individual or individuals,

•

significantly imperil the functionality of the information technology infrastructure,

•

provide for unauthorized access to Happy Haven resources or information,

•

allow Happy Haven information technology resources to be used to launch attacks against the
resources and information of other individuals or organizations.

In the case when an IT security incident is determined to be of potentially serious consequence, the
responsibility for acting to resolve the incident and to respond to any negative impact rests with Happy Haven’s
appointed Managed Services Provider (MSP) rather than individuals. Happy Haven has established procedures
as its authority in developing response plans to serious IT security incidents. As described below, reports of IT
security incidents will be forwarded to MSP. The MSP follows protocols in determining what actions should be
taken and depending upon the nature of the security incident will determine whether incidents should be
handled within the purview of Happy Haven or by security specialists within MSP. In some cases, after
consultation with Happy Haven’s Senior Leadership Team, the MSP may escalate the incident to law
enforcement.
This document outlines the procedures individuals should follow to report potentially serious IT security
incidents.
Because viruses and worms can reduce the functionality or otherwise affect the Happy Haven IT and
communication environment, individuals are expected to:
•

prevent computer equipment under their control from being infected with malicious software by
exercising caution when opening up unfamiliar files received via email, internet or removable media

•

take immediate action to prevent the spread of any acquired infections from any computers under their
control.

Assistance is available from Happy Haven’s Managed Services Provider to limit the impact of any infection and
to taken responsibility for its removal.
Reporting and Responding to IT Security Incidents
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Individuals
•

Should attempt to stop any IT security incident as it occurs. Powering-down the computer and
disconnecting it from the network will stop any potentially threatening activity.

•

Report IT security incidents to the Happy Haven MSP. Support staff will help you assess the problem
and determine how to proceed.

•

Following the report, individuals should comply with directions provided by IT support staff or CIO to
repair the system, restore service, and preserve evidence of the incident.

•

No retaliatory action should be taken against a system or person believed to have been involved in the
IT security incident. All response actions should be guided by Happy Haven

Happy Haven’s Managed Services Provider is currently:
New Future IT (NFIT)
https://newfutureit.com.au/
ithelpdesk@newfutureit.com.au
1300 861 477

References:
Part 4.7 Governance and Leadership, Division 4, Subdivision 2, 181 – Confidentiality of records kept by
approved provider
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Happy Haven OSHC Policy
Leave Entitlements
Policy Statement
Happy Haven OSHC aims to provide leave to employees in way which benefit both educators
and the service. Educators are entitled to leave as provided by the Children’s Service Award
2010 and the National Employment Standards (NES) and the service will comply with the
requirements as stated in these documents. The service will especially try to support
educators that require leave to fulfill their family responsibilities.

Objectives:
Public holiday entitlements, annual leave, personal/carers leave and compassionate leave provisions
apply to educators employed on a permanent basis. Long service leave and leave without pay
provisions apply to all educators.
•
•

•
•
•
•
•
•
•
•
•

The Director/ Happy Haven Management is responsible for allocating and approving leave,
using a planned approach.
All leave must be applied for with as much notice as possible, and must be done through
completing an Application for Leave of Absence form. At least four weeks’ notice must be
given when applying for annual leave where possible, and at least six weeks’ notice must be
given when applying for long service leave where possible.
During the Christmas closure period, educators will be directed to take annual leave. If an
employee has accrued an excessive amount of annual leave they may also be directed to use
this leave.
The Director/ Happy Haven Management will give educators written approval/non-approval
for annual leave within five business days of receiving the application
Once leave has been approved, it can only be changed by agreement between the educator
and the Director/ Happy Haven Management
Educators must supply a medical certificate for sick leave when requested
The Director/ Happy Haven Management will consider requests for leave based on the needs
of both the service and the educator
Educators should use all available paid leave before applying for leave without pay
Leave without pay will not break service but will not count for accrual of benefits
Employees will be paid compassionate leave in line with the NES
For more information on these topics please refer to the Fair Work Act 2009
https://www.fairwork.gov.au/about-us/legislation, National Employment Standards
https://www.fairwork.gov.au/employee-entitlements/national-employment-standards, and
the Children’s Services Award 2010
https://www.fwc.gov.au/documents/documents/modern_awards/award/ma000120/defaul
t.htm

Last updated:
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Happy Haven OSHC Policy
Miscellaneous Fees
Policy Statement
The service need to recoup funds whereby a particular family causes a greater financial
burden on the service without this burden being carried by all families. This may occur when a
particular family or families require the service to allocate extra funds or goods in caring for
their child that is above what would be expected for all other children.

Objectives:
•
•
•
•
•

Happy Haven Management will set miscellaneous fees as needed
Parents will be notified of any miscellaneous fees incurred
In extenuating circumstances the Director or nominee (Staff Member In Charge) can
approve miscellaneous fees without prior approval from parents, for example in the case of
a child on an excursion with no lunch and contact with parents is not possible
The service will attempt to remind families and take measures to avoid families needing to
pay miscellaneous fee where possible
See fee schedule in appendices for miscellaneous fee charges

Last updated:
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Happy Haven OSHC Policy
Notifications to DESE
Policy Statement
As an Approved Provider, Happy Haven has an obligation to ensure the agencies with which we deal
have accurate and up-to-date information about our organisation and employees.

Objectives:
The following tables articulate notifications required to be made to the Department for Education, Skills and
Employment (DESE) – all notifications can be made through Fully Booked or the PEP. Under Family Assistance
Law, a person may commit an offence and is liable to a civil penalty if the Provider does not give DESE written
notice of the above matters within the required timeframes.

Matters to be Notified

Timeframe for Notification

The total hourly fee charged by the service for care
for each approved childcare service of the provider
(before any fee reduction amounts or other rebates
or discounts) as set out in any policy or advertising
information provided to individuals who enrol their
children with the service. Any change to the fee
information.
The hours and days on which each approved
childcare service of the provider operates, with
opening and closing times notified in 24-hour
format. Any change to the operating hours
The number of anticipated vacancies that the
provider has available to fill in each of its approved
childcare services for each day of the following week
(beginning on a Monday).
A vacancy is an ongoing full-session vacancy.
Ceasing to operate an approved childcare service:
• to avoid being in breach of a law of the
Commonwealth, a state, or a territory
• due to circumstances beyond the provider’s
control when 42 days’ notice cannot be given
Change of physical or postal address of:
• the provider
• the premises from which any of the
provider’s approved childcare services
operate.
Change to the name of:
• the provider
• any of the provider’s approved childcare
services, including evidence of name change

Within 14 days of any of the following:

Last updated 17/08/2021

•
•
•

commencement of the service
notice of approval of the service
any change

Within 14 days of:
• commencement of the service
• notice of approval of the service
• any change.
By 8.00 pm (AEST) each Friday

Within 24 hours after ceasing to operate the service.

No later than 30 days before the change or, if the
change was not foreseeable at that time, as soon as
practicable.
Within 14 days after the change.
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Matters to be Notified

Timeframe for Notification

Change of any of the following contact details of the
provider or of any of the provider’s approved
childcare services:
• email address
• website
• telephone number
• fax number
Information about any new person with
management or control of the provider (including
any person who becomes responsible for the dayday operation of any of the provider’s approved
childcare services) The information must include:
• the name and contact details of the new
person
• a declaration that the provider has
undertaken all background checks required
for the new person, together with details of
the new person’s working with children card,
if applicable.
Change of the name or contact details for any
person with management or control of the provider
(including any person who is responsible for the daytoday operation of any of the provider’s approved
childcare services).
The provider becomes aware, because of a
background check undertaken for a specified
person, that the person:
• has a serious conviction or finding of guilt for
any of the following offences under a law of
Australia or of a foreign country
- an indictable offence punishable
by
a maximum of two years imprisonment or
40 penalty units
- an offence involving violence or a sexual
offence
- an offence involving fraud, stealing or
dishonesty
• is an undischarged bankrupt,
• or was a director or secretary of a
corporation when the corporation went into
administration, receivership, or liquidation,
or at any time during the 12 months
beforehand.

Within 14 days after the change.

Last updated 17/08/2021

Within seven days after the new person becomes a
person with management or control

Within seven days after the provider becomes
aware of the change

Within seven days after the provider receives a
record of the check.
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Matters to be Notified

Timeframe for Notification

An event or circumstance in relation to a person
with management or control of the provider
(including a person responsible for the day-to-day
operation of any of the provider’s approved
childcare services) that reasonably indicates that
the person is not likely to be a fit and proper person
to be involved in the administration of Child Care
Subsidy.
A person stops having management or control of the
provider (including when a person stops having dayto-day responsibility for the operation of any of the
provider’s approved childcare services). The
provider must also notify the Secretary of the
Department of Education, Skills and Employment of
when, and the reason, the person stopped having
management or control of the provider.
An educator obtains a childcare qualification from a
registered training organisation and the provider or
person with management or control has an interest
in that registered training organisation by virtue of
which the provider or person owns, operates,
controls, or carries out the registered training
organisation, and either
• it appears that the educator has not
obtained the qualification solely on her or his
own merit
• the qualification has otherwise been
obtained in circumstances that might be
perceived as demonstrating a conflict of
interest
A provider or a person with management or control
of the provider obtains an interest, or is likely to
obtain an interest, in a business which may affect
their ability to comply with Family Assistance Law,
where the approval may benefit the business or
where a conflict of interest might reasonably be
perceived to exist.
Change in the status of a working with children card
for anyone who is required to have such a card
under section 195D of the A New Tax System
(Family Assistance) (Administration) Act 1999—for
example, if the card is amended, suspended, or
revoked.
The provider enters into administration,
receivership, liquidation or bankruptcy, and the
details of this event.
Unexpected closure of any of the provider’s
approved childcare services due to unforeseen
circumstances.

Within seven days after the provider becomes
aware of the event or circumstance.

Last updated 17/08/2021

Within seven days after the person stops having
management or control of the provider.

Within seven days after the provider becomes
aware of the matter.

Within seven days of the provider becoming aware
of the matter.

Within 24 hours after the provider becomes aware
of the change of status.

Within 24 hours after the event
Within 24 hours after the closure
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A serious conviction or finding of guilt of a person
with management or control of the provider
(including a person who becomes responsible for the
day-to-day operation of any of the provider’s
approved childcare services)

Within 24 hours after the provider becomes aware
of the charging, conviction or finding of guilt.

References:
Part 4.7 Governance and Leadership, Division 3, Subdivision 1, 174 – Time to notify certain circumstances
to Regulatory Authority
Part 4.7 Governance and Leadership, Division 3, Subdivision 1, 175 – Prescribed information to be notified
to Regulatory Authority
Part 4.7 Governance and Leadership, Division 3, Subdivision 1, 174 – Time to notify certain information to
Regulatory Authority
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Happy Haven OSHC Policy
Personal Use and Misuse of Happy Haven Property
Policy Statement
This policy provides clarification regarding personal use and misuse of Happy Haven
Property.

Objectives:
This policy is intended to cover all types of Happy Haven property and services, including cars,
supplies, telephones and computer hardware and software, equipment, postal mail, electronic mail
and copying facilities, products from Happy Haven Hires and any other equipment available for Happy
Haven activities. No one shall be permitted to remove for personal use from the buildings or grounds
any property belonging to the Happy Haven, even though it may seem to be of no value. Telephone
service and electronic mail is provided for the purpose of conducting Happy Haven business.
Personal Use of Telephones
Whether local or long distance, personal calls from Happy Haven telephones must not adversely
affect the performance of the employee or the organization and must be of reasonable duration and
frequency. Local personal telephone calls to the Happy Haven may be made and received by
employees on an incidental or emergency basis as long as they are not detrimental to the interests
of the Happy Haven.
Happy Haven Head Office review monthly long distance bills for all staff and will take appropriate
action if unauthorized use of Happy Haven telephones occurs.
Happy Haven Computers and E-mail
Personal use of Happy Haven computers and electronic mail should be restricted to incidental and
emergency use. With the increasing use of electronic communications, staff members should keep
in mind that these messages and materials may be accessed as public records if located in Happy
Haven facilities or equipment. In a number of cases, electronic messages written with the intent to
be humorous, as well as personal or a private conversations, have become public, leading to
subsequent disciplinary action and causing embarrassment to the individuals and the organization.
All communication should be done in a professional and non-discriminatory fashion.

Last updated:
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Happy Haven OSHC Policy
Professional Access
Policy Statement
The service acknowledges there will be times where outside agencies will require access to
the premises for a variety of reasons. The service will act to ensure these agencies conduct
themselves professionally and that there is a little disruption to the children’s program as
possible.

Objectives:
•
•

Any agency wishing to gain access to the premises must sign in/out of the service’s visitor log
Where an agency is accessing the service specifically for an individual child, that child’s
guardian must first give written consent unless authorised by the Children and Young People
(Safety) Act
https://www.legislation.sa.gov.au/LZ/C/A/Children%20and%20Young%20People%20(Safety
)%20Act%202017.aspx

•
•

Approval must be sought from Happy Haven Management prior to entering the site
Access to documentation will be approved in line with Department for Education, Information
Sharing Guidelines, our Confidentiality Policy and as approved by the Children and Young
People (Safety) Act.
https://www.education.sa.gov.au/sites/default/files/information-sharing-guidelines-forpromoting-safety-and-wellbeing-procedure.pdf

Strategies:
References:

Last updated:
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Happy Haven OSHC Policy
Referrals from Other Agencies
In the interests of children’s welfare and protection, access to children referred to Happy Haven OSHC
Service by appropriate agencies will be accommodated wherever possible, while still ensuring the safety
and care of every child at the service.
Procedure:
Happy Haven Management will determine limits on the number of children with additional needs that the
service is able to appropriately care for – the referring agency will be advised of this decision
Acceptance of a referral will depend on a visit from the referring agency (case manager) to:
• Provide information about the referral
• Clarify any special conditions of enrolment
• Provide necessary details about the child’s care arrangements,
• Determine a suitable induction process
• Reach agreement about the cost for providing care and any special requirements, e.g. transport, as well
as fulfilling requirements regarding enrolment
• Consideration of Educator training requirements needed prior accepting enrolment
• Agreement to a debriefing from the case manager at the end of the referral period
Happy Haven Management will determine a fee schedule for referrals prior to enrolment commencing, which
includes contingencies for arrangements such as payment for special transport and/or additional staff support.
Responsibility for payment of fees as set by Happy Haven Management will be negotiated with the referring
agency.
Staff involved in the care of referred children will be provided with relevant information pertaining to the child.
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Happy Haven OSHC Policy
Suspension, Exclusion, and Refusal of Care
Policy Statement
The service reserves the right to suspend or exclude a child’s bookings or enrolment if it is in
the best interest of the service and its children.

Objectives:
Suspension or exclusion from the service will occur when:
•

•
•
•
•

•

•

•
•
•

After all other avenues of communication and support have been exhausted or when after
consultation with the school Principal, we believe a child is in psychological danger as a result
of an unusually prolonged inability to settle into care, or
A child puts one or more children or educators at risk through inappropriate/dangerous
behaviour (see Behaviour Management policy)
If a child is suspended/excluded for behavioural reasons, the length of time will be
determined as appropriate by the Director in consultation with the Regional Director
Bookings for the child being externally suspended/excluded will be cancelled for that period
with no charge being made to parent account. Changes to bookings to siblings made by the
parent must still comply with our cancellation policy.
If a child / collection authority fails to conform to service policies and procedures, one or all
people involved with the booking / enrolment may be excluded from the service. Upon a 1 st
breach, a written warning will be sent to the enrolling carer. Upon a 2nd breach they may be
excluded from the service at the discretion of the Director in consultation with the Regional
Director
If a collection authority is physically or verbally abusive, destroys or damages OSHC property,
or is discriminatory towards anyone in any way, that person and the family associated with
the booking may be immediately excluded from the service at the discretion of the Director
in consultation with the Regional Director. Consideration will be given to the severity of the
behaviour, any mitigating circumstances, and any prior breaches of policy or inappropriate
behaviour as outlined in this procedure.
On swimming excursions, we will not accept bookings for children four years old or younger,
due to a requirement to provide a higher and unmanageable level of supervision and support
(see Policy Access to service and Policy Water Safety).
Children may be excluded from the service if medication is required but has not been
provided by guardian, or if documentation required to provide medication is not current.
Children may be refused care due to over-capacity (According to Australian Government
Priority of Access Guidelines).
If a child is continually collected late from the service, the family may be excluded from care
(see Policy Late Collection).

Last updated:
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Happy Haven OSHC Policy
Children who are not immunised may be excluded from care during outbreaks of some infectious
diseases, even if the child is well

References:
(see also Health policy for policies relating to infectious disease and immunisation, and unwell children
& staff) & (see also Fees policy, which outlines procedures when fees are not paid) & (see also Late
Collection Policy)
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Happy Haven OSHC Policy
Volunteers, Work Experience Students and Visitors
Policy Statement
The service values the contributions of people not employed by us who wish to assist in any
operational or administrational capacity where there is a need or benefit to the service. These
people provide a valuable service, often with a wide range of interests and abilities which
complement our own program. This then provides children with a wider range of interactions
and experiences.

Objectives:
•
•
•
•
•

Any person wishing to volunteer at the service must come with their own Public Liability
Insurance
Volunteers, work experience students and visitors may be accepted to contribute their
services where there is evidence of a genuine interest in the work and there is a genuine need
by the service
All placements by volunteers, work experience students or visitors will be negotiated with the
Chief Officer of Resources
Volunteers and work experience students are supplementary to educator ratios
The Chief Officer of Resources reserves the right to refuse the services of any volunteer, work
experience student or visitor and at any time

The welfare of the children is our highest priority and to ensure the suitability of volunteers and work
experience students they must fulfil the following requirements:
• Attend an interview with the Happy Haven Management
• Fill in and sign a volunteer application form
• Read a copy of the Volunteer Code of Conduct Statement
• Provide references if requested
• Sign a Volunteers Agreement form upon acceptance by Happy Haven Management
• Attend any review meeting as may be organised by Happy Haven Management
• Be subject to a WWCC or valid child-related employment screening check done by DHS. DCSI
screening checks will be recognised until they expire
• Participate in a thorough induction process conducted by the service
When on the premises, a volunteer, work experience student or visitor must sign in/out of the
service’s visitor log and abide by the Volunteer Code of Conduct. Educators must meet their duty of
care by not allowing any volunteer, work experience student or visitor to be alone with the children
at any time.

References:
For further information, refer to DECE’s Volunteer Policy and Screening Guide
https://www.education.sa.gov.au/parenting-and-child-care/volunteers/volunteers-ourworkplace/volunteer-policy
https://www.education.sa.gov.au/working-us/relevant-history-screening/about-working-childrenchecks
Last updated:
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Happy Haven OSHC Policy
Access to the Service
Access for families and children to Happy Haven OSHC Service will be non-discriminatory. Children’s access
to safety and care at the service will be ensured, and the custodial rights of parents to access the service will
be protected. Other persons including members of the community, professionals and students, will be
provided access to the service where it is of benefit to the service. This may include enhancing the program’s
quality, ensuring the protection of the welfare and rights of children and staff, or provide training and
experience to people in the children’s service field.

References:
Part 4.6 Collaborative partnerships with families and communities, 157 – Access for parents
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Happy Haven OSHC Policy
Children Referred from School
Policy Statement
In the circumstance of a child not being collected from school and not being booked into
OSHC, the service may provide care for this child/ren under certain provisions whereby we
are confident we can ensure the safety and wellbeing of the child.

Objectives:
•
•
•
•

The school is to consult with the guardian/ Emergency contact and advise that they intend to
send the child to OSHC, and that the full fee is payable on collection
Relevant enrolment details must be made available to the OSHC service by the school upon
collection/delivery of the child by the school
The custodial parent will be liable for any fees incurred
Full fees will need to be paid upon collection of the child (see Policy Fees), or alternatively a
full enrolment must be completed

Last updated:
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Happy Haven OSHC Policy
Enrolments and Orientation
Enrolments will be accepted according to the Australian Government ‘Priority of Access’ Guidelines.
Enrolments will be considered for Primary school aged children, and upon negotiation with the Director
outside of this. We acknowledge the importance of a thorough induction process to ensure all families feel
welcomed and informed with relevant information prior to their children’s attendance. The service will
ensure accurate and updated information is readily available to enrolling families. Families have an
obligation to ensure accurate, relevant and updated information is provided to the service in order for the
service to provide the best quality of care to their children.
Procedure:
An enrolment form must be completed by each family for each child. Enrolments will be subject to Priority of
Access
Guidelines
(see
https://www.dese.gov.au/early-childhood-and-child-care-casestudies/resources/priority-access-guidelines-child-care-services )
Happy Haven management will determine limits on the number of children with additional needs that the
service is able to appropriately care for – the referring agency will be advised of this decision. Where possible
or appropriate we can refer families to another Happy Haven OSHC service.
On enrolment the guardian will:
• be given an induction to the service (when a parent is not fluent in English, the enrolment interview will,
wherever possible, be conducted in their first language)
• provided with a ‘Family Handbook’
• advised about access to service policies
• required to complete the Enrolment Form.
Enrolment information will be kept in a confidential file. Access to this information is available only to the
Director, service educators, Happy Haven management and Australian Government department Officers
where appropriate. Guardians will have access to their own file (see Confidentiality Policy). It is the responsibility
of a guardian to notify the service of any changes to family circumstances.
Equal Opportunity principles will be observed in relation to access to the service for children, guardians and
staff.

References
Part 4.7 Leadership and Service Management, Division 1, Subdivision 1, 160 (1), (3) & (4) – Child Enrolment Records
to be Kept by Approved Provider and Family Day Care Educator
Part 4.7 Leadership and Service Management, Division 1, Subdivision 1, 161 (1) & (2) – Authorisations to be Kept in
Enrolment Record
Australian Government Department for Education, Skills and Employment, Priority of Access Guidelines for Child Care
Services. https://www.dese.gov.au/early-childhood-and-child-care-case-studies/resources/priority-access-guidelineschild-care-services
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Happy Haven OSHC Policy
Family Contact
Policy Statement
We respect and encourage the rights of families to be involved in their children’s lives. We
encourage open and trusting relationships and communication between the service and
families as we believe it is of paramount importance for the child’s wellbeing and
development.

Objectives:
•
•
•
•
•

Sensitive information about families will be treated confidentially and only shared with OSHC
Educators and other agencies where necessary.
Educators will communicate with families in a positive and supportive manner that
encourages the guardian/child relationship and the guardian/educator relationship
Every effort will be made to treat both guardians equally.
Guardians are encouraged to discuss any issues or concerns they may have about their child
with the Director at a reasonable time
Educators will not discuss with families confidential information regarding any other child or
family within the service.

References:
Part 4.6 Collaborative Partnerships with Families and Communities, 157, (1) & (4) – Access for Parents
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Happy Haven OSHC Policy
Hours of Operation
Policy Statement
We will meet the needs of parents in our community who either work, study or have other
commitments by operating for days and hours that allow them to reasonably get to and from
their work or place of study.

Objectives:
Hours and days of operation for a site will be as outlined in the LSA (Licence & Service agreement)
The service will not operate on Public Holidays and weekends.
The service will have a period of closure over the Christmas Holidays in accordance with the LSA and
as approved by the site’s Governing Council/ School Board.
Happy Haven OSHC may decide to close the service for a specific reason (called OSHC pupil-free days)
where families will be given 30 days’ notice (where possible), this closure needs to be approved by
the school’s Governing Council/ School Board.
Changes to hours of operation and the closure/ opening of care components will be communicated
to families giving the required notice period as outlined in our License and Service Agreement.

Last updated:
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Happy Haven OSHC Policy
Late Collect
Policy Statement
While our service’s operating hours are designed to meet the needs of the community, we
understand there will be circumstances where parents will be unavoidably detained and
unable to collect their child by the service’s closing time. The service will maintain our duty of
care during this period of time; however, measures will be put in place to deter children being
left in our care past the service’s closing time.

Objectives:
•

•
•
•
•
•
•

Parents who are delayed and unable to collect their child prior to the service closing must
telephone the service to advise of their lateness and expected time of arrival, or they should
arrange for collection or emergency contact authorities to collect the child by the service’s
closing time
Parents must keep the service informed of the progress of the arrangement for the child to
be collected
If the parent has not contacted the service and the child has not been collected after the
closing time, the service will attempt to telephone the parent
If this is not possible the service will telephone any contact people listed on the child’s
enrolment form to arrange for the child’s immediate collection
If no-one can be contacted and the child has not been collected 30 minutes after the service’s
normal closing time or at the Director’s* discretion, the police will be contacted and asked to
take responsibility for the child and a mandatory report may be done
In the case of a family collecting their child after the service’s closing time, the service reserves
the right to deny access to care. Exclusion from the service will be considered when this occurs
more than; twice in one week, four times in a month or seven times a year
Company management will be notified immediately if the service is unable to contact any
person listed on the enrolment form, or immediately prior to contacting the police

If a child is collected after the service’s closing time, parents will be charged a late fee in line with
the service’s fees policy and fee schedule.

Last updated:
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Diversity and Anti-Bias
Policy Statement
We will recognise the diversity of cultures in Australia and help foster an awareness and
acceptance of other cultures within each child, through the thoughtful integration of a variety
of cultural activities in the program.

Objectives:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

All activities and behaviour in the service will be considerate of the cultural and linguistic
diversity of the families within the community
Children will be encouraged to explore and share a range of cultural activities and experiences
in an environment free from racial prejudice and harassment
Educators shall accept and value every parent and child regardless of race, cultural
background, religion, sex, ability or sexual preference
Educators will make themselves aware of the specific cultures represented in the families and
general community of the service
No discrimination will be made against any family or child due to their culture, race or sexual
preference
Educators will not be judgemental towards the parents and respect any differences in
childcare practices (with the exception of child protection concerns)
Educators will ensure parents have confidence in the service’s quality of care for their child
by seeking information regarding their cultural issues
Educators will encourage feedback and input from parents in relation to the program, policies
or other issues in the service, which are affected by the families’ culture or race
Parents will be invited and encouraged to contribute knowledge of their own culture to
enhance the overall program
Educators will be provided with training and the sharing of information regarding the various
cultures and multicultural programming as required/requested
Educators are encouraged to share knowledge of their own cultures with other educators,
parents and children and to incorporate this into the program
Educators will make themselves aware of any issues or behaviour, which may be offensive to
the various cultures and avoid possible offensive behaviour
All activities and behaviour in the service will be considerate of the cultural and linguistic
diversity of the families within the community
Where possible parent information will be translated into other languages
Educators shall research and gain ideas regarding appropriate activities to be incorporated in
the program
Educators should be aware of and ensure that festivals and celebrations of many cultures are
included in the program
Cultural awareness should be integrated throughout all activities in the program and reflect
an attitude of respect and positive appreciation for the difference in our society
All activities in the service will be checked to ensure that negative and discriminating images
of particular cultures or lifestyles are avoided.
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Document approved by:

Page 1 of 2

Happy Haven OSHC Policy
References:
Part 4.5 Relationships with Children, 155 – Interactions with Children
Part 4.5 Relationships with Children, 156 (1) & (2) – Relationships in Groups
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Happy Haven OSHC Policy
Gender Equity
Policy Statement
We will help the children develop their full potential regardless of their gender. All children
will be treated in the same manner and provided with the same access to all materials and
equipment.

Objectives:
•
•

•
•
•
•
•
•
•

Educators shall accept and value every guardian and child regardless of sex
Educators are to be aware of the way in which they treat individual children, parents and each
other in regards to language, attitudes, assumptions and expectations, and will treat all
children in the same manner regardless of gender
The program will present positive experiences for the children, which are not based on sex
role stereotypes
All children will be encouraged to try a variety of activities regardless of sex
Resource materials used in the service will as far as possible be non-stereotyped
Educators will provide a range of equipment, which is non-sexist and meets the needs of
children.
Educators should act as positive role models encouraging children to be involved in activities
commonly stereotyped for the opposite sex
Educators will be actively involved in a variety of activities regardless of sex
Every effort will be made to employ educators and from both sexes

References:
Part 4.5 Relationships with Children, 155 – Interactions with Children
Part 4.5 Relationships with Children, 156 (1) & (2) – Relationships in Groups
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Guiding Children’s Behaviour
Policy Statement
Happy Haven is strongly committed to providing a positive environment for children in which to
learn and develop self-esteem. Every effort will be made to ensure that all interactions within the
service are respectful, genuine, and caring. Having a safe, fun and respectful environment for all
stakeholders of the service is of the utmost importance. We place importance on recognising the
need to connect with children and assist them in regulation. Many of the philosophies and practices
Happy Haven expects educators to implement are in line with Connect.Ed and their team of
Behaviour Specialists, and in some cases represent Connect.Ed’s own intellectual property.

Objectives:
•

•
•
•
•
•
•
•

•
•
•

Behaviour expectations will be developmentally appropriate. Positive adult behaviour and role
modelling will promote a warm friendly environment for both children and adults. Educators
will model appropriate, acceptable behaviour by building on each child’s strengths and
achievements and to understand the limits of children’s ability to wait, share, and express
feelings and to cope with tiredness, frustration or disappointment.
Children are to be part of setting the OSHC Service behavioural expectations and will be
knowledgeable of the service’s values and expectations.
Service Directors are responsible for the development of Guidance Support Plans for children
who display challenging behaviour.
Educators must never utilise physical, verbal, or emotional punishment or any punishment that
humiliates, frightens, or threatens a child. Such behaviour may be reported to the police.
At all times it is the behaviour that is described as inappropriate, not the child themselves.
If parents guide their own child’s behaviour within the service, then no form of corporal
punishment or unacceptable language is to be used. If this occurs, then the educator will report
the situation to the Director.
Under no circumstances, should a parent address another child about their behaviour.
Parents will have clear guidelines about acceptable behaviour within the service. Parents will
be involved in determining appropriate strategies for dealing with any behavioural problems.
Educators will be non-judgemental when discussing a child’s behaviour with the parents and
confidentiality will be maintained. Relevant agencies and/or professional advice will be sought
where necessary.
Upon enrolling through Fully Booked, families must consent to abiding by our policies and
procedures, of which there is specific reference to this ‘Guiding Children’s Behaviour’ policy
Children attending the program are expected to respect the rights of others and will be
encouraged to choose safe and respectful behaviour during the sessions.
Directors are encouraged to establish a Calm Corner in their service with sensory / regulatory
resources and activities for children to use at their leisure. Calm Corners are not to be ‘out of
bounds’ as a result of a child misusing the space and resources – instead, educators must work
with all children to ensure safe and respectful use of the space at all times.

Connection Time:
Last updated 17/08/2021
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Research has proven that ‘Time-Out’s’ are not an effective way of dealing with challenging behaviour.
Time-Out is a punishment which will leave children feeling isolated and will weaken the bond and
relationship they have with the educator.
Happy Haven endorses the use of ‘Connection Time’. Connection Time is about acknowledging and
understanding children’s behaviour so that we can assist children to regulate and make safe and
respectful choices with regards to their behaviour. When a child is dysregulated, this is when they are
more likely to act in an inappropriate manner and is not a time where they will be able to process new
information and learn from mistakes. For consistency of respectful language, Happy Haven
encourages use of the term ‘Flipping Your Lid’ as a way to describe to children and educators when a
child has become dysregulated.
Connection Time may involve encouraging a child to remove themselves from an area, activity, or
situation in order to regulate and return to a baseline emotional state. It will not involve taking hold of
a child to physically remove them. Redirecting by suggesting or offering a quiet space to a child is best
done when a child is becoming heightened, as opposed to once they have flipped their lid. During
Connection Time, educators will interact with the child when they are ready, in order to support their
regulation, and eventually address any unsafe or disrespectful behaviour that has occurred. The
educator may also need to assist the child in mending any damage to relationships caused by
behaviour. Children will not be forced to apologise, but they may be encouraged to choose to
apologise.
Below are some tips for interacting with children during Connection Time:
• Ask the child if they would like their own space or if they would like to talk. If they want their
own space, reassure them that you want to help them when they are ready, and stay close by
to assist.
• Get down (crouch, sit etc) to the child’s level to prevent feelings of powerlessness or threat
• Offer regulatory activities such as drawing, stress balls, fidget toys etc
• Encourage deep breathing exercises
• Use ‘labelling’ to teach children to express emotions using words (e.g. “Your face is very red and
you have a frown, are you upset or angry with something?”)
• Relate to the child by acknowledging how they are feeling (e.g. “It must have been very
upsetting having someone scribble on a drawing you had worked so hard on.”)
Once a child seems to have successfully regulated, now is the time to address their behaviour by
setting clear expectations, limits and suggestions of alternative responses for next time. For example,
“When you get upset, you can’t hit people. Next time why don’t you come to the Calm Corner and grab
a stress ball. Then we can go for a walk together outside and you can squeeze the ball as hard as you
can and take some big, deep breaths.” If possible, try to ask some probing questions to have children
come up with their own strategies for how they might respond differently in future. Educators should
then look for every opportunity to encourage good decisions being made by children in regards to
behaviour.

Ongoing and Serious Behaviour:
For ongoing and/ or seriously unsafe and/ or disrespectful behaviour, the parents/ caregivers of the
child will be notified with the behaviour and consequences discussed. Educators will not discuss
consequences given to children with any parent other than the child’s own. If the Director develops a
Guidance Support Plan for a child, parent input will be required.
The Responsible Person at the time of a serious or ongoing behaviour occurring may call the child’s
parents or carers to collect them and take them home from OSHC. If this occurs, the Responsible
Person must complete a Behaviour Form through SharePoint.
Directors and Regional Directors have discretion to request a meeting with the child’s parents to
discuss serious or ongoing behaviour and to review the Guidance Support Plan. The child’s bookings
Last updated 17/08/2021
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may be cancelled until the meeting occurs. Bookings cancelled for a child as a result of behaviour will
be processed as ‘Cancelled Without Charge’ (siblings would still be welcome to attend and therefore
their bookings subject to our regular cancellation policy).
Regional Directors reserve the right to exclude a child from care as a result of ongoing and serious
behaviour.

References:
Part 4.5 Relationships with children, 155 – Interactions with children
Part 4.5 Relationships with children, 156 – Relationships in Groups
Connect.Ed Trauma-informed Education and Care (2021). https://www.connecteducation.info/
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Happy Haven OSHC Policy
Interactions with Children
Policy Statement
The service’s philosophy on interactions with children will reflect that of the United Nation’s ‘Rights
of the Child (CRC)’ document.
http://www.unicef.org/child-rights-convention/what-is-the-convention
The service’s educators will follow policies and procedures to ensure best practice and quality of
care for children attending the service. Educators will utilise practices from the document
‘Protective Practices for Staff in Their Interactions with Students’ to assist them in making decisions
and implementing strategies to manage positive and appropriate interactions with children.
Interactions with children will also consider guidance from the National Quality Framework and My
Time, Our Place Learning Framework.

Objectives:
Respectful and responsive relationships are at the core of successful collaboration with children.
Educators who give priority to nurturing relationships and providing children with consistency and
stability can facilitate children to be kind to themselves and to others. This also assists the
development of children’s understanding of their responsibility to others, appreciate their
connectedness to their community and contribute positively to the service.
Educators will:
• Encourage the children to express themselves and their opinions
• Allow the children to undertake experiences that develop self-reliance and self-esteem
• Maintain at all times the dignity and rights of each child
• Give each child positive guidance and encouragement toward acceptable behaviour
• Have regard to the family and cultural values, age, physical and intellectual development and
abilities of each child being educated and cared for by the service. A culture of respect, equity
and fairness for all should be encouraged in the service. Educators need to consider how their
own background, beliefs and attitudes may impact on our interactions with children.
• The service will take reasonable steps to ensure that it provides children being educated and
cared for by the service with opportunities to interact and develop respectful and positive
relationships with each other and with educators of the service
• Educators have a responsibility to seek out children and families for interaction and
engagement. Respect must also be given to children and families who would like their own time
and space.
• In their interactions with children, educators should encourage children to challenge their own
thinking, and scaffold children’s ideas to build on their learning and experience within the
program.
• Routines and transitions such as sign in, snack time and lining up for the bus on excursions
should be seen as ideal times for conversations with children to make the time more enjoyable
and seen as a meaningful learning opportunity

Last updated 17/08/2021
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Giving Instructions and Praising Children:
As much as possible, Happy Haven OSHC educators will try to ‘catch children doing the right thing’.
This provides opportunities to positively interact with the child, fosters a stronger relationship,
develops a greater understanding from children of values and expectations, and provides a talking
point to raise with the child’s family so that we can have positive and meaningful interactions with
them (as opposed to only speaking to a carer when a child has behaved inappropriately).
Children also have a right to certain information about instructions given and decisions made which
will impact on their time spent in OSHC. Educators should ascertain whether a question or response
from a child is ‘information seeking’ (e.g. “Why do I have to pack up the mess if I didn’t make it?”) or
‘challenging’ (e.g. “What will you do about it if I don’t pack up?”) so that an appropriate response can
be provided.
Below are some tips regarding positively interacting with children when giving instruction and
acknowledging good decision making:
• Get down to the child’s level to reduce feelings of potential threat or powerlessness
• Remind children what they should be doing, as opposed to what they shouldn’t be doing, and
be as specific as you can (examples below)
o Instead of “Stop running”, try “Remember, we need to walk inside”
o Instead of “Stop being silly”, try “Keep your voice to an inside volume and keep your
hands safe”
o Instead of “Be careful”, try “Use two hands with that drink, please”
• Sometimes children can become overwhelmed if they have too many instructions at once
(especially children on the Autism Spectrum and/ or young children). Try to break instructions
down where possible:
o Instead of “Everybody stop, go and get your bags, make sure you have your hat and drink
bottle, sit on the mat and then we’ll talk about rules for the excursion”, try “Everybody
stop……. Thank you, now get your bags and sit on the mat so I can give the next
instruction”
• Where possible, offer choices to children when giving instruction or reminders. There are many
ways to phrase this, depending on the situation (some examples below):
o “If you are eating snack, you need to be sitting down. Would you like to sit here at the
table or outside on the bench?”
o “I need everyone to help with tidying the room. Would you like to pack away the Lego
you were playing with, or help me tidy the bag rack?”
o “If you would like to continue running around, you’ll need to go play outside. If you’d like
to continue playing inside, you’ll need to start walking.”
o “If you continue to hit others and swear at me, I’ll need to call your parents to take you
home and you’ll miss the excursion. If you want to come for a walk with me, you can bring
a sensory toy and we can talk about how I can help you feel better.”
• Where possible, provide ‘lead in time’ to transitions. If you know the play area will need to close
down soon and the children will need to return to the OSHC room, give a 10 minute warning
and a 5 minute warning, and encourage children to start finishing up their games and activities
and packing away equipment.
• Rather than thanking or praising children based on an outcome, try to specifically describe
what behaviour they displayed which has pleased you (examples below)
o Instead of “Good job”, try “It was excellent to see you show persistence and finish the
craft activity even though you found it a bit tricky”
o Instead of “You’re a nice friend”, try “I heard you being so kind to your friends by using a
gentle voice and offering to help them when they were upset”
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•

•

o Instead of “Thank you”, try “I really appreciate you helping me by bringing not only your
dirty dishes, but also other people who forgot to bring them to the sink”
Expanding on the above, providing a beneficial result of the child’s behaviour can help them to
learn why what they did was positive and how it makes the service a better place (see examples
below using the three statements above)
o “It was excellent to see you show persistence and finish the craft activity even though
you found it a bit tricky. Now we can display it on the wall to make OSHC look nicer, and
you can be proud and show your parents when they collect you today.”
o “I heard you being so kind to your friends by using a gentle voice and offering to help
them when they were upset. I’m sure next time you are upset, they will remember how
kind you were and will take the time to help you.”
o “I really appreciate you helping me by bringing not only your dirty dishes, but also other
people who forgot to bring them to the sink. Now I can finish the dishes more quickly,
and I’ll have more time to play a game with you.”
Sometimes children will express their emotions in a way that we may not appreciate, but still
be compliant with our instruction. It is important to acknowledge the positive aspect of this
behaviour rather than focussing on the aspect we don’t like. For example –
o We’ve asked a child to pack away some equipment. They have complained and become
upset and frustrated at being asked. They haven’t been unsafe or disrespectful. They
begin to angrily stomp toward the equipment they’ve been asked to pack up. Rather
than reflexively saying “Don’t you stomp away from me!”, try saying “Thank you for
packing up that equipment even though I know you are frustrated and don’t want to.”

References:
Part 4.5 Relationships with children, 155 – Interactions with children
Part 4.5 Relationships with children, 156 – Relationships in Groups
UNICEF. What is the Convention on the Rights of the Child? https://www.unicef.org/child-rightsconvention/what-is-the-convention
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Children’s Personal Belongings
Policy Statement
Happy Haven OSHC acknowledges that children have personal and unique interests and as
such may wish to bring in items which the service does not possess or offers. We allow
children to bring in items from home they wish to use so that they find their time at OSHC
more enjoyable. Children’s personal belongings are to remain the responsibility of that child
and it is important families/guardians understand that whist the service will attempt to guide
the child to keep their belongings safe, is ultimately not responsible for the item whist it is at
OSHC.

Objectives:
•
•
•
•

•
•

•

Any personal items that children bring are the responsibility of the child and not of the service
If sharing of personal items is being used to bully or exclude other children, the item will be
confiscated and held until the child is collected
Where a child’s personal belongings have been vandalised or stolen, educators will
investigate and deal with the matter using our Guiding Children’s Behaviour policy – the
service is not responsible for any theft or damage to personal belongings
Where a child brings in a personal communication device, this device must not be used to be
in contact with others through any means (i.e. text messaging, calling, Facebooking etc.).
Guardians must not contact their children via their personal communication device – contact
can be made through the service’s phone.
Where a child brings in a personal device capable of taking photo/video recording, they are
not to use these functions
Where a child brings in a device with multi-media capabilities, they may share these with
others but only where the content is appropriate. If an educator suspects inappropriate
content is being accessed they will ask the child to show them the content. If the content is
inappropriate the device will be confiscated and held until the child is collected.
If the child refuses to show the content, the device will be confiscated at which time the
educator will seek the consent of the child’s guardians to view the content. If the guardian
does not give consent or where the Responsible Person has reasonable grounds to suspect
the material is illegal, threatens the safety and welfare of children or presents child protection
issues the Responsible Person may seek advice from their Director, Regional Director, staffing
and/or the police.
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Recruitment
Policy Statement
We believe that educators are the most valuable asset to the quailty of the service and that high
quality educators are imperative to the smooth running of the service. We aim to employ the best
possible person for the position through fair advertising and selection processes. Our recruitment
processes will aim to identify individuals who may have a willingness and desire to make Happy Haven
their career (as opposed to seeing employment with us as a ‘stepping stone’).

Objectives:
•

•

•

•
•

•
•

•

The minimum requirement for a selection panel to fill a vacancy for a Children’s Services Educator (CSE)
1.1 through to a CSE 4.3 position would be a member of Happy Haven’s People & Culture Team – the
chairperson for this panel will be that member. Interviews for such position may take place within a
group interview setting, face-to-face for individuals, or via teleconference for individuals.
Any Happy Haven Regional Director has the authority to offer casual employment to educators within
CSE 1.1 – 4.3, so long as that individual is not a member of the Regional Director’s family. In this
instance, they may recommend their member of family to the Chief Officer of People and Culture or
Chief Executive Officer for employment.
The minimum requirement for a selection panel to fill a vacancy for positions equal to or above Assistant
Director CSE 5.1 would be two persons from: a member of Happy Haven’s People & Culture Team, a
Peer Panellist (such as a current Happy Haven Assistant Director or Director) and the Regional Director
who oversees the service with the vacancy. The chairperson for this panel will be the Regional Director,
and in their absence, the member of Happy Haven’s People & Culture Team
Consideration will be given to determine the best method of advertisement of the position.
For any position, internal recruitment / promotion can be considered. Initially, Happy Haven’s Senior
Leadership Team may approach a member of staff to seek their interest to a vacant position. Upon
identifying interest, a position may be offered to that employee with no further application process
taking place.
These types of appointments will take into consideration the educator’s current knowledge and
experience, work performance management results, flexibility/availability, special skills, length of
service and long-term career goals.
Happy Haven may also offer the chance for all educators to place an expression of interest for a position.
At the time of advertising this expression of interest, clear guidelines will be given as to how current
staff should submit this expression of interest. Happy Haven Senior Leadership Team may choose a
successful applicant from those who expressed their interest, or they may choose to fill the position
externally.
The same rights and privileges will be given to all applicants as we will follow the Equal Employment
Opportunity guidelines
https://www.legislation.sa.gov.au/LZ/C/A/EQUAL%20OPPORTUNITY%20ACT%201984/CURRENT
/1984.95.AUTH.PDF

•
•

The selection panel will determine the selection process and criteria based on a position description.
Where an external recruitment process takes place, it is mandatory for all positions that an interview
and referee check is conducted.
Happy Haven management will determine the type of employment be it on a full-time, part-time or
casual basis.
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•
•
•

Should the committee have difficulty in deciding between two applicants, a second interview for these
applicants will be conducted, with new questions.
The successful applicant must present original copies of any prerequisite qualifications to the
chairperson of the selection panel prior to appointment. The service will keep a photocopy of the
documents on the educator's personal file.
Chief Officer of People & Culture/CEO will make a formal written offer of employment to the successful
applicant, outlining the terms and conditions of the employment being offered. The offer will include an
acceptance of employment to be signed by the employee, with a copy kept by the service and by the
employee.

Fit & Proper Persons
Any new employee will need to meet a range of criteria and hold minimum documentation / clearances before
commencing work. Employees must also inform the Approved Provider within 7 days of changes to their
personal situation such as a change in mailing address, circumstances that affect their status as fit and proper,
such as the suspension or cancellation of a Working with Children Check card or teacher registration, or if they
are subject to disciplinary proceedings.

All Employees
•
•
•

All employees must complete a pre-employment declaration (currently housed in our SharePoint
landing page) Applicant portal in HRA through https://www.happyhaven.sa.edu.au/copy-of-careers-1
All employees must hold a current DCSI Criminal History Screening or Working with Children Check
(WWCC)
The employment of all employees is subject to clearance through the Department for Education’s
Human Resources section, and the Register of Prohibited Persons & Suspended Educators through the
NQAITS system.

Head Office Admin Involving Access to PRODA and Child Care Subsidy Information
•

•
•

In addition to the requirements for All Employees, those employees accessing PRODA or CCS
information must also meet the requirements of a Fit and Proper Person as outlined in National Law Act
2010, Part 2, Division 1, Sections 12 & 13, and also as outlined in Family Assistance Legislation
Amendment (Jobs for Families Child Care Package) Act 2017 section 194
They must also hold a National Police Certificate
These requirements also relate to any individual who has Management or Control of an Education and
Care service. The Approved Provider with Management or Control must also apply for and obtain with
no adverse findings an Application for Information about a Specific Personal Name Extract. This Extract
is otherwise known as a Form 963 with the Australian Securities and Investments Commission and
needs to reflect both the individual’s historical and shareholding information.

Children’s Services Educator Levels 1 & 2
•

•

In addition to the requirements for All Employees, CSE Level 1&2 must also hold a current 7-hour
Responding to Abuse and Neglect in an Education and Care Setting (RAN-EC) certificate, including any
required online updates (or equivalent). Transitionally, the new requirements as of 2021 involves
employees completing a Fundamentals or Masterclass as appropriate course for the Responding to
Risks of Harm, Abuse and Neglect – Education and Care (RRHAN-EC).
Organisations approved to administer the RRHAN-EC course to educators seeking employment in
Department for Education settings can be found at https://www.education.sa.gov.au/workingus/rrhan-ec/approved-training-organisations-rrhan-ec-masterclass

Children’s Services Educator Level 3
•

In addition to the requirements for CSE Level 1&2, CSE Level 3 must also hold a Certificate III in
Education and Care or equivalent

Children’s Services Educator Level 4
Last updated 17/08/2021
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•

In addition to the requirements for CSE Level 1&2, CSE Level 4 must also hold a Diploma in Education
and Care or equivalent. Degree in Early Childhood from a recognised University (as listed on the
approved qualification list by ACECQA), or Diploma of Early Childhood Education and Care (or
equivalent)

•

They will also require full and up to date Senior First Aid, Emergency Asthma and Anaphylaxis First Aid,
and CPR certificates (course codes HLTAID012, HLTAID004 & HLTAID001).

References:
Family Assistance Legislation Amendment (Jobs for Families Child Care Package) Act 2017
https://www.legislation.gov.au/Details/C2017A00022
South Australia Equal Opportunity Act 1984
https://www.legislation.sa.gov.au/LZ/C/A/EQUAL%20OPPORTUNITY%20ACT%201984/CURRENT/1984.9
5.AUTH.PDF
Education and Care Services National Law Act 2010
https://content.legislation.vic.gov.au/sites/default/files/2021-01/10-69aa013%20authorised.pdf
Department for Education South Australia, Approved training organisations for RRHAN-EC masterclass
https://www.education.sa.gov.au/working-us/rrhan-ec/approved-training-organisations-rrhan-ecmasterclass
Department for Education South Australia, Fundamentals course: Responding to Risks of Harm, Abuse and
Neglect – Education and Care https://www.education.sa.gov.au/working-us/rrhan-ec/fundamentals-courseresponding-risks-harm-abuse-and-neglect-education-and-care
Australian Government Fair Work Ombudsman, Children Services Award 2010
https://awardviewer.fwo.gov.au/award/show/MA000120
Australian Government Fair Work Ombudsman, National Employment Standards
https://www.fairwork.gov.au/employee-entitlements/national-employment-standards
Part 4.4 Staffing Arrangements, Division 6, 136 – First aid qualifications
Part 4.4 Staffing Arrangements, Division 9, 145 – Staff record
Part 4.4 Staffing Arrangements, Division 9, 147 – Staff members
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Responsible Person
Policy Statement
As the Approved Provider, Happy Haven OSHC has a responsibility to ensure that the service is
adequately managed and supervised, by having a Responsible Person always present who is in dayto-day charge. Happy Haven OSHC takes reasonable steps to ensure that the Responsible Person
has effective decision making and leadership skills to meet the minimum legal requirements of the
Education and Care Services National Law and Regulations.

Objectives:
•
•
•

To maintain adequate management and supervision
To appoint a Responsible Person with effective decision making and leadership skills to be in
day-to-day charge of the Service
To maintain a record of the Responsible Person

Strategies:
The Responsible Person is the person in day-to-day charge of the Service and is a point of contact
for caregivers and educators at the site. The Responsible Person can be (or may be delegated by)
either the Approved Provider or the service’s Nominated Supervisor. For Happy Haven OSHC,
delegation of the Responsible Person will be overseen by the People and Culture Team in
consultation with Regional Directors.
When developing the service’s roster, Happy Haven OSHC will ensure a Responsible Person is
always present at the service when delivering education and care. As per National Regulation 150,
Happy Haven OSHC will maintain records of the Responsible Person’s name via the Rostering
Software each time children are being educated and cared for.
When determining the Responsible Person, consideration will be given to the educator’s
qualifications, experience, and ability to actively supervise. Preferably, but not necessarily, the
delegated Responsible Person will be a Qualified Educator and/ or the most Senior educator
rostered. Should the Responsible Person be absent or unable to complete their shift, another
suitably experienced educator present at site will be delegated.
The minimum requirements of a Responsible Person are listed as follows:
• they must be 18 years or older
• they must give the Approved Provider written consent
• they must have adequate knowledge and understanding of provision of education and care
to children
• they must have the ability to effectively supervise and manage the education and care
service.
Happy Haven OSHC takes reasonable steps to make sure the Responsible Person meets these
requirements by:
Last updated 27/08/2021
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•
•
•
•
•
•

conducting thorough background checks of the educator prior to employment
having the educator sign declarations that they are not prohibited under the National Law
carrying out a comprehensive induction process with the educator to assure they have
adequate skills and knowledge for their role
providing the educator with professional development opportunities
maintaining educator records, including qualifications, training and referee responses
siting Working With Children Checks prior to commencing employment and keeping note of
expiry dates.

The name and position of the Responsible Person will be clearly displayed and visible from the
Service entrance for all educators, children, families and visitors to view.

References:
Part 4.3A Minimum Requirements for Persons in Day-to-day Charge and Nominated Supervisors,
(117A) - Placing a Person in Day-to-day Charge
Part 4.3A Minimum Requirements for Persons in Day-to-day Charge and Nominated Supervisors,
(117B) - Minimum Requirements for Placing a Person in Day-to-day Charge
Part 4.4 Staffing Arrangements, Division 9, (150) - Responsible Person
Part 4.7 Governance and Leadership, Division 3, Subdivision 1, (173) - Prescribed Information to Be
Displayed
Part 4.7 Governance and Leadership, Division 3, Subdivision 2, (177) - Prescribed Enrolment and
Other Documents to be Kept by Approved Provider
Part 4.7 Governance and Leadership, Division 2, (168) - Education and Care Service must have
Policies and Procedures
National Quality Framework Information Sheet: Responsible Person Requirements for Approved
Providers Aug 2017 ResponsiblePersonRequirements.pdf (acecqa.gov.au)
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Social Media and Networking
Policy Statement
Happy Haven OSHC acknowledges the relevance and importance of social media and
networking as a modern, common, and effective tool for communicating and relationship
building with the community and its stakeholders. There are a number of potential issues
around its use and the service employs measures to ensure the risk of social networking being
used improperly are minimised. Social media and networking will be used in conjunction with
other forms of communication to families and will not replace the processes we currently use.

Objectives:
Social media (also referred to as social networking) refers to a range of online services and tools
used for publishing, sharing and promoting interaction and dialogues. Social media can improve
both communication with parents/carers and learning and development for children and young
people (see DESE Social Media usage and policies https://www.employment.gov.au/social-mediausage-and-policies).
Service
• Only families who have an active enrolment with the service, or educators who currently work
at the service are eligible for membership to the service’s Facebook page
• No photos will be posted on the service’s Facebook page that can be used to identify children
or families
• If a person posts content that requires removal or is inappropriate (see below for definitions),
the service reserves the right to revoke that person’s membership of the Facebook page – the
Director or nominee is responsible for ensuring this occurs
• The service will promote our page throughout the service however will not seek out families
to become members of the page
• Content that is posted by Happy Haven OSHC must be approved by the Director before being
posted
• The service will not initiate conversations with families using the private message function.
Where families contact the service using this function they will be responded to in a single
message and not be engaged in a conversation. They will be informed that this function is not
used by the service and future conversation needs to be conducted through other forms.
• The service’s page will not ‘comment’, ‘like’ or ‘share’ content posted on a member’s personal
page. This does not include comments posted on the service’s ‘wall’.
•

Content that will be removed includes:
- Abusive, offensive in nature or contains offensive language
- Bullying, harassing, defaming or giving offence to other people
- Contains personal and/or cultural attacks or insults
- Promotes hate of any kind
- Potentially libellous or defamatory
- Off-topic or spam
- Plagiarised material
- Commercial content

Last updated:
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-

Unauthorised copyright material
Detrimental in any way

•

Inappropriate content is that which could be seen as:
- Pornographic, obscene or offensive
- Harassment (racial, religious, sexual orientation physical characteristics, gender,
ability, disability, economic status)
- Impersonating by using another person’s online profile to access social networking
- Intimidation or threatening behaviour
Educators
• Happy Haven Management will educate its educators on the benefits and risks of using social
networking
• The service promotes and recommends educators to follow the guidelines for personal use
of social networking as stated in the DECD document ‘Social Media Guidelines’
• Some of these guidelines regarding use of social media are listed below:
- They need to consider the information and images of them available on their sites
and are confident that these represent them in a light acceptable to their role in
working with children and young people.
- They do not have children or young people in their education community as ‘friends’
on their personal/private sites.
- Comments on their site about their workplace, work colleagues or children or young
people, if published, would not cause hurt or embarrassment to others, risk claims of
libel, or harm the reputation of the workplace, their colleagues or children and young
people
• The internet does not provide the privacy or control assumed by many users. Educators must
appreciate that no matter what protections they place around access to their personal sites
their digital postings are still at risk of reaching an unintended audience and being used in
ways that could complicate or threaten their employment.
• Educators must not post content of a confidential nature on the service’s Facebook ‘wall’ or
private staff ‘group’, whether that be concerning children, families, the service, other
educators or themselves
• Breaches in professional boundaries or where there is a concern of a child protection issue
must be reported immediately to the Director and Happy Haven Management and
documented

Last updated:
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Staff Share
Policy Statement
Happy Haven OSHC has established a good working relationship with numerous OSHC
services. In the event we are unable to fill a shift/s within our own team, an offer will be made
to educators from one of these service with which we have implemented a staff share
program. We will also offer opportunities to our team to work additional hours where
possible at OSHC services if requested.

Objectives:
•

•

•

The services’ educators work regularly together, including going on excursions and attending
professional development and staff meetings together. As a result of the close working
relationship children and educators from all services are familiar with each other, and this
promotes an inclusive, safe and productive environment.
An agreement between the services means that the educators are employed and paid
(including entitlements) through their own services payroll while working at another service.
That service then invoices the other service for reimbursement of wages and 20% on costs.
The 20 % on costs are designed to cover administration and possible entitlements that are
attracted for hours worked.
A modified induction for all educators involved in this program will be conducted on a regular
basis. As a minimum, educators will be taken on a tour of the service, given WHS information,
emergency procedures, update on routines & children where relevant.

Last updated:
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Staffing- General
Policy Statement
Happy Haven OSHC recongises that in providing high quality care for children our educators
are our most valuable resource. As a minimum we will treat all educators in accordance with
the relevant legislation and industrial awards.
We seek to attract, employ and retain professional educators through:
• Fair selection procedures based on merit
• Comprehensive induction of new educators
• Maintaining a happy work environment and high educator morale
• Providing as much job security as possible
We aim to maintain a work environment that supports the physical, professional and personal
needs of educators, to enable them to provide high quality care to the children and parents
using the service.
We believe we can best achieve this by:
• Good communication between educators, between educators and management, and
between educators and parents.
• A commitment by educators to developing good, supportive working relationships
with each other.
• Involving educators in decision making at all levels.
• Respect for the contributions of all educators, including different backgrounds,
cultures, beliefs, levels of experience and qualifications.
• Maintaining skilled educators through educators development and training.
• Maintaining a work environment and work practices which are healthy and safe.
• A commitment to equal employment opportunity.
• Recognising the role of unions in representing the industrial interests of educators.
• Making sure that educators, management and parents understand and follow service
policies and procedures.

Objectives:
Subheading
•

Strategies:
References:
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Code of Conduct
Policy Statement
The quality of care for children, good relationships among educators, the confidence of
parents and the reputation of Happy Haven OSHC all depend on the professional attitude and
behaviour of the service educators and management. This policy aims to provide clear
guidance to educators about the standards the service requires as a condition of employment.
For information on appropriate interactions with children, see Protective Practices for Staff in
their Interactions with Children and Young People
https://www.education.sa.gov.au/doc/protective-practices-staff-their-interactions-children-andyoung-people

Objectives:
•

•

•
•

•

•

•
•

Educators are expected to support the policies and procedures of the service. Where
educators believe any of the policies or procedures need to be changed, they should discuss
their concerns with Happy Haven Management. Meanwhile educators should continue to
follow the existing policy and procedures.
Educator’s duties are described in their job descriptions. Educators should perform their
duties to the best of their ability, while meeting their job description. If educators have
trouble performing these duties to the required standard, they should ask for help from the
Director/ Happy Haven Management.
Educators are expected to comply with their legal and industrial award obligations
It is vital that the service be a healthy and safe environment for children, educators, caregivers
and visitors. Educators must act in ways which do not endanger the health or safety of
anyone, and should encourage healthy and safe behaviour in the children by modelling
appropriate behaviours.
Good quality childcare relies on effective teamwork and good relationships among educators.
Educators are expected to assist good working relationships by treating each other with
courtesy, honesty and respect. Conflicts between educators should be aired in private, and
not in front of children, parents or other educators. Educators should seek help from the
Director/ Happy Haven Management, or use the grievance procedures, if they are unable to
resolve their conflict between themselves.
Similarly, educators should treat caregivers and children with courtesy, honesty and respect.
Children arriving or departing from the service should be welcomed or farewelled by name.
Educators must treat children equally and as individuals regardless of gender, race, family
background, culture, religion or beliefs. Educators will be sensitive the rights and feelings of
the children.
Educators are expected to maintain and improve their skills through participating in training
and development opportunities provided by the service.
Educators must observe confidentiality in all circumstances involving children, parents,
educators and visitors. Educators must not discuss any child or parent with any other parent
or visitor, within or outside the Service. In any situation where an educator is not sure if
information is confidential or not, they should check with the Director/Happy Haven
Management.
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•

•

•
•

•

•
•

•

Educators are expected to arrive for work on time and return from breaks on time. They are
expected to manage their time to achieve tasks or duties set for them. If they have concerns
about the amount of time given to complete tasks, they should discuss this with the person
who has assigned them the task.
Educators should dress appropriately for their duties, with particular attention to safety (with
consideration to weather, environment and tasks to be performed). They must wear clothes
that do not contain derogatory or offensive images or phrases. Educators must be presented
in a way that presents the service as a professional organisation.
Educators should use language which will not offend other educators or parents, especially
within hearing range of children
Educators must attend work free from the influence of alcohol or other non-prescription
drugs. Smoking is strongly discouraged and educators will not smoke on site or anywhere
within sight of the children. Educators should tell the Director/ Happy Haven Management if
they are taking any prescription medication which may affect their capacity for work (e.g.
causing drowsiness).
Educators are expected to come to work when they are fit enough to do so without risking
injury or infection to themselves, other educators or children at the Service. When educators
are unwell or injured they should not attend work and if entitled may apply for sick leave or
workers' compensation.
Educators should help each other to maintain high quality care and high standards of
professionalism
Educators are required to engage with children and as such must not use personal devices
(including but not limited to mobile phones, iPods and MP3 players). Where educators are
intending to use such a device for a personal reason, this must be negotiated with the Director
or Responsible Person prior to their shift beginning.
Educators should be employing active supervision wherever possible. This improves the
educator’s ability to supervise to an adequate standard, interact with children to a higher
degree and to foster growth and development in the children. As such, it is recognised that
educators should be on the move, engaging with the different groups of children they are
supervising, viewing the area from different vantage points, conducting ongoing risk
assessments of the area and activities being participated in and remaining alert to the
dynamics of the group and the situation.

References:
Children’s Services Award 2010
https://www.fwc.gov.au/documents/documents/modern_awards/award/ma000120/default.htm
Protective Practices for Parent’s and Carers https://www.education.sa.gov.au/parenting-and-childcare/parenting/protective-practices-parents-and-carers
Information Sheet: QA2 Active Supervision: Ensuring Safety and Promoting Learning
https://www.acecqa.gov.au/resources/supporting-materials/infosheet
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Equal Employment Opportunity
Policy Statement
Happy Haven OSHC is committed to equality of opportunity for existing educators and in the
appointment of new educators. The service welcomes the contributions of educators from
diverse backgrounds.

Objectives:
•
•
•
•
•
•

The operator will ensure that the selection criteria do not exclude disadvantaged groups from
equitable consideration for positions
Selection panels will be sensitive to the needs of all applicants from disadvantaged groups, in
particular language difficulties and cultural differences
Where the population of children using the Service contains significant numbers of children
from a particular ethnic or cultural group, the Service will try to attract suitable applicants
from that ethnic or cultural group
Applicants who have a disability will be assessed against the selection criteria. The panel will
apply the principle of reasonable adjustment to any impact the applicant's disability may have
on the operations of the service
The service training plan will ensure that all educators have equitable access to training and
development opportunities
Happy Haven OSHC will comply with the Equal Opportunity Act 1984
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Induction
New employees require extra support in learning and fulfilling their new role within the service. Effort will be
made to ensure they feel welcome within the educator’s team, they are aware of expectations of their role and
how to meet those expectations, as well as rights and privileges they are entitled to under workplace law.

Procedure:
•
•
•

•
•
•

The induction process will be an ongoing process and should include written information, introductions
to existing educators, guided tour of the service, and discussion of working arrangements and
expectations
Before commencement the Director or Responsible Person will go through the Happy Haven Induction
Checklist – Provided by the Human resources team
New educators are provided with an induction kit including: the service's philosophy and policies, code
of conduct, a list of all current educators and their positions, a current list of management committee
members and their positions, the terms and conditions of employment, union membership information,
job description and emergency procedures
The Director or Responsible Person will show the new educator around the service and introduce them
to any other educators
The Director or Responsible Person will explain the operations of the service and answer any questions
the new educator may have, before they commence duties in their new role
At the time of engagement an employer will inform each employee of the terms of their engagement
and in particular whether they are to be full-time, part-time or casual. Employees are informed of their
choice to have in place an Individual Flexibility Arrangement with the employer
https://www.legislation.sa.gov.au/LZ/C/A/EQUAL%20OPPORTUNITY%20ACT%201984/CURRENT
/1984.95.AUTH.PDF

References:
South
Australia
Equal
Opportunity
Act
1984
(2020).
https://www.legislation.sa.gov.au/LZ/C/A/EQUAL%20OPPORTUNITY%20ACT%201984/CURRENT
/1984.95.AUTH.PDF
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Policy S5-10: Operating with a Single Educator
For services that have low numbers, operating with two educators at all times may not be
financially viable. Whilst the aim will always be to build a service’s capacity to sustain two educators
during operational hours, there may be sessions, or specific times within a session where only one
educator is caring for the children of a service. We must ensure that during these times the safety
and wellbeing of children, the educator, and families are not compromised.
Procedure:
• Operating with a single educator may only occur when approved by Happy Haven
management.
• The times and relevant sessions where this occurs will be explicitly and strictly prescribed.
• When operating as a single educator that educator must:
o Have an operational phone with them at all times
o Have on that phone the numbers for the service Director, Happy Haven management,
police security, emergency numbers and designated relief educators, all clearly
labelled within / on the phone
o Have access to first aid equipment at all times including ice pack, band-aids and gloves
• Consideration will be given to ensure the safety of educators when arriving / leaving the
premises in terms of proximity seclusions of the car park to the OSHC building, lighting of the
area and other potential risk factors.
• When children need to use the toilet and it is dark / there is a risk factor for them going alone,
the educator will need to consider if that child requires a partner, or if the entire group needs
to make a trip to the toilets. Educators may also need to provide children with a whistle that
they can use to alert educators that they require assistance.
• When services operate with a single educator, in addition to their line manager there needs
to be an alternate contact person within a reasonable distance of the service who is able to
respond immediately to an emergency and who is willing to have their contact number clearly
displayed at the service. The service must ensure the alternate contact person notifies the
director of any changes to their contact details and availability.
• A contact number will be viewable from the outside of the premises so that in the instance
where the single educator is unable to attend for their shift and is unable to notify their line
manager of their inability to do so (e.g. if they were to be involved in a vehicle accident),
families or members of the school community would be able to contact that number so that
arrangements can be put in place to ensure the operation of the service for that session.
• Educators are referred to the DESE document, “Guidelines for Educators Working Alone in
OSHC
Services”
https://www.education.sa.gov.au/childcare/out-school-hours-careoshc/managing-oshc-service/out-school-hours-care-resources-and-tools
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Participation
Policy Statement
Happy Haven OSHC aims to operate as an effective partnership between families and
educators. We encourage educators to participate in the decision making of the service both
formally and informally. We appreciate educator contribution to the many functions,
community service events and activities that the service offers to families outside of the
service’s operational hours and beyond the requirements of educators in fulfilling their Job
and Person specifications.

Objectives:
•

•

•
•

The operator encourages educators to participate in its discussions and decisions through:
- Including an elected representative of educators as a member of the Advisory
Committee, to represent the views and interests of the educators.
- Allowing educators to attend meetings of the advisory committee as observers by
prior agreement of the advisory committee
- Involving educators in sub-committees and working parties
Staff meetings are the most practical means of enabling communication, consultation,
support and some training and development within the educators team, and as such all
educators are required to attend and actively contribute to staff meetings, and will be
considered to be on duty for the duration of the meeting
All educators are encouraged to place items on the agenda and to discuss issues of concern
to them
Happy Haven OSHC offers many services to families and the wider community outside of
traditional childcare. Educators may be asked, but not required, to participate in and
contribute to these voluntary occasions in return for financial remuneration, time off in lieu
or to gain experience, knowledge and fulfilment. The level of compensation will be outlined
to them prior to them making a commitment to the event.
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Ratios and Qualifications
Policy Statement
Every educator has a duty of care for each child they are caring for or educating. Duty of care may be
manifested in many ways, including: supervising children so that they comply with rules designed to
protect themselves and others from harm, designing and implementing programs and procedures to
ensure the safety of children, duty to ensure buildings and facilities are safe, and duty to warn
children about dangerous situations or practices. Happy Haven OSHC ensure we maintain our duty
of care in many ways, one of those being maintaining child: educator ratios as determined by a
thorough risk assessment and taking into consideration previous ratio requirements under Licensing
– as a minimum the service complies with Education and Care Services National Regulations.

Objectives:
•
•
•
•
•
•

•

•
•
•

•

Duty of care for children will be maintained at all times
The ratio of one educator for every 15 children will be adhered to at all times as a minimum (or
1:11 where a pre-school child is in attendance)
Every second educator that is required to be rostered to meet ratio must be Qualified as per
the Regulations
Approved qualifications for working in OSHC services are located on ACECQA’s website
https://www.acecqa.gov.au/qualifications/requirements/working-in-OSHC-services
To be included in ratio, the educator must be working directly with children
Educators can take short absences from working directly with children and still be considered
within ratio, so long as the total absence for the day does not exceed 30 minutes, and they are
available to attend to children if required (Reg 325A) e.g answer phone call, private
conversation with parent
Ratios apply across the whole service, not individual rooms or areas. This allows educators to
be distributed according to the needs of the children, associated risks and supervision
required. Please refer to Policy Supervision of Children for further guidance on higher vs
lower risk situations
There must be a designated Responsible Person caring for the children at all times as per
Education and Care Services Regulations
Ratios for excursions will be determined by a thorough risk assessment, with the excursion
categorised with a reduced ratio of either 1:12, 1:10, 1:8 or 1:5 (see Policy Risk Assessment for
more information)
Under Education and Care Services National Regulations, the service will have at least one
Nominated Supervisor who is ultimately responsible for the running of the service at all times
(but may not necessarily be present on site or caring for children at all times). The Nominated
Supervisor will be the Managing Director, Regional Director and Service Director.
The minimum requirements, under Regulation 117C, for a Nominated Supervisor are:
Atleast 18 years of age
Must have adequate knowledge and understanding of the provision of education
and care to children
Must have ability to adequately supervise and manage a education and care service
Previous compliance with the law and education and care
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•

•
•

There will be at least one educator who has qualifications in emergency asthma management
training, approved first aid training, and anaphylaxis management training caring for the
children at all times (these qualifications may all be held by the one educator, or may be shared
across educators caring for children)
The service Director must have completed Managing Allegations of Sexual Misconduct training
Although not required by law, Happy Haven will seek to further reduce the educator : child
ratio (wherever possible) by implementing the following practices
Rostering an additional educator to cater for late notice bookings as opposed to
capping a session
Rostering a second educator once there are 10 bookings for a session to reduce the
time where a Responsible Person is operating as a sole educator on site
Accessing Funding for Children with Additional Needs through both Intervac and
Inclusion Support Subsidies
Having the director as surplus to ratio where there are more than 55 children
booked for a session
Employing Student Based Trainees within the service
When scheduling induction shifts for new educators to the company
When there is an external agency attending during a session who will be present for
an extended period of time
For Professional Development purposes

Charts/ Diagrams etc:

Service Ratios
Director as
Surplus to
Ratio

Less than
11 children
12-15
children
16-26
children
27-30
children
31-41
children
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children
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children
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children
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children
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References:
Part 4.3A Minimum requirements for persons in day-to-day charge and nominated supervisors, 117C –
Minimum requirements for a nominated supervisor
Part 4.4 Staffing Arrangements, Division 3, 123 (1) – Educator to Child Ratios – Centre-Based Services
Part 4.4 Staffing Arrangements, Division 3, 122 – Educators must be working directly with children to be
included in ratios
Part 4.4 Staffing Arrangements, Division 4, 126 (1) & (2) – Centre-Based Services – General Educator
Qualifications
Part 4.4 Staffing Arrangements, Division 6, 136 (1), (2), (4) & (5) –First Aid Qualifications
Part 4.4 Staffing Arrangements, Division 7, 137 (1) & (2) – Approval and Determination of Qualifications
Part 7.6 South Australia – Specific Provisions, Division 2, 320 – Educator to Child Ratios – Children Over
Preschool Age
Part 7.6 South Australia – Specific Provisions, Division 3A, 325A – Educator to child ratios during short
absence of educators
Education and Care Services National Law Act (2010), Part 6 Operating an education and care service, 161
- https://www.legislation.vic.gov.au/in-force/acts/education-and-care-services-national-law-act-2010/013
ACECQA.
Qualifications
for
working
in
OSHC
https://www.acecqa.gov.au/qualifications/requirements/working-in-OSHC-services
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Equipment Purchases
Policy Statement
All resources purchased for the Happy Haven OSHC will meet Australian Standards and be
appropriate to the developmental stages, interests and culture of the children in care. All staff
members will ensure that all resources are kept in safe, clean and hygienic condition, in good
repair at all times, and stored in a safe manner.

Objectives:
•

•
•
•
•

In consultation with the Director, Happy Haven Management will determine which
equipment, materials and toys are most appropriate, taking into account durability, easy
maintenance, cost, and benefit to the children’s program.
All new equipment will be checked to ensure it complies with relevant Australian Standards.
Educator, child and family input on compiling a prioritised list of items of equipment to be
purchased will be sought regularly.
Equipment that should be used only under supervision will be clearly identified and stored in
a safe place.
Educators and children will be taught how to appropriately use and care for toys, games and
equipment.

Strategies:
References:
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Physical Environment
Policy Statement
Happy Haven OSHC will provide an environment that promotes the safety and wellbeing of
children and educators, as well as encouraging the growth and development of children.

Objectives:
•
•
•
•
•

•
•
•
•
•
•

The premises, furniture and equipment will be kept safe, clean and in good repair
For each child there is a minimum space of 3.25 square metres of unencumbered indoor play
space that is suitable for children
For each child in care there is at least 7 square metres of outdoor space that is suitable for
children
Indoor areas will be well ventilated, have adequate natural light, are protected against insects
and vermin and are maintained at a comfortable temperature
There will be adequate, developmentally and age appropriate toilet, hand washing and hand
drying facilities, located and designed to enable safe use for children with convenient access
from both indoor and outdoor spaces. Where there is the capacity to do so, we will designate
separate sinks for handwashing, washing dishes and cleaning art supplies
The service will have adequate facilities for safe handling, preparation, storage and disposal
of food and beverages
There will be a capacity to provide effective supervision in all areas
Educators should carry out regular checks to identify, assess and remove (where possible) any
potential risks or hazards to children and educators
Physical environment risk assessments will be conducted for all play areas
The service will ensure there is adequate space for administration duties to be undertaken
Allocation of space as outlined in the service’s LSA with the school will be complied with as
only those spaces allocated to OSHC may be used without prior consultation with school
principal or contract manager.

References:
Part 4.3 Physical Environment, Division 1,103 (1) – Premises, Furniture and Equipment to be Safe,
Clean and in Good Repair
Part 4.3 Physical Environment, Division 1,105 – Premises, Furniture and Equipment to be Safe, Clean
and in Good Repair
Part 4.3 Physical Environment, Division 1,107 (2), (3), (4) & (5) – Space Requirements – Indoor Space
Part 4.3 Physical Environment, Division 1,108 (2), (3), (4) & (5) – Space Requirements – Outdoor Space
Part 4.3 Physical Environment, Division 1,109 –Toilet and Hygiene Facilities
Part 4.3 Physical Environment, Division 1,110 –Ventilation and Natural Light
Last updated:
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Part 4.3 Physical Environment, Division 2,111 – Administrative Space
Part 4.3 Physical Environment, Division 2,113 – Outdoor Space – Natural Environment
Part 4.3 Physical Environment, Division 2,114 – Outdoor Space
Part 4.3 Physical Environment, Division 2,115 – Premises Designed to Facilitate
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Immunisation
Policy Statement
The service will act to educate and provide information to families and staff about
immunisations. The service will act upon advice in accordance with the National Health and
Medical Research Council (NHMRC) exclusion guidelines.
https://www.nhmrc.gov.au/file/5111/download?token=sqK1YrXf
Children may be excluded from the service in the interest of the safety and wellbeing to
infected children, non-immunised children, non-infected children, families and educators.

Objectives:
Parents will be encouraged to immunise their child against all diseases appropriate to the child's
age. In accordance with the National Health and Medical Research Council exclusion guidelines
https://www.nhmrc.gov.au/file/5111/download?token=sqK1YrXf
•
•

•
•

Children who are not immunised may be excluded from care during outbreaks of some
infectious diseases, even if the child is well (see Access to the Service policy)
Children who are younger than seven must meet the government’s immunisation
requirements for the family to be eligible for CCS – families can ask the Services Australia for
further information (Childcare Provider Handbook) Child Care Provider Handbook Department of Education, Skills and Employment, Australian Government (dese.gov.au)
Educators are encouraged to maintain their immunisations
Parents are required to indicate the current status of their child/ren’s immunisations

References:
National Health and Medical Research Council
https://www.nhmrc.gov.au/file/5111/download?token=sqK1YrXf
Childcare Provider Handbook
Child Care Provider Handbook - Department of Education, Skills and Employment, Australian
Government (dese.gov.au)
SA Health
https://www.sahealth.sa.gov.au/wps/wcm/connect/15e70c4f-56a2-447b-ae08685f4c39bcea/20200424+You%27ve+got+what+exclusion+fact+sheets.pdf?MOD=AJPERES&amp;C
ACHEID=ROOTWORKSPACE-15e70c4f-56a2-447b-ae08-685f4c39bcea-n6V.zku
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Infectious Diseases and Infestations
Policy Statement
Happy Haven OSHC follows the guidelines for prevention of infectious diseases outlined in
the document ‘Staying Healthy- Preventing infectious diseases in early childhood education and
care services’, National Health and Medical Research Council (NHMRC).
https://www.nhmrc.gov.au/about-us/publications/staying-healthy-preventing-infectious-diseasesearly-childhood-education-and-care-services
Children suffering from infectious diseases will be excluded from OSHC for a length of time
specified or on the written advice from the child’s medical practitioner. (See also
suspension/exclusion)

Objectives:
Infectious Diseases
• Hand washing is the most effective way of controlling infection in the service
• The service will provide Standard Operating Procedures and signage to outline good hand
washing techniques (See SOP 4.14 Handwashing and Sanitising)
• The service will provide appropriate hand washing facilities and will encourage good hand
washing technique
• When cleaning a contaminated area staff will follow the following procedures:
o Government of South Australia’s publication “You’ve Got What?”
▪ in particular “Hand washing’ and ‘Handling Blood and Other Body Substances.
SA Health "You've got what?"
o NHMRHC ‘Staying Healthy - Preventing infectious diseases in early childhood
education and care services’
staying-healthy-preventing-infectious-diseases-early-childhood-education-and-care-services

o Applicable Happy Haven Standard Operating Procedures (SOP’s)
•
•
•
•
•
•
•
•
•

A medical certificate is required to be readmitted to the service after contracting any
recognised infectious disease as outlined by the aforementioned publications
For more information visit SA Health Notifiable Disease List
The service will ensure that current information about infectious diseases is held at the
service
The service will ensure information regarding infectious diseases and exclusion from the
service is provided to families in the Family Handbook
The service will provide first aid supplies
Families will be informed of infectious diseases having occurred at the service
Children suffering from infectious diseases will be excluded from the service
The service will regularly clean and disinfect equipment
Children will be provided with clean drinking and eating utensils for snacks and meals where
appropriate – these utensils will be washed or discarded after each use

Last updated:
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In the event that an educator suspects that a child at the service is suffering from an infectious
disease:
• The educator will approach the Director/Responsible Person or SMIC for a second opinion
o If the Director/Responsible Person or SMIC also suspects the child is suffering from
an infectious disease and the child is being signed in by a parent, they will request that
the child be removed from the service until a medical practitioner has determined that
the child is not suffering from an infectious disease, or the child has completed the
applicable exclusion periods outlined in the current edition of ‘Staying Healthy Preventing infectious diseases in early childhood education and care services’
•

•

If the child is already in attendance at the service, they will be withdrawn from the main group
and taken to a separate area, where the educator will further assess the child’s current health
condition and maintain supervision while making the child comfortable
The educator will refer to ‘Staying Healthy in Childcare’ for details on the symptoms the child
is presenting with – the educator will not make a diagnosis on the child, but may present the
information to the child’s family
o An educator will contact the family, and if unsuccessful will attempt the emergency
contacts and advise them of the child’s condition and request that arrangements be
made to collect the child – in the event where a child does not have to be collected
immediately, precautions as described in ‘Staying Healthy - Preventing infectious
diseases in early childhood education and care services’ SA will be implemented

In the event that a child with an infectious disease has been in attendance at the service the Director
will:
• Ensure that the families of children in attendance that day, or any other previous day the child
was in attendance and may have been infected, are notified as soon as possible. The method
of advising families will be determined by the Director in consultation with the SA Health,
Communicable Disease Control Branch, where appropriate.
• Ensure confidentiality is maintained and only the name and nature of the infectious disease
will be disclosed
• Ensure information regarding the infectious disease is made available to families
• Ensure that documentation regarding the infectious disease and the actions taken by the
service comply with the requirements of The National Quality Framework, Department for
Education and SA Health
• Directors will notify Happy Haven management of the occurrence of all infectious diseases
Headlice
• In the event that a child is suspected of being infested with head lice, parents will be notified
by at least the end of the day and provided with information about treatment options
• The parents need to be informed their child will only be readmitted to care after approved
and appropriate treatment has been administered
• Other families will be informed when there is an infestation of head lice at the service
• Educators will take measures to reduce children’s heads coming into close contact during an
outbreak of head lice.

Last updated:
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General Hygiene
• Benches and tables will be cleaned after each activity and all surfaces cleaned thoroughly,
daily. Areas contaminated with body fluids will be disinfected
• The service will ensure that toilets and hand-washing facilities are easily accessible to
children.
• Children will be encouraged to flush toilets after use, and wash and dry their hands
• The service will ensure that females have access to hygienic facilities for the appropriate
disposal of sanitary pads and tampons
• Toys, dress-up clothes and other materials and equipment such as cushion covers will be
washed regularly. The criteria for selecting new toys, equipment, games, furnishings and
other materials will include ease of cleaning
• Staff will encourage children to put leftover food and soiled food in the bin or compost
• Bins will be emptied daily
• Food will be prepared, kept and served hygienically
• Children will be encouraged to follow good hygiene and dental care practices. Staff will
discuss these subjects with groups and individual children as needed
• Any animal kept at the OSHC service will be maintained in a clean and healthy condition in
line with Standard Operating Procedures for the use of Animals in Schools, Preschools & Child
Care Centres
https://www.education.sa.gov.au/sites/default/files/animals-in-schools-preschools-childcare-centres.pdf?v=1580955166
• The service will also comply with the Prevention of Cruelty to Animals Act 1985.

References:
SA Health "You've got what?"
National Health and Medical Research Council (NHMRC)
staying-healthy-preventing-infectious-diseases-early-childhood-education-and-care-services

SA Health Notifiable Disease List
Part 4.2 Children’s Health and Safety, Division 1, 77 (1) Health, Hygiene and Safe Food Practices –
Part 4.2 Children’s Health and Safety, Division 2, 88 (1) – Infectious Diseases
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Nutrition
Policy Statement
Food provided at Happy Haven OSHC will be nutritious and varied. Snack times and activities
involving food preparation aim to provide positive learning experiences for children, who will
be encouraged to develop healthy eating habits. Parents will be consulted and encouraged to
share family and multicultural values and experiences to enrich the variety and enjoyment of
food to meet children’s nutritional needs. The service uses the ‘Food for Health: Dietary
Guidelines for children and Adolescents in Australia developed by Department of Health to
inform its procedures.
https://www1.health.gov.au/internet/publications/publishing.nsf/Content/gug-family-toc~gugfamily-guidelines
The service will comply with food handling practice contained in Australian Food Safety
Standards.

Objectives:
•
•
•
•
•
•
•
•
•
•
•
•

•
•
•
•

Food and beverages are prepared and stored hygienically in accordance with Australian Food
Safety Standards
The service will provide children with balanced snacks that meet the recommended
nutritional needs of children
Snack times will be treated as social occasions. Where possible, Educators will sit with the
children and interact with them to encourage good eating habits and an appreciation of a
variety of foods and drinks
Where possible, snacks and drinks will reflect a wide variety of cultures, especially the cultural
backgrounds of families within the local community
Food and beverages provided are nutritious, varied and of a sufficient quantity to ensure
children have an appropriate amount to meet their growth and development needs
Where possible, fresh produce will be used
Children will not be served any food after 5:00pm unless as a part of programmed activities.
Menus will be planned with input from children, parents and educators
Safe drinking water will always be available and accessible to educators and children
Snack and mealtimes will have a regular schedule
The service will display a weekly menu that accurately describes the foods and beverages
being offered
Children will be encouraged to try different food but will never be forced to eat - their food
likes and dislikes and their family's religious and cultural beliefs regarding food will always be
respected
Where children are on special diets, the parents may be asked to provide a list of suitable and
unsuitable foods and their child's food preferences and/or to supply special food
The denial of food will never be used as punishment
Educators discuss healthy eating and nutrition as part of the program
Information on nutrition, food handling and storage will be displayed at the service and
provided to parents

Last updated:
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•
•
•
•
•
•
•

During vacation care and PFD, parents will be asked to provide their child's food and drinks,
except when otherwise stated on the vacation care program
Breakfast will be provided at before school care, vacation care and PFD before 8:00am (where
this session type is offered)
Educators who are dealing with food are required to complete Safe Food Handling Training
Children are encouraged to wash hands before eating and observe the requirements of safe
food handling
Children are encouraged to bring drink bottles on excursion days
Children will be encouraged to participate in meal/snack preparation and clean-up activities
as part of the service’s life skills focus
It is recognised that, on occasion, food and beverages supplied at the service may diverge
from the guidelines for special purposes and celebrations

References:
http://childaustralia.mrooms.net/pluginfile.php/4134/mod_page/content/38/dietguidelines.pdf
Australian Food Safety Standards at
www.foodstandards.gov.au/foodstandards/foodsafetystandardsaustraliaonly/
Eat Smart Play Smart, Heart Foundation at www.heartfoundation.org.au
DfE Eat Well Rite Bite Healthy Eating Guidelines for South Australian Schools and Preschools at
https://www.sahealth.sa.gov.au/wps/wcm/connect/public+content/sa+health+internet/healthy
+living/healthy+communities/schools/right+bite+healthy+food+and+drink+supply+strategy+for+
sa+schools+and+preschools

Part 4.2 Children’s Health and Safety, Division 1, 77 – Health, hygiene and safe food practices
Part 4.2 Children’s Health and Safety, Division 1, 78 – Food and beverages
Part 4.2 Children’s Health and Safety, Division 1, 79 – Service providing food and beverages
Part 4.2 Children’s Health and Safety, Division 1, 80 (1) – Weekly Menu
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Over Capacity
Policy Statement
If the service is at capacity for a session and a family requires care for their child, we will
follow the Australian Government Priority of Access Guidelines.

Objectives:
•
•
•
•
•
•

If a place is not immediately available at the service, the child may be put on a waiting list
Details about priority of access eligibility, and care requirements will be required
Once on the waiting list, the family is asked to contact the service regularly to confirm they
wish to remain on the list
When a place becomes available the family will be contacted by the service and enrolment
may proceed.
We will not exceed our capacity as determined by Education Standards Board
If we were nearing our capacity in terms of licensed places, we would apply for more places.
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Risk Assessment
Policy Statement
In order to comply with the Education and Care Services National Regulation (Part 4.2,
Division 6, Regulations 100 and 101) the service will undertake thorough risk assessment for
all excursions, emergency procedures and other occasions which present significate risk. This
is to

Objectives:
•

•
•
•
•
•
•

•
•

Prior to going on any excursion the service will conduct a risk assessment of the outing using
recognised assessment tools and practices – the guide for ratios will be as follows
o 1:5 = a shared venue with high risk (e.g. bodies of water, very busy public places)
o 1:8 = a shared venue with moderate risk (e.g. public playgrounds)
o 1:10 = a venue that we have virtually or literally to ourselves with an element of risk
(e.g. indoor play gyms)
o 1:12 = a venue that we have virtually or literally to ourselves and/or with a low risk
(e.g. arcades, cinemas, restaurants)
Risk assessments for the physical environments at each site will be conducted
A risk assessment for each site will be conducted in relation to emergencies that may arise
A bushfire risk assessment will be conducted for sites located within bushfire prone zones
(see S4-20 Bushfire Management)
Risk assessments will be reviewed annually as required
Happy Haven management will approve risk assessments.
Risks assessments will be provided to the educator responsible for running the excursion in
advance of the holiday period it is to be run, and will be made available to all educators and
families on request
Special consideration will be given to previous ratio requirements when planning excursions
and conducting risk assessments
Emergency procedure risk assessments will be reviewed annually or earlier as required

For more information see Education and Care Service National Regulations under the Education and
Care Services National Law – 2011 at www.acecqa.gov.au

References:
Part 4.2 Children’s Health and Safety, Division 5, 98 – Telephone or Other Communication Equipment
Part 4.2 Children’s Health and Safety, Division 6, 100 (1) & (4) – Risk Assessment Must be Conducted
Before Excursion
Part 4.2 Children’s Health and Safety, Division 6, 101 (1) & (2) – Conduct of Risk Assessment for
Excursion
Part 4.2 Children’s Health and Safety, Division 6, 102 (1), (4) & (5) – Authorisation for Excursions
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Happy Haven OSHC Policy
Soiled Clothing
Policy Statement
Happy Haven OSHC understands there will be time when children will soil their clothing. Our
service will take measures to ensure o comfort and wellbeing of children who soil themselves,
other children in attendance and educators. Educators will do so wile maintaining the rigts
and dignity of the children.

Objectives:
In the case where a child soils their clothes, educators will:
• Take steps to make the child is comfortable and avoids embarrassment
• Escort the child to the nearest toilet and ask the child to remove soiled clothing and place into
plastic bags
• Gloves must be worn when handling soiled clothing (see Incident, Injury, Trauma and Illness
Policy)
• Due to the OSHC setting not having laundry facilities, soiled clothing will be double bagged
and placed in the child’s bag to take home
• Children are to use spare clothing from their bag - the service will provide spare clothing
where possible
• Assist the child when necessary
• Where a child requires extensive support, two educators will be present to assist where
possible
• For ongoing cases of a child soiling themselves, a health support plan will be developed by
the service in consultation with families and advice of a medical practitioner
• If we are unable to provide suitable clothing, we will contact parents to advise for the child to
be collected as soon as possible. If no contact can be made, educators will attempt to contact
an emergency contact

References:
Part 4.2 Health, Safety and Wellbeing of Children, Division 1, 77 – Health, hygiene and safe food
handling practices
Part 4.3 Physical Environment, Division 1, 106 - Laundry and hygiene facilities
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Happy Haven OSHC Policy
Sun Protection
Policy Statement
Happy Haven OSHC provides a balanced approach to ultraviolet radiation exposure. Skin
needs to be protected when UV levels are 3 and above, and can be exposed when UV levels
are 2 and below. This approach will follow the current scientific advice on UV exposure
related to the UV index. A balance of UV exposure is necessary for good health. Too little
exposure results in a lack of vitamin D, too much UV exposure damages the skin and increases
risk for skill cancer. Over exposure results in sunburn, eye damage and cancer – sun exposure
in the first 10 years of life is a major factor in determining future skin cancer risk. Vitamin D is
vital for health bones, muscles and teeth, as well as general good health through regulating
immune systems, hormones and the nervous system. When UV reaches a level of 4, it is strong
enough to damage unprotected skin. It is recommended that skin is protect in five ways (‘Slip’
on a shirt, ‘slop’ on sunscreen, ‘slap’ on a hat, ‘seek’ shade and ‘slide’ on sunglasses) when UV
reaches levels of 3 and above.

Objectives:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

These procedures are for implementation throughout the whole year between 8:30am and
4:30pm and whenever UV levels are 3 and above
The service will have hats available for purchase by families
The service will utilise outdoor spaces with as much shade as possible
Children are encouraged to wear tops which cover the shoulders, and to wear loose fitting
clothing that covers as much skin as possible
Children are encouraged to wear sunglasses when playing in outdoor areas
Children are required to wear a broad brimmed, legionnaires or bucket style hat when playing
in outdoor areas, unless playing directly under a shade structure
Children are encouraged to play in shade wherever possible, wear sunglasses that cover as
much of the eyes as possible and apply sunscreen
Children who do not have appropriate clothing and/or hats are required to only play under
physical shade structures
Educators are required to wear an appropriate hat when supervising outdoor areas
Children are actively encouraged to apply sunscreen when playing in outdoor areas and to
reapply where appropriate
If the UV rating level is 2 or below, the Director* may permit unrestricted outdoor play to
encourage safe UV exposure to meet the children’s needs for vitamin D (refer to Sun Smart
policy located at www.sunsmart.com.au)
SPF 30+ broad spectrum, water resistant sunscreen will be provided for children and
educators, and educators will ensure this sunscreen has not reached its expiration date
The service will incorporate sun protection and vitamin D into planned experiences and the
learning and development program
On enrolment parents will be informed of the service’s sun protection policy
Educators will be aware of the proper application of sunscreen and will model the above
practices
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References:
For further information see Sun Smart for early childhood education and care services located at
www.sunsmart.com.au
Or DECD Hat Wearing Guidelines for Policy Development at www.decd.gov.au/policiesa-z
Or Cancer Council for general information and resources at www.cancersa.org.au
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Happy Haven OSHC Policy
Supervision of Children
Policy Statement
Happy Haven will at all times ensure reasonable precautions and adequate supervision is in place to
protect children from harm and hazard. Adequate supervision is defined as educators knowing
where children are at all times and monitoring their activities actively and diligently. Educators must
be in a position to respond immediately, particularly when a child is distressed or in a hazardous
situation. Children are not to be left alone and without a supervising educator in a play area for any
reason (unless within guidelines as set by our Operating with a Single Educator policy, S5-10). If an
educator needs to leave a supervised area in which they are the only educator present, that area
must become ‘closed’ with children sent to an alternative, supervised play area. For those services
who have occasions where they operate with a single educator, the Operating with a Single Educator
Policy should be read closely in conjunction with this Supervision of Children Policy. Happy Haven
encourages educators to employ Active Supervision as opposed to passively watching children (in a
yard duty style). Close supervision needs to be tempered with a child’s right to privacy and
independence.

Objectives:
There is no ‘one-size-fits-all’ approach to supervision. A variety of strategies, considerations and ongoing risk
assessments need to be implemented to ensure the safety and wellbeing of children. The adequacy of
supervision should be determined by a number of factors:
• Number of children
• Ages of children
• Abilities of children
• Number of educators
• Activities being engaged in
• Environment in which children are playing (including visibility and accessibility)
• Resources available for children to access
• Educator skill, knowledge and experience
• Overall ratio of the service
• Weather conditions
This policy covers aspects of Supervision across a broad spectrum of situations. For convenience, use the
hyperlinked index below to ‘jump’ to sections of interest:
• Educator-to-Child Ratios
• Assessing Risk
• Transitions Between OSHC and School
• Head Counts
• Active Supervision
• Teamwork & Communication
• Supervision Zones
• Movement Between Areas
• Excursions
• Transportation
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Educator-to-Child Ratios:
In accordance with the Education and Care Service National Law and Regulations, Happy Haven OSHC will
ensure that the mandatory ratio of 1 educator for every 15 children (1:15) is maintained at all times. This will
be reduced to the prescribed 1:11 when there is a child from preschool in attendance. Every second educator
required to meet legislated ratios will be Qualified. In addition to this, numerous strategies and internally driven
procedures will be implemented to reduce the educator : child ratio wherever possible to ensure best practice
and increase the quality of care provided (see Ratios & Qualifications Policy for more information on these
practices).
If members of an external agency are present (e.g. Gowrie Inclusion Professionals, Connect.Ed Behaviour
Specialists, providers of an Incursion activity etc), they are not to be left alone with any children at any time and
Happy Haven educators must maintain supervision and duty of care for all children within the service.

Assessing Risk:
While the educator : child ratio is applied across the service and play areas accessible to the children, careful
consideration needs to be given to the placement of educators. More skilled, knowledgeable, and experienced
educators should be spread across the care environment and paired up with less experienced educators as
much as possible for mentoring and support. The Responsible Person must be aware of what activities are
occurring in what play areas, and where all educators are at all times. They must also know the number of
children in each play area at all times. Educators supervising a play area must know how many children are
present in their play area at all times.
While all circumstances need to be judged on their own merit, the table following outlines some basic
considerations of lower risk vs higher risk situations:
Lower Risk
Lower number of children
Older Children
Typically developing children
More educators
High level of visibility within an area
Activities such as crafts without scissors or hot glue
guns, dramatic play, quiet / sensory play,
interactions with technology, reading or completing
homework
Fine weather

Higher Risk
Higher number of children
Younger Children
Children with additional needs
Fewer educators
Poor visibility within an area
Active outdoor play, use of sports equipment, use of
other tools such as in the garden or at a woodwork
table, cooking experiences, nature play, excursion
activities
Weather extremes (very hot, high UV, very cold,
very windy, very rainy)

Transitions Between OSHC and School:
The transition between the end of Before School Care and the start of the school day, and the transition
between the end of the school day and the beginning of After School Care can be particularly risky. As such (and
as stated in the Head Count section below), it is crucial that an accurate sign in / out process occurs and a head
count is conducted at these times.

Before School Care Transition
Once a Head Count has been conducted and a roll call complete, the transition from Happy Haven having Duty
of Care to the school having Duty of Care can occur. Happy Haven’s Before School Care session end time for
each service will align with the school’s yard duty time – that is to say, our session does not end prior to the
school allowing children not attending OSHC onto the site as a school employee will have commenced yard
duty. Therefore, children are not to be released from care until the end of the Before School Care session. Each
service may have slightly different school and community expectations and requirements as to which children
can be released directly from OSHC, and which children are to be escorted to their classroom. The
requirements of the service are to be clearly articulated in the service’s Relief Staff Guidelines.
Last updated 8/9/2021
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The following should be considered as a guideline:
• Preschool children are to be escorted by an educator to the preschool room on all school sites. Siblings
or other children must not escort these children without an educator. Educators are essentially acting
as the child’s guardian, and as such need to help set them up for a successful day (e.g. assisting with
morning routines such as applying sunscreen, placing lunchboxes / drink bottles in the correct location,
helping them to settle in to an activity)
• Receptions may need escorting to their classroom by an educator, particularly in Term 1 of the school
year (being new to the school environment). Older siblings may play a role in assisting to escort them,
with a view to transitioning the receptions to becoming independent and walking themselves to their
classroom at some point in the school year.
• Children with additional needs who participate in a Special Class setting or who attend a Special School
must be escorted by an educator to their classroom on all school sites. Siblings or other children must
not escort these children without an educator.
• Children who are new to school and/ or new to OSHC may require assistance in being escorted to their
classroom for some sessions, with a view to building their confidence and ability to independently make
their way to class in the morning.
• Considerations to the transitioning of children into independently making their way to class will take
into account the location of OSHC within the school, proximity of OSHC to gates / exits and to main
roads or thoroughfares, and the number of people within the school grounds.
• Parents requesting their children being collected by taxi, rideshare or similar to be transported off site
to another school will have their request assessed on a case-by-case basis. If able to be accommodated,
the Service Director will need to complete a Risk Assessment which outlines the procedures in place to
mitigate the risks associated, and the parent will need to sign a ‘Permission to Leave OSHC Early’ form.
If a child’s taxi, rideshare or similar does not arrive to collect by the close of our session, we will continue
to care for the child and maintain duty of care. In this instance, a ‘Late Fee’ will be applied as per our Fees
policy. Families must state the name of the school their child attends as part of the enrolment process,
and this information is then visible to educators when conducting sign in / sign out (within the Manage
Session screen on Fully Booked).
• Where children are being transported off site to another school by a Happy Haven owned vehicle,
children will be signed out as they exit the OSHC room to embark the vehicle. This will ensure accurate
Head Counts can be conducted for each vehicle and within the OSHC environment. Each vehicle will
have an educator who has access to a printed roll which outlines the children who are to be on their
vehicle and which school they are to be delivered to. This roll is to be marked as children are signed out
from OSHC and embark on the vehicle. See Transportation Policy for more information.

After School Care Transition
At the conclusion of the school day, each school will have teacher/s on yard duty who maintain duty of care for
children until they exit the school grounds. OSHC will take duty of care of children upon signing them in to the
service as they present to the educator conducting sign in. If a child has not presented for sign in within 10
minutes of the school bell going, the Responsible Person for the session must follow our Standard Operating
Procedure – 4.1 Sign in Process for ASC. Following this process to its full extent will either see the child safely
accounted for or reported to the police as a missing person.
Each service may have slightly different school and community expectations and requirements as to which
children need to be collected from their classroom, and which children are capable of making their way
independently from their classroom to OSHC. The requirements of the service are to be clearly articulated in
the service’s Relief Staff Guidelines. The following should be considered as a guideline:
• Preschool children are to be collected by an educator from the preschool room on all school sites.
Siblings or other children must not collect these children without an educator. The educator is
essentially acting as the child’s guardian, and so needs to assist the child with ensuring all belongings are
accounted for prior to leaving the preschool and going to OSHC.
• Receptions may need collecting from their classroom by an educator, particularly in Term 1 of the
school year (being new to the school environment). Older siblings may play a role in assisting to escort
them, with a view to transitioning the receptions to becoming independent and walking themselves to
OSHC at some point in the school year.
Last updated 8/9/2021
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•
•
•
•

•

•

•

Children with additional needs who participate in a Special Class setting or who attend a Special School
must be collected by an educator from their classroom on all school sites. Siblings or other children must
not escort these children without an educator.
Children who are new to school and/ or new to OSHC may require assistance in being collected from
their classroom for some sessions, with a view to building their confidence and ability to independently
make their way to OSHC in the afternoon.
Considerations to the transitioning of children into independently making their way to OSHC will take
into account the location of OSHC within the school, proximity of OSHC to gates / exits and to main
roads or thoroughfares, and the number of people within the school grounds.
Parents requesting their children being delivered to OSHC by taxi, rideshare or similar will have their
request assessed on a case-by-case basis. If able to be accommodated, the Service Director will need to
complete a Risk Assessment which outlines the procedures in place to mitigate the risks associated, and
the parent will need to sign a ‘Permission to Arrive at OSHC Late’ form. If a child’s taxi, rideshare or
similar does not arrive to collect by the time stated on the ‘Permission to Arrive at OSHC Late’ form,
then the same process will be followed as for a child from the school setting who has not presented for
sign in within 10 minutes of the school bell.
Where children are being transported from another school by a Happy Haven owned vehicle, children
will be signed in once they present to the OSHC service. This will ensure accurate Head Counts can be
conducted for each vehicle and within the OSHC environment. Each vehicle will have an educator who
has access to a printed roll which outlines the children who are to be on their vehicle and which school
they are to be collected from. This roll is to be marked as children present to embark the vehicle.
Collection points will be outlined to families and children upon enrolling, will be communicated to the
school from which we are collecting children, and will be clearly articulated within the services Relief
Staff Guidelines. Vehicles will not depart the school until it has been confirmed that all children have
been accounted for by the educator in charge of marking the roll.
Many of the schools in rural communities have children who catch school operated or community /
council operated buses and disembark at schools in which Happy Haven operates an After School Care
service. If this is the case and children disembarking at the school are to attend OSHC, the service must
clearly articulate drop off times, locations and process for accounting for and signing these children in
with families and within the service’s Relief Staff Guidelines.
In some instances, a child may attend OSHC at the beginning of the session before conducting some
other activity prior to returning to OSHC. Examples include where a private tutor is coming to help a
child with study, or where a child being cared for by Department of Child Protection is going for
visitation with a biological parent. In these instances, the person facilitating the ‘activity’ must be listed
as a Collection Authority on the child’s account, and must sign them out upon departing OSHC, and back
in when returning to OSHC. This can be done in the ‘Parent sign in/ out for Happy Haven OSHC’ screen.

Head Counts:
Head counts are a crucial practice to guarantee the safety and wellbeing of children at all times by ensuring we
have the correct number of children in our care. There is no such thing as doing ‘too many head counts’. Head
counts must be conducted and recorded in Fully Booked by the Responsible Person as follows:
• At least every hour
• More often depending on the group (the higher the number of children, the younger the children, the
more children with additional needs or with Guidance Support Plans and the more children who are new
to the service – the more often a head count should be conducted)
• At the following key transitions:
o Before releasing children from Before School Care
o After sign-in for After School Care
o When new play areas are opened, or when existing play areas are closed
o When getting onto a vehicle for transportation
o When arriving at an excursion venue and transitioning off the bus
o Before departing an excursion venue
Last updated 8/9/2021
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o
o
o

Upon arriving back at the Service after an excursion
During Vacation Care and Pupil Free Days - when children are directed to have lunch
Other key transitions on excursion such as when getting children out of a pool on a swimming
excursion, or when assigning groups at the Zoo

Head counts are to be recorded by the Responsible Person into Fully Booked by following the steps below:
In the educator view (not parent sign in/out mode), go to ‘Manage Session’ – above ‘Attendances’ are a series of
buttons, one of which says ‘Add Head Count’. Click this button (the drop down arrow allows you to see
previously recorded Head Counts for the session.

Enter the number of children you have counted into the ‘Head Count*’ field. Comments are optional, but you
might like to include if it was at a key transition (e.g. Counting onto the bus, or, upon arrival at the bowling alley).
Entering a time is not necessary as all Head Counts have a Time Stamp.
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If your count matches the number of children currently signed into the session, you will see the following
message.

If your count does not match the number of children currently signed into the session, then you will
get the following message and have a flag when checking prior Head Counts.
Last updated 8/9/2021
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It is required that Head Counts match the number of children signed in at all times. Therefore, it is essential that
signing children in and out of Fully Booked is timely and accurate at all times.
If the count does not match the number of children signed in:
• Count again
• If possible, have another educator also conduct their own count (preferred practice on excursions is to
have two educators conduct Head Counts and confer to establish that they have the same count)
• If the count still does not match, close down all play areas and conduct a lock down in the most
appropriate space. At this point, have an educator double check any toilets in use by children.
• If after doing a lockdown and counting the numbers still do not match, conduct a roll call of all children
to establish where the discrepancy lies
• Please note these processes must be followed not only if your count is less than that of the number of
children signed in to Fully Booked, but also if your count is higher (to establish which child is present
that has not been signed in)
• If your count is lower and it is apparent a child is missing, keep the remainder of the children in lockdown
while a search is conducted by educators. If the missing child cannot be located, the police must be called
to report a missing person, the parents must be immediately informed, the Regional Director (and
Service Director if they are not present) must be immediately informed, and an Incident Report must be
completed through Fully Booked as soon as possible (but not after the end of the session).
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Active Supervision:
•
•

•

•

•

•

Educators need to be aware of their positioning within a play area (and the positioning of any other
educators in the area), thinking about where they are standing and which direction, they are facing to
maximise the number of children within their field of vision at any given time.
Engaging in activities and supporting children’s successful participation in a range of structured,
spontaneous, and child-led experiences will increase levels of enjoyment in the program and reduce
instances of challenging behaviours. When engaged in an activity, use of peripheral vision, monitoring
of noise volume and ‘type’ (i.e. laughter and constructive noise vs crying or angry sounding voices) and
regularly stepping back from the activity to proactively touch base with all of the groups and individual
children within the service will be necessary. Regular movement amongst groups of children increases
child awareness of your availability to support them in times of need.
Educators must also consider how they are promoting children’s sense of agency through their
supervision style. Genuine decision making opportunities for children should be provided with regards
to how they spend their time in OSHC. Educators should be fostering children’s development of their
own sense of risk and wellbeing, so that children can then engage in independent play and appropriate
risk taking so that they have responsibility for making mature decisions about their play.
When speaking with families, other educators, children etc, educators should wherever possible have
their back to the wall or boundary of the play area so that their supervision is not compromised. Risk
assessments of the environment should be ongoing throughout the use of any space we are accessing.
Educators need to have strong knowledge of the children in their care, which will be developed through
ongoing positive interactions and experiences. It is important educators are attuned to the needs of the
children at all times so that they may proactively support them when they are not ‘themselves’.
Educators should look for opportunities to include children in general tasks to be carried out to develop
their Activities of Daily Living (such as supporting with cutting fruit or cleaning under instruction).
Educators who are carrying out these tasks should be doing so without taking away from the
supervision of children, therefore the Responsible Person needs to be aware of the child : educator ratio
to determine appropriate times for these sorts of tasks, and any other administrative duties required.
Educators are not to use any personal devices (phones, iPads, laptops, game consoles etc.) at any time
while on shift, except during their rest / lunch break when they are not responsible for caring for
children. Educators are encouraged to give their family the phone number for the OSHC mobile so that
they can be reached in an emergency. With explicit permission from the Responsible Person, in
extenuating circumstances an educator may request the ability to field a personal call during their shift.
An example of an extenuating circumstance would be that a direct member of their family is having a
medical episode that they need to be kept up to date with (such as the birth of a baby or the outcome of
a major surgery). If this permission is granted, the Responsible Person needs to facilitate this so that the
educator taking a personal call will not be solely responsible for supervising a play environment, so that
when they remove themselves from the floor to take the call, duty of care and safety of children is not
compromised. For more information, see Use of Personal and Work Devices Policy.

Teamwork & Communication:
Two-way sharing of information needs to occur between the Responsible Person and other educators, as well
as between educators sharing responsibility for supervision of a play area. When one educator is taking over
supervision from another, a thorough handover needs to occur whereby the current activities, group dynamic,
rules, expectations, and group norms are shared for a consistent application of supervision strategies and a
smooth transition between educators. Regular communication and feedback is necessary to ensure educators
know where their colleagues are within the service and how this may affect the supervision of children, and for
roles and responsibilities to be understood. If two or more educators are sharing responsibility for supervising
a play area, then they need to work together to maintain optimal duty of care and supervision. For example, if
one educator is involved in a game of chasey, but the second educator then needs to divert close attention to
deal with a First Aid incident, then that second educator should outline this to the educator engaging in the
game, so that they can stop playing for a period and take more oversight of the group. If an educator needs to
leave the play area for any reason, they must communicate this to their colleague in that area (noting that
educators cannot leave a play area if they are the only person supervising that play area).
Last updated 8/9/2021
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Supervision Zones:
Educators should be aware of their ‘Supervision Zone’ at any given time. A Supervision Zone relates to the
area and activities an educator is responsible for supervising. This may be an entire play environment (e.g. the
gym) or could be broken down within play environments (e.g. within the OSHC room, Zones may include
‘Kitchen’, ‘Craft Activity’, ‘Yard’ etc.) Each play environment will ideally find a balance between being
organised for optimal supervision while also respecting children’s growing need for privacy and autonomy.
The Responsible Person will allocate Supervision Zones to each educator, and this will change throughout the
course of a session. Educators must communicate with the Responsible Person before opening or closing a
play area. Again, it is important to reiterate that no one position on the floor or style of supervision will be
suitable for every circumstance, however the Service Directors should consider establishing clear supervision
zones to be allocated to educators during sessions (see below for examples).
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Movement Between Play Areas:

As demonstrated in the diagram above, there needs to be clear expectations of how children move between
play areas, how this is communicated among educators and how the Responsible Person will be able to account
for the whereabouts of all children at all times. Directors need to consider the following factors and/ or
strategies, develop clear and consistent expectations for movement between areas, and ensure these are
communicated to children and educators:
• Movement paths should be the shortest, most direct route with the clearest visibility
• Expectations may be tailored to suit different age groups within the service
• Distance between areas needs to be considered
• Are children allowed to move freely between areas with a buddy? On their own? Or must they wait for
an educator to escort them? (in the example above, free movement may be allowed between ‘The Lodge’
and the ‘Chillout Room’, but an escort may be required to go to the gym)
• How will toilets be supervised?
• How will educators communicate between areas? (e.g. walkie talkie, via the Responsible Person
‘floating’ between areas etc.)
• A Risk Assessment must be developed by the Service Director for each play environment accessible as
part of the OSHC Licensed Areas as per our contract with the school
• A predetermined movement plan between all play areas and toilets needs to be communicated to all
educators and children and included in the service’s Relief Staff Guidelines. A Risk Assessment needs to
be conducted for all movement paths.

Excursions:
As well as reducing our educator : child ratio based on a risk assessment of the venue and activity, excursions
also present a range of activities and experiences which will differ from those able to be offered at the OSHC
service. Like at OSHC, educators are expected to participate and engage in the activities on offer alongside of
the children. For some activities (i.e. swimming, ice skating, indoor rock climbing) educators will be required to
state their willingness and ability to fully participate in these activities at the time they submit their
Last updated 8/9/2021
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availability to work. This will then enable the People & Culture team to ensure sufficient educators are
rostered who can actively participate in the activities and supervise from within the pool / on the ice rink /
belaying the children while on a rock-climbing excursion etc.

Transportation:
Educator : child ratios (including Qualified ratios) must be maintained for each vehicle being utilised to
transport children to and from an excursion. The following considerations must be taken into account and
applied to the embarking and disembarking of transportation – depending on the number of children and
educators present, this will look slightly different for each service on each excursion:
When lining up for the bus, children should line up alongside the bus, as opposed to perpendicular to it. This
will allow for consistent routines and expectations.
Depending on the number of children and educators present, when children are embarking the vehicle the
following should occur:
•

•
•
•
•

•

While children are lining up, and prior to them embarking the vehicle, approximately half the number
of educators who will also be transported should get on the vehicle and spread themselves along its
length. Their role is to supervise and guide children to seats, ensuring they are being safe, and so as to
ensure educators have seats staggered throughout the vehicle among the children. Educators should
not all be congregated to one section of the bus, nor is it encouraged that educators sit next to each
other on the vehicle.
One educator is to be standing by the door to the vehicle of which the children will be using to embark.
Their responsibility and focus is on counting the children on the bus, and assisting them if the step is
high.
A second educator at the front of the vehicle should be present to support the educator counting
children onto the bus. Their responsibility is in managing the group of children as they approach the
door to embark, so that the educator counting can give their full focus to that task.
Remaining educators should stagger themselves along the rest of the line of children, with one educator
right at the back of the group to ensure children don’t ‘wrap around’ the bus while lining up and stand in
an unsafe area.
When disembarking the bus, approximately half the number of educators who have been transported
should get off first. Their responsibilities will differ depending on where the group has arrived, but at
least one educator should position themselves so that the children can then line up in front of them
before heading to their next location (OSHC or excursion venue). If returning to OSHC, educators
should be going ahead to unlock gates, disarm the building, put their belongings down and head out to
any other play areas that are to be made available for the children.
The Responsible Person (or another educator as nominated by the Responsible Person) should instruct
the children as to which side of the bus will get off first. An educator must always be the last person off
the vehicle. Their responsibilities are to go to the very back of the bus, then make their way throughout
the bus and check to make sure all children have disembarked and that no belongings have been left on
the vehicle. The exception to this is where they are operating as a single educator, in which case they
will instruct the bus driver to carry out the check. The educator and children are not to leave the vicinity
of the vehicle until the bus driver confirms no children are present on the bus.

References:
• Permission to Leave Early and Arrive Late Form
• Policy Delivery and Collection of Children
• Policy Duty of Care
• Policy Fees
• Policy Operating with a Single Educator
Last updated 8/9/2021
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•
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•
•

Policy Ratios & Qualifications
PolicyTransportation and Road Safety
Policy Use of Personal and Work Devices
SOP Sign in Process

ACECQA (July 2020). Information Sheet – QA2 Active Supervision: Ensuring Safety and Promoting Learning.
https://www.acecqa.gov.au/sites/default/files/2020-08/QA2ActiveSupervisionEnsuringSafetyAndPromotingLearning.pdf
Part 4.2 Children’s Health and Safety, Division 6, 99 – Children leaving the education and care premises
Part 4.2 Children’s Health and Safety, Division 6, 100 – Risk assessment must be conducted before excursion
Part 4.2 Children’s Health and Safety, Division 6, 101 – Conduct of risk assessment for excursion
Part 4.2 Children’s Health and Safety, Division 6, 102 – Authorisation for excursions
Part 4.2 Children’s Health and Safety, Division 7, 102B – Transport risk assessment must be conducted before
service transports child
Part 4.2 Children’s Health and Safety, Division 7, 102C – Conduct of risk assessment for transporting of
children by the education and care service
Part 4.2 Children’s Health and Safety, Division 7, 102D – Authorisation for service to transport children
Part 4.3 Physical Environment, Division 2, 115 – Premises designed to facilitate supervision
Part 4.4 Staffing Arrangements, Division 3, 122 – Educators must be working directly with children to be
included in ratios
Part 4.4 Staffing Arrangements, Division 3, 123 – Educator to child ratios – centre based services
Part 4.4 Staffing Arrangements, Division 4, 126 – Centre-based services – general educator qualifications
Part 4.7 Governance and Leadership, Division 2, 168 – Education and care service must have policies and
procedures
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Tobacco-, Drugs- and Alcohol-Free Environment
Policy Statement
Tobacco, drugs and alcohol have the potential to put children and educator’s wellbeing at risk.
These substances can compromise effective supervision of children. It is important for
educators to role model safe behaviours with regards to these substances.

Objectives:
•

All children will be cared for in an environment free from the use of tobacco, illicit drugs and
alcohol
• Educators, work experience students and visitors must not be affected by alcohol when on
the premises and the service is operating
• Educators, work experience students and visitors must not be affected by drugs (including
prescription medication) which adversely affect the person’s ability to educate and care for
children when on the premises when the service is operating
All DfE sites are tobacco free

References:
Part 4.2 Children’s Health and Safety, Division 1, 82 (1) – Tobacco-, Drug- and Alcohol-Free
Environment
Part 4.2 Children’s Health and Safety, Division 1, 83 (1) – Staff members and family day care educators
not to be affected by alcohol or drugs
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Water Safety
Policy Statement
The service acknowledges the risks posed by bodies of water (any area where there is at least
5cm of water deep) and takes the safety of children and educators involved in water-based
activities and around bodies of water seriously. The service will ensure that every precaution
is taken so that children are able to enjoy water-based activities safely. Risk assessments will
be carried out for programmed water-based activities and the outcomes will underpin the
educator to child ratio for such activities.

Objectives:
The service shall ensure the safety of children around bodies of water by:
•
•
•
•
•
•
•

Undertaking a risk assessment that will determine the required educator to child ratio for the
proposed activity
Ensuring there are educators present that have a current, approved first aid training
qualification including CPR
Demonstrating a preference for venues that provide additional supervision in the form of
lifeguards
Ensuring educators are placed in positions that allow them to directly and actively supervise
any child accessing a body of water
Avoiding any venue with a body of water where sufficient precautions cannot be taken to
ensure the safety of children
At least one educator will supervise children from within the body of water
On swimming excursions, we will not accept bookings for children four years old or younger.
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Work Health Safety (WHS)
Policy Statement
Happy Haven OSHC is committed to providing a safe and healthy workplace and to eliminate
conditions and incident that could result in personal injury or ill health to educators, children,
families or visitors. We are committed to consulting with educators on WHS Injury
Management issues, enabling each educator to contribute to decisions that may affect their
health, safety and welfare at work.

Objectives:
Information about the Work Health Safety Act, Regulations, and Codes of practice and guidelines are
held at the service, and will be made available to educators and parents when requested.
Employee and employer obligations in regard to WHS are discussed with new educators as part of
their induction. They are included in educator handbooks. Refresher training are conducted as
required.
Educators are encouraged to report incidents to the Director/ Happy Haven Management which lead
to high stress levels. Positive steps will be taken to understand and minimise stress suffered by
individual educators.
Educators, guardians and children will have access to current information provided by relevant
government authorities on how to minimise health and safety risks to educators and children.
Visitors to the site must sign in and observe the service’s WHS obligations.
Educators must report hazards, accidents, injuries and near misses to the Responsible Person who
will then make necessary records and notifications to guardians and/ or Happy Haven Management
as per the current Standard Operating Procedures manual. All serious and critical hazards, accidents,
injuries and near misses must be referred to Happy Haven Management immediately by phone.
Happy Haven Management will follow Approved Provider Reporting Requirements about Children in
Education
and
Care
Services
under
National
Law
and
Regulations
https://www.acecqa.gov.au/resources/applications/reporting#approved%20provider%20reporting
%20requirements

References:
Work Health Safety Act 2012
https://www.legislation.sa.gov.au/LZ/C/A/WORK%20HEALTH%20AND%20SAFETY%20ACT%202012.
aspx
Safe Work SA Legislation
https://www.safework.sa.gov.au/resources/legislation
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SA Approved Codes of Practice
https://www.safework.sa.gov.au/workplaces/codes-of-practice
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Anti-Bullying
Policy Statement
Bullying, harassment and violence are hurtful and destructive. Physical bullying can be seen,
where cyber bullying happens behind the scenes. Bullying, harassment, and violence continue
to be issues of concern for parents/guardians. Bullying, harassment, and violence are not
acceptable at Happy Haven OSHC services and will be dealt with seriously and swiftly. The
service will work with he OSHC community and other services and agencies to support its
children in being responsible and productive members of the community.

Objectives:
Bullying
Bullying is repeated verbal, physical or social behaviour that is harmful and involves the misuse of
power by an individual or group towards one or more persons. Cyber-bullying refers to bullying
through information and communication technologies. Conflicts or fights between equals and single
incidents are not regarded as bullying. Bullying in any form or for any reason can have long-term
effects on those involved, including bystanders.
Discrimination
Discrimination can occur when people are treated less favourably than others because of their race,
culture or ethnic origin; religion; physical characteristics; gender; sexual orientation; marital,
parenting or economic status; age; and/or ability or disability. Discrimination is often ongoing and
commonly involves exclusion or rejection.
Harassment
Harassment is behaviour that targets an individual or group due to their identity, race, culture or
ethnic origin; religion; physical characteristics; gender; sexual orientation; marital, parenting or
economic status; age; and/or ability or disability, and that offends, humiliates, intimidates, or creates
a hostile environment. Harassment may be an ongoing pattern of behaviour, or it may be a single
act.
Violence
Violence is the intentional use of physical force or power, threatened or actual, against another
person/s that result in harm, injury or in some cases death. Violence may involve provoked or
unprovoked acts and can be a single incident or can occur over time.

Strategies:
•
•
•
•

Educators will engage in professional development sessions through the service with a focus
on how to handle bullying and harassment among children
Anti-bullying and harassment messages and strategies will be incorporated into the service’s
learning and development program
Children will be encouraged to follow the child grievance procedure
Educators will actively be supervising and monitoring instances of bullying and harassment

Last updated:
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•
•
•
•
•
•

Children are encouraged to seek out an educator to report instances of bullying and
harassment
The service will make available information to families and children which will inform them
of our anti-bullying policy and strategies they can implement if they are being bullied or
harassed or if they see bullying or harassment occurring
Educators will maintain a bully log to record and track instances of bullying amongst children,
and this log will inform all educators to assist them to ascertain if a behaviour management
incident is one of harassment or bullying
Educators must role model appropriate interactions to children
If harassment occurs the child being harassed has the right to ask for it to stop, educators will
encourage and empower the child to do this
If the harassment continues, the child then needs to report it to an educator. The educator is
responsible for making sure the situation is dealt with as soon as possible and in an
appropriate manner, and will follow the Guiding Children’s Behaviour Policy.
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Bushfire Management
Policy Statement
For services located within bushfire risk zones, we must ensure that we are prepared with a
bushfire action plan in the event of catastrophic fire danger day, school closure due to risk of
bushfire, or the actual event of fire in proximity to the school.

Objectives:
•

•

•

•

•

•
•

The OSHC service will ensure communication is had with schools located within R1 & R2 risk
areas during August and September each year regarding the site’s preparation for the
annual fire danger season.
DECD policy states that schools located within R1 or R2 areas will close automatically when
advanced notice of a forecast of a catastrophic fire danger day is in place. If this is to occur,
the service will also close, all attendances for the day will be marked as “cancelled” and all
educators will be directed to take leave entitlements for the day should they have them
available.
If there is an elevation throughout the day from an existing fire danger rating to a
catastrophic fire danger rating, the service will remain open and operate as normal unless
otherwise advised.
If advised to close due to an elevated rating to catastrophic, the school will be responsible
for notifying all parents should this occur during school hours. The school must also inform
Happy Haven OSHC staff. If notice is given during OSHC operational hours (i.e. during ASC,
PFD or VAC Care), the service will need to notify parents seek and guidance from the DECD
Security and Emergency Management unit as to whether children should be collected or
whether the site should seek refuge in the bushfire refuge location.
Communication will occur as follows: The educator must advise Happy Haven management
on 0403 369 532 so that support can be given to reaching families ASAP and confirming the
message has been received. A Facebook post will also be used to try and reach families
more quickly.
If travelling on excursion to a bushfire area where a risk is presented (either by risk rating for
the day or actual fire occurring), then the excursion will not go ahead (see policy xxxx)
If a bushfire is approaching the service, the safety of all children, staff and other occupants
on site is the highest priority. In these situations, the following steps will be taken:
o move the group to a designated bushfire refuge or other suitable location
o fill available containers with water
o close windows, doors and turn off the air conditioning
o remain inside with children until the main fire front has passed
o listen to local radio and monitor the CFS website

Last updated:
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o work with the DECD Security and Emergency Management unit to manage the
situation and keep informed about changing conditions – this will include asking
about the action to take should a parent come to collect their child from the service
o inform Happy Haven management so support can be provided where possible
The following list outlines information services which can be used to prepare for bushfire risk, check
on current fire danger ratings, and for receiving updated information as to the status of a current
fire situation:
• checking the SA Country Fire Service website at www.cfs.sa.gov.au, CFS emergency
hotline: 1300 362 361

•
•
•
•
•

checking the Bureau of Meteorology website at www.bom.gov.au
calling the Bushfire Information Hotline on 1300 362 361
listening to your ABC local radio station or FIVEaa radio station. For further information
State Emergency Services (SA): www.ses.sa.gov.au/site/home.jsp
Government of South Australia bushfire and emergency information:
www.sa.gov.au/topics/education-skills-andlearning/general-information/bushfire-andemergency-information

• Fire Protection Association Australia: www.fpaa.com.au
• South Australian Fire and Emergency Services Commission (SAFECOM):
www.safecom.sa.gov.au/site/home.jsp

• SA Police News: www.police.sa.gov.au/sa-police-news-assets/front-page-news/sa-policenews • ABC News: www.abc.net.au/news/emergency/state/sa

• Alert SA: www.alert.sa.gov.au
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Change Rooms and Toilets
Policy Statement
The service recognises the vulnerability of children while using public toilets, including those
on the school site. In developing the following procedures consideration was given to the
individual child’s right to privacy balanced with the need for children to be safe. The
procedure must also guide educators in appropriate levels of supervision so as to protect
them.

Objectives:
Child Protection
• Educators will discuss at appropriate times with children safety and protective behaviours,
either in groups or individually
• Children must notify educators when they are going to the toilets
• Educators will actively monitor children going to and from the toilets during 0630hrs - 0730hrs
and 1700hrs - 1800hrs
• Children will go to the toilets in pairs while at the service
• On excursions children are encouraged to go to the toilet in groups
• Where the toilet is some distance from the rest of the group and/or not in line of sight an
educator will walk them to the toilet and wait outside the toilet block until all children have
returned. They will then walk back together
• When on excursion and children are required to get changed into other clothing, educators
will supervise this area sensitively, and ensuring children have privacy
• When children need to get changed, educators will check the toilet/ change room area prior
to children entering and determine the area as being safe
• Educators (preferably of the same gender) will stand by at the entrance of the toilets and
watch comings and goings of children and the public
• Educators will enter the change room and scan the area looking for any problems and
inappropriate behaviours, and manage them.
Educator Protection
• Educators will wherever possible use designated adult toilets
• Where this is not possible educators will notify the Responsible Person/SMIC on duty that
they are going to the toilet and on their return. If using the same toilets as the children, male
educators must not use the urinal but instead use the cubical
• On excursions where children are required to change, both male and female educators will
be rostered wherever possible to monitor change rooms. Where it is not possible for both
genders to be represented on such an excursion, an educator will walk the non-represented
gendered children to their change rooms and will wait at the door. Should it be necessary for
them to enter the toilets if an emergency arises, they will knock on the door and announce
they are entering
• On swimming excursions or when educators are required to get changed using the same
change rooms as the children, educators will get changed either before or after the children
are sent into the change room to get changed
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•
•

If a child asks an educator for assistance changing, educators can assist. Depending on the
child’s age and abilities, this will determine the extent of assistance that can be provided
Where educators are asked by a child to assist, the educator will ensure that they are in the
change room area (e.g. not in a cubical) and another educator and/or children where possible,
is present in the area.
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Child Safe Environments
Policy Statement
We believe that the welfare of all children is of paramount importance and that the service
has an obligation to defend the child’s right to care and protection. All employees have a
responsibility to take action to protect children they suspect may be abused or neglected. All
children have the right to be safe, and the provision of safe environments is essential in
preventing injury and enabling them to grow and develop. Our service will carry or
responsibilities and will fulfil our duty of care in responding to abuse and neglect as indicated
under legislation under the Children and Young People (Safety) Act 2017. We will adhere to
the DfE policy on Child Protection in Schools, Early Childhood Education and Care Services.
This policy is available at Child protection in education and early childhood services policy

Objectives:
•

•

•
•
•
•
•
•
•
•
•
•

The Children and Young People (Safety) Act 2017 requires educators and volunteers to notify
the Child Abuse Report Line (131 478 or online) if they suspect, on reasonable grounds, that
a child has been or is being abused or neglected – this responsibility is part of the broad duty
of care that educators and volunteers have towards the safety and wellbeing of children and
young people
All educators should complete ‘Responding to Risks of Harm, Abuse and Neglect Education
and Care Training’ (RAN-EC) prior to working with children, or, if this is not possible, they will
be provided with a copy of ‘Protective Practices for Staff in Their Interactions with Children
and Young People
https://www.education.sa.gov.au/sites/default/files/protective_practices_for_staff_in_the
ir_interactions_with_children_and_young_people.pdf?v=1596093568 and booked in for
the first available RRHAN-EC course – the service will pay for required refresher courses
‘Mandatory Reporting Guides’ are held at the service and must be read and understood by
educators – these guidelines will also be available for families
All educators must undergo the screening and suitability checks in accordance with the DfE
requirements
Employee obligations in relation to allegations of child abuse are included in educators’
induction handbook
Families will be made aware that the employees and work experience students of the service
are mandated notifiers under the Children and Young People (Safety) Act 2017
If an educator suspects abuse, they should follow guidelines from ‘Responding to Risks of
Harm, Abuse and Neglect and Education and Care Training’
Educators are encouraged to discuss any issues or concerns with the Director prior to making
a mandated notification
Educators should remember that it is not their responsibility to prove the abuse, just to have
reasonable suspicion that abuse, or neglect has occurred
Reports will be treated with strict confidentiality
Educators will leave the situation in the hands of the Child Abuse Report Line once a report
has been made – educators will follow the advice given by the Child Abuse Report Line
In addition to completing the CARL reporting, Happy Haven also requires Employees to submit
a detailed online Happy Haven Notification.
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Strategies:
References:
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Delivery and Collection of Children
Policy Statement
Happy Haven OSHC maintains clear processes to ensure that the arrival and departure of
children is carefully monitored. Safeguards are also developed and regularly reviewed to keep
children safe during times of transitions between school and OSHC.

Objectives:
The service will retain records of attendance such as sign in sheets, with
parents/guardians/authorised people responsible for signing these attendance records daily.
Regulation 158 states that the attendance record is to be signed by one of the following persons at
the time a child arrives and departs:
- The person who delivers the child to the premises or collects the child from the premises
- The nominated supervisor or educator.
A child in care may only leave the service premises in accordance with Regulation 99.
Authorisation for Collecting Children
• There is an agreement between the service and the school that at the conclusion of Before
School Care (BSC) children will be signed out from OSHC where they will then walk to their
classrooms and be under the supervision of the teacher on yard duty. Pre-School children and
others, as outlined in the service’s LSA, will be walked over by an educator to kindergarten at
the time the kindergarten opens. A parent/guardian whose children are new to the service or
the school may arrange for them to be walked by educators to their classrooms. Plans will be
put in place to facilitate these children eventually walking to class by themselves
• Children coming to After School Care (ASC) will be signed in by an OSHC educator
• All children being dropped off for BSC, or being collected from ASC must be signed in/out by
an authorised person
• The names and contact numbers of all people authorised to collect children from the service
must be included on the enrolment form. Any changes to these must be advised in writing to
the service by the parent/guardian as soon as possible
• Children may not leave the premises unless there is signed written permission from a
parent/guardian that identifies and qualifies such expectations. Happy Haven Management
reserve the right to negotiate such requests where there is a concern about children’s safety.
Absent and Missing Children
• If a child booked in for ASC has not arrived by the end of the sign in process, or by the time
designated in writing by their parent/guardian, the following steps will be followed until the
service is able to locate the child
o All educators will be aware of their role in these instances
o Educators will check all supervised areas to ensure the child is not there
o Educators will speak with the child’s peers or siblings, who may have relevant
information. Their word will not be taken as fact, this step immediately will precede
the next step and only act to provide more details to educators and parents
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o Call the parent/guardian, and if unable to get in contact with the parent/guardian, the
emergency contact, to establish whether the child is meant to be at OSHC or if
alternate arrangements have been made (at this point if the child has been collected
by the family or an authorised person and the service has not been informed prior to
initiating contact, a non-notification fee will be charged – see Miscellaneous Fees
Policy)
o Check with the front office to ensure the child is not there, and check the rest of the
school grounds
o If unable to establish the whereabouts of the child, the educator will seek advice from
the parent/guardian/emergency contact about further action. If a decision is made by
either the parent/guardian/emergency contact or educator to contact the police the
parent/guardian/emergency contact will be asked to attend the school as soon as
possible. The educator will then call the police (Police Call Centre 131 444) with the
following information ready: name and address of the child; any known contact
numbers; a description of the child; time the child was last seen; any medical
conditions
o If the child is then located, that information is to be shared immediately with those
who may be assisting to locate the child.
Unauthorised Collection
• Where a child attending the service is not living with both parents, or where disputes arise or
have arisen about the responsibility of the child, the parent responsibility remains with both
parents jointly and individually
• If the parent/guardian arranges for an unauthorised person to collect their child from the
service, they must contact the service to advise of this arrangement and confirm who will
collect their child
• If the service has not been notified and someone other than the parent/guardian or
authorised person arrives to collect the child, the Responsible Person will contact the
parent/guardian to get their authorisation
• Wherever possible, prior notification in writing should be provided by the parent
• The child will not be released until the parent/guardian’s authorisation has been obtained
• If that authorised person is not known to the service they will be required to provide proof of
their identity.
Intoxicated Person Collecting Child
• In the case of an authorised person arriving at the service to collect a child in a visibly
intoxicated or otherwise unfit state to drive (and where they will be the driver), the person
will be encouraged to contact another adult to drive them and the child home or the service
will offer to call a taxi
• If the unfit person insists on taking the child, the police will be contacted.
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Disappearance of Children
Policy Statement
Happy Haven OSHC has a duty of care to all children at the service. While we recognise the
potential harm to fall upon a child who leaves supervised areas without permission, measures
will be taken to first ensure the safety and wellbeing of the other children in attendance, and
then also to children who are absconding.

Objectives:
Upon becoming aware of a child leaving supervised areas without permission educators will:
• Inform the Responsible Person in charge of the child’s disappearance
• Gather information to help establish the status of the child’s whereabouts
• Search the area
• Ensure the safety of the rest of the group
• If the child has left the area which is able to be supervised, the Responsible Person will initiate
emergency procedures if necessary
• Monitor the child from a distance if possible (considerations should be given to child to
educator ratios, age and maturity of the child)
• Notify Happy Haven management
• Inform parents
• Contact police for assistance
• Make other notifications (refer to Incidents, Injury, Trauma and Illness policy)
• Complete relevant reports and debriefs as required.
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Duty of Care
Policy Statement
Every educator has a duty of care towards every child under their supervision by virtue of the
conditions of their employment, as well as by virtue of the common law principles of negligence.
Educators have a duty to do what is reasonable in a given situation to ensure the safety of children,
families, visitors, their colleagues and themselves.

Objectives:
•

A duty of care to protect children from foreseeable risk of injury can be manifested in many
ways including but not limited to:
- The duty to supervise the children so that they comply with rules and practices for
their own safety and that of other children
- The duty to design and implement appropriate programs and procedures to ensure the
safety of children
- The duty to ensure that school buildings, equipment and facilities are safe
- The duty to warn children about dangerous situations or practices

•

Duty of care is breached and negligence present when harms befalls an individual in instances
where:
- The risk was foreseeable (the educator ought to have known there was risk present)
- The risk is not insignificant
- The circumstances are such that a reasonable person in the individual’s position would
have taken adequate precautions. In determining whether a reasonable person would
have taken precautions against the risk of harm, the following would be considered:
▪ The probability that the harm would occur if care were not taken
▪ The likely seriousness of the harm
▪ The burden of taking precautions to avoid the risk of harm
▪ The social utility of the activity that creates the risk of harm

•

The service will make sure families have access to the service’s program and they are
encouraged to discuss any concerns they may have about the associated risks of those
activities.

References:
Australian Government. Law of Negligence and Limitation of Liability Act 2008
https://www.legislation.gov.au/Details/C2016Q00058
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Emergency and Evacuation
Policy Statement
We aim to provide an environment that provides for the safety and wellbeing of the children,
families and educators at all times. All children and educators will be aware of, and practised
in, emergency and evacuation procedures. In the event of an emergency, natural disaster or
threats of violence these procedures will be immediately undertaken. Our procedures align
with Education and Care Service National Regulations relating to emergency and evacuation
procedures.

Objectives:
Emergency Evacuation
• Emergency evacuation procedures and floorplans will be clearly displayed near the exit to
each room used by the service
• There will be established primary and secondary assembly areas
• There will be an established process to communicate that there is an emergency
• A risk assessment will be conducted to identify potential emergencies relevant to the service
• There are clear instructions for what steps will need to be undertaken by all educators in the
Staff Relief Guidelines for each site and this information is displayed in the entry point of
each site
• All educators will be informed of the procedure and their specific duties identified in their
orientation to the service.
• Children and educators will practice the emergency procedure at least once a term
• All emergency drills will be recorded - additional comments on recommendations for
improvements can also be included in the record.
• Parents will be informed of how to access information outlining procedure and assembly
points
• No child or educator is to collect personal items during an emergency evacuation. This would
lead to confusion and delays.
• Fire extinguishers will be installed and maintained in accordance with Australian Standard
2444
• Educators will only attempt to extinguish fires if a fire is burning in the exit and preventing
the safe evacuation of children and educators, the fire is small, there is no threat to their
personal safety and they feel confident to operate the extinguisher, and all the children have
been evacuated from the room.
• Happy Haven will ensure the school has installed and maintains a fire blanket and smoke
detectors and there is a residual current device installed
• No one will re-enter the building until advised it is safe to do so by the officer in charge of the
emergency service
• We will attempt to advise families as soon as practical
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Emergency Evacuation
• Emergency lockdown procedures will be clearly displayed near the entrance and exit to each
room used by the service
• All educators will be informed of the procedure and their specific duties identified in their
orientation to the service, outlined in the Staff Relief Guidelines for each site and this
information is displayed in the entry point of each site
• Children and educators will practice the emergency procedure at least once a term
• All drills will be recorded - additional comments on recommendations for improvements can
also be included in the record.
• Parents will be informed of how to access information outlining the procedure and assembly
points
• In the event of a bushfire threat, the service will initiate the site’s bushfire action plan
• In vacation care while on excursion consideration will be given to a bushfire action plan (see
Risk Assessment Policy) if the excursion is within a bushfire zone
Whilst on excursions and the need arises for an emergency evacuation or lockdown, the Responsible
Person will follow the above procedures as closely as possible.

References:
SA Country Fire Services at www.cfs.org.au
Part 4.2 Children’s Health and Safety, Division 5, 97 (1), (2), (3) & (4) – Emergency and Evacuation
Procedures
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Extreme Weather
Policy Statement
In case of extreme weather, measures will be taken to ensure the safety and comfort of all
children and educators.

Objectives:
Extreme Hot Weather
• In addition to our Sun Protection policy, we will look to implement further measures to keep
children and educators safe and comfortable
• We will look to use the coolest areas within the school grounds
• Suggested ways to keep play areas cool include using air-conditioning, keeping doors closed,
keeping blinds lowered, turning lights off, not implementing physical play and considering the
programmed snack (e.g. not using ovens)
• We may need to modify the scheduled programmed activities and encourage reduced level
of physical activity
• We may use water play activities to keep children cool
• Precautions are taken to ensure children’s lunches are kept cool
• We will more regularly promote children and educators to keep their fluids up and have
drinking water readily available
• We will monitor and advise children about appropriate clothing
• We will look to implement measures to provide educators with relief
Extreme Cold Weather
• Measures will be taken to ensure children and educators are kept safe and comfortable during
times of extreme cold weather
• Outside play will be reduced
• Consideration will be given to the snack provided
• Areas in the school that provide the most reliable form of temperature control will be used
• We may need to modify the scheduled programmed activities and encourage increased level
of physical activity
• We will monitor and advise children about appropriate clothing
• We will look to implement measures to provide educators with relief
Rain, Lightning and Thunder
• If the Responsible Person makes an assessment that the weather provides a level of risk to
children and educators then measures will be taken to reduce the potential hazards
• Outside areas may be made unavailable for play
• Movement between areas may be limited
Power Outage
• Educators must call ETSA for predicted length of outage (phone number is 131 366)
• For short term outages children will be kept on site wherever possible providing they can be
kept safe and comfortable
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•
•

For outages that are predicted to be of longer duration the Responsible Person will consult
with the Director about operating arrangements
For extended periods of power outages, consideration will be given to families about advising
them of the current situation, the strategies we are implementing and predicted length of
power outage so they may make an informed decision about their child

Excursion Cancellation
• At the discretion of the Director (in consultation with Happy Haven Management) due to any
of the above extreme weather situations, an excursion may be cancelled with potential for an
alternate excursion used as a back up
• Our Vacation Care booking form will have a statement explaining this to families with the
alternate excursion activities listed and must be signed as a pre-requisite for booking their
child in for care
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First Aid, Incidents, Injury, Trauma and Illness
Happy Haven believes the physical and emotional wellbeing and safety of all staff and users of our services
is of the greatest importance. Happy Haven Management will ensure that all procedures of the service are
compliant with Education and Care Services National Regulations (the Regulations) and Education and Early
Childhood Services (Registration and Standards) Act 2011 (the Act). Priority will be given to minimalisation
of risks of incidents, injury, trauma and illness at our services. We will ensure the safety and wellbeing of
educators, children and visitors within the service and on excursions through proper care and attention in
the event of an accident.
In the event of an incident, injury, trauma or illness, the service will make every attempt to ensure there is
sound management of the event and to prevent any worsening of the situation. Educators will act
immediately to assess and contain a situation, within the parameters of this policy and relevant Standard
Operating Procedures (SOP’s). First Aid will be administered by first aid trained staff and medical assistance
requested as required.
In the interests and safety of educators and users of the service, as well as children who become sick,
children who are unwell will be asked to refrain from using the service. The service is unable to provide the
required constant attention to a child who is unwell, and it is in their interests to remain in alternate care.

Objectives:
This policy is designed to set out the procedures that will be followed so that management and educators clearly
understand their responsibilities both during and after an incident.
This includes required documentation and reporting that must occur to Happy Haven Management, the Regulatory
Authority and Department for Education (DfE).

Definitions of Responsible Person:
Responsible Person - the most senior educator on site at the time or nominated Qualified Educator as indicated
on Deputy
Responsible Person needs to be identified at any point in time at each site and this is communicated using a
display at the entry of the site

Definition of Serious Incident
By Regulation:
A serious incident, in accordance with the Act, is when additional medical attention other than first aid is
required.
Happy Haven recognises the following as serious incidents:
Last updated 27/7/2021
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•
•
•

The death of a child while either at the service or as a result of an incident that occurred at the service
Any incident involving injury or physical or emotional trauma to a child, or illness of a child that results
or should have resulted in the child seeing a medical practitioner or attending hospital
Any incident where the attendance of emergency services was, or should have been, sought

DfE- lists severe or serious injuries:
In addition to the Act, DfE lists severe or serious injuries as:
•
•
•
•
•
•
•
•
•
•

Head injuries
Eye injuries
Back injuries
Loss of limbs or appendages
Bone fractures
Deep wounds requiring suturing
Serious muscular injuries
Burns
Ear injuries
Other injuries where complications have set in after the initial injuries were sustained

Happy Haven additions to serious incidents:
The service also recognises a serious incident when a child is missing or cannot be accounted for, appears to
have been taken or removed from the premises in a manner that contravenes the Regulations or is mistakenly
locked in or locked out of the service or any other part of the premises.

Notice of Serious Incidents
Any person who becomes aware of a serious incident occurring must report that incident to their line
manager/responsible person as soon as practical and call Happy Haven Management. They will be required
to complete the appropriate online critical incident report form through the Happy Haven share point drive,
accessed through FullyBooked
•

The service must also ensure the family of a child involved in a serious incident is notified as soon as
practicable by the responsible person on site
•

•

Happy Haven Management will notify the Regulatory Authority, Departments and Site Leaders, as per
the Regulations and notification requirements. Further details are provided in Policy Notifications to
DESE and SOP 4.2 Notifiable events/ incidents (serious incidents)

For the purposes of section 174(4) of the Law, the notice to the Regulatory Authority under section 174
(2)(a) of the Law, notice must be provided within 24hours or when the person becomes aware of the death
of a child; within 24hours or when the person becomes aware of any other serious incident. (refer to the
ACECQA
Notifications
types
and
time
frames
https://www.acecqa.gov.au/resources/applications/notification-types-and-timeframes)
•

DfE also have notification requirements in the event of a serious incident, services operating on a DfE
site must notify the DfE, school Governing Council and Principal, as well as the Local Education Office
within 24hours of the incident.
•
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This guide can be found
https://www.education.sa.gov.au/sites/default/files/oshc-notificationrequirements.pdf?acsf_files_redirect
The Responsible Person in conjunction with Happy Haven Management will make appropriate
notifications, any reporting onto the DfE Incident and Response Management System (IRMS) is carried out
by the school principal.

First Aid
Happy Haven follows the Code of Conduct on first aid provided by Safe Work Australia, this is
approved under section 274 of the Work Health and Safety Act (the WHS Act)
https://www.safeworkaustralia.gov.au/system/files/documents/1908/code_of_practice__first_aid_in_the_workplace_0_0.pdf
•

A fully equipped first aid kit will be accessible at all times to educators – the kit will be regularly
replenished and will comply with regulations Work, Health and Safety Act 2012, a checklist is provided in
each first aid kit
•

•

All qualified staff/responsible persons, will be required to obtain and maintain first aid requirements
meeting the requirements of the Regulations. See ACECQA website for details

https://www.acecqa.gov.au/qualifications/requirements/first-aid-qualifications-training
Happy Haven will reimburse staff appropriately for the renewal of any relevant first aid training
The person caring for the child assumes responsibility for acting in the best interests of the child in the
event of an injury – the careful exercise of this discretion is considered part of the educator’s duty of care
• If anyone has an accident while at the service, they will be attended to immediately by a staff member
who holds a first aid certificate
• Anyone injured will be kept under adult supervision until they recover, or an authorised person takes
charge of them
• The responsible person on duty will be notified immediately of all incidents – the Director is ultimately
responsible for all incidents and should be notified accordingly
•
•

In the case of a minor accident, the first aid attendant will:
Assess the injury and apply first aid as required
Ensure that disposable gloves are used when there is any potential contact with blood
or other bodily fluids
• Ensure that all blood or bodily fluids are cleaned up and disposed of in a safe manner
• Ensure that anyone who has come in contact with blood or bodily fluids wash with warm soapy water
• Record the incident and treatment in the first aid log, including, indicating name of injured person, date,
time, nature of the injury, how the injury occurred, treatment given and by whom, and is to be signed by the
Director. Happy Haven uses an Incident, injury, trauma and illness record for tracking and recording such
events, copies of this can be found on site in the Happy Haven Share point drive Incident, injury, trauma and
illness record
• Parents will be notified of a minor accident with a text or email, or a note on the child’s attendance
record
•
•
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In the case of a head injury or serious incident, parents/emergency contacts will be contacted as soon
as practical
In the case of a serious accident requiring more than first aid, the first aid attendant will:
•

Assess the injury and contact an ambulance, this is to be done by or under the direction of the
Responsible Person on site and the Director will be informed of this decision
• Attend to the injured person and apply first aid required
• If the child’s injury is serious the first priority is to get immediate medical attention
• Parents will be immediately notified by phone, and if the parents cannot be notified then the emergency
contacts will be contacted – every effort will be made not to panic the parents
• Ensure that disposable gloves are used when there is any potential contact with blood or other bodily
fluids
• Ensure that all blood or bodily fluids are cleaned up and disposed of in a safe manner
• Ensure that anyone who has come in contact with blood or bodily fluids wash with warm soapy water
• Stay with the child until help arrives, or further treatment taken
• Try to make the child comfortable and reassure them
• When the ambulance arrives an educator, where possible, will accompany the child and take the child’s
enrolment details
• Where damage occurs to a child’s teeth, the educator will seek immediate care from a dentist to reduce
the likelihood of permanent or further injury
• Record the incident and treatment on the Incident, injury, trauma and illness record and is to be signed
by the Responsible Person – for serious incidents educators must follow the procedure for notice of serious
incidents
• Obtain the parent signature confirming knowledge of the incidents
• Meeting the costs of obtaining an ambulance is primarily the responsibility of the individual or their
caregiver, refer to the DfE Insurance and Claims management information at:
•

https://www.education.sa.gov.au/department/legal-services/accidental-injury-and-ambulance-claims
The Responsible Person will in all accidents:
Try to reassure the other children and keep them calm
Keep Happy Haven Management informed
Keep the other children informed about what is happening, remembering to maintain confidentiality
and consider the appropriateness of information– this will be done away from the injured child
• Make a decision regarding whether to initiate emergency procedures
• Conduct a debrief as deemed appropriate
•
•
•

Management of Unwell Children
If an educator suspects a child is unwell and may need to go home, the Responsible Person, will be
notified and will then make an assessment
• The parents, or in the case of parents not being contactable, emergency contacts, of unwell children will
be notified and asked to collect their child
• The child will be made comfortable and separated from other children until someone arrives to collect
them
• If the child requires immediate medical aid, educators will follow the first aid policy
• Any illness at the service will be recorded Incident, injury, trauma and illness record
•

Head Injuries
Last updated 27/7/2021
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It is not uncommon for children to bang or bump their head and it can be difficult to tell whether an injury is
serious or not. Many head injuries are not serious and simply result in a bump or bruise. Occasionally, head
injuries can result in damage to the brain.
•
•
•
•

In the case of any head injury the injured child’s parents/emergency contact must be notified as soon as
practical
Any knock to the head that causes lumps, bruises, cuts or more severe injuries is classified as a head
injury
Happy Haven acknowledges the complexity around head injuries and refers to current first aid
information from First Aid Pro and also DfE policies regarding the actions to be taken if a head injury
occurs
Any head injury at the service will be recorded Incident, injury, trauma and illness record

References:
Department for Education South Australia, First Aid and infection
https://www.education.sa.gov.au/doc/first-aid-and-information-control-standard

control

standard.

Department for Education, Health Support Planning. https://www.education.sa.gov.au/supportingstudents/health-e-safety-and-wellbeing/health-support-planning
ACECQA National Quality Framework (January 2020). https://www.acecqa.gov.au/sites/default/files/202001/Guide-to-the-NQF_2.pdf
Sample Injury, Illness and Trauma record located in Guide to Education and Care Services National Law 2011
Part 4.2 Children’s Health and Safety, Division 2, 85
Part 4.2 Children’s Health and Safety, Division 2, 86 – Notification to parents of incident, injury, trauma and
illness
Part 4.2 Children’s Health and Safety, Division 2, 87 (1), (3), (4) – Incident, injury, trauma and illness record
Part 4.2 Children’s Health and Safety, Division 2, 89 (1) – First Aid Kits
Part 4.7 Leadership and Service Management, Division 3, Subdivision 1, 176 (1) & (2) – Time to Notify Certain
Information to Regulatory Authority
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Hazardous materials
Policy Statement
We will provide an environment that is safe with as minimal risk as possible to the health and
wellbeing of the children, educators, and families. We will ensure that all activities
undertaken while the service is in operation will not be potentially hazardous and that all
hazardous materials will be used and stored appropriately.

Objectives:
•
•
•
•
•
•
•
•

•

Non-hazardous and non-toxic products will be used wherever possible
Environmentally friendly products should be used wherever possible and practical
Hazardous machinery, chemicals and activities which are likely to cause potential danger to
children, educators or others in the centre will not be used or undertaken while the service is
in operation
Should any pests or vermin be identified, action will be taken to rid the service of the problem
by initially using non-chemical methods such as physical removal, maintaining a clean
environment and use of any non-chemical products.
Low irritant, environmentally friendly sprays to be used minimally and only with adequate
ventilation, and preferably not in the presence of the children
Aerosol cans such as spray paints etc, used for specific activities, will only be used outside in
a well-ventilated area
All educators will be made aware of any potentially dangerous products, which may pose a
danger to the children, and where these are stored
All potentially dangerous products will be stored in the appropriate containers, clearly
labelled and stored in a designated and appropriate secured area which is inaccessible to the
children
Safety Data Sheets (SDS) will be kept for all chemicals stored on the premises, and will be kept
in the same location as the chemical is stored.
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Health and Safety- General
Policy Statement
OSHC Service aims to provide a healthy environment in which children will grow and be safe.
Policies were developed keeping in mind that preventative measures are often the most
effective way to ensure the health and safety of all children. However we recognise that
prevention is not always possible or practical therefore preventative measures will be used in
conjunction with control and management measures as per the Department for Education
Health Support Planning.
https://www.education.sa.gov.au/supporting-students/health-e-safety-and-wellbeing/healthsupport-planning

Objectives:
Subheading
•

Strategies:
References:
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Electronic Games, Television and Computer Use
Policy Statement
Happy Haven OSHC values the use of technology in its day-to-day scheduled and
spontaneous program. We also understand the importance of having an active and health
lifestyle, and as such will actively promote a balance of activity choice from children.
Ultimately, we want to provide a variety or activity choices to meet the current needs,
interests and abilities of the children in care- children should be able to exercise their right to
choose how they wish to spend their time when in OSHC. The service ensures that only
appropriate content is viewed by children and obtains consent from parents.

Objectives:
•
•
•
•
•
•
•
•
•
•
•

The use of electronic games / television / computer time will be limited and used only when
children have exhausted all other active activities, the exception being inclement weather
Use of OSHC electronic games, televisions and computers will be resources accessible to
children through our spontaneous program
We will provide alternatives to technology so that children can choose other activities through
all aspects of our program
Use of OSHC electronic games, television and computers will not be actively promoted unless
as an experience through a structured game or activity
We will limit children’s ability to use these technologies by implementing time limits before
they must allow another child to use the OSHC electronic game / computer
Where it is identified that a child is solely wishing to use technology in their play time,
educators will actively encourage that child to engage in different types of play
Children are not permitted to use their own USB devices in OSHC technologies
As a part of our enrolment package, the service will include a consent section for children to
watch ‘G’ and ‘PG’ films whilst in attendance at the service
Children will be able to bring in movies from home so long as they are classified as ‘G’ or ‘PG’
Children may bring in video games from home so long as they are classified as ‘G’ or ‘PG’
At the discretion of the Responsible Person, strategies should be implemented for the use of
technology at sites i.e. No console games before 5pm, maximum times using iPads, using list
for order of play

References:
Useful websites for assessing content and classification are:
Australian Council on Children and the Media, https://childrenandmedia.org.au/
Australian classification website, www.classification.gov.au
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Excursions
Policy Statement
Excursions are an integral part of the children's program at Happy Haven OSHC and will be arranged to
provide a broad variety of experiences for children. School Holidays are children’s leisure time, and we will
aim to provide a program that is exciting, tailored to the needs, interests and abilities of each individual
service, and that teaches children life skills through engaging experiences.

Objectives:
•
•
•
•
•
•

•
•
•
•

Parental authorisation will be sought prior to all excursions,
Families are required to arrive prior to the designated departure time
Children may be deemed as absent and therefore unable to attend the excursion if they arrive
after the time of the promoted activity
All excursions will be publicised to all parents with children attending those excursions with full
details of destination, times of departure and return, and any special items children are
required to bring
There will be no change to the publicised itinerary unless the person in charge of the excursion
decides it is necessary for the safety and wellbeing of the children or upon changes by venue
When on an excursion, educators will take and have accessible:
A first-aid kit
A list of all children on the excursion and medical information for each child
attending
List of emergency phone numbers.
A mobile phone.
Children’s medications
Risk assessments are conducted for each excursion prior to parental authorisation and given
to the educator in charge of the excursion
A Happy Haven owned bus may be used to transport children
Private bus companies may be engaged to transport children to and from excursions
Before the journey begins educators must ensure that:
Every child has their seat belt on and secured
Children are seated in appropriate and properly fitted booster seats as required
https://www.sa.gov.au/topics/driving-and-transport/roads-and-traffic/seatbeltsand-child-restraints
Bus drivers are instructed to wait until the Responsible Person gives the all clear
after confirming all children and educators are accounted for and wearing their seat
belts

Transportation:
Risk assessments must be conducted for any form of transportation of children occurring for any
reason while under the duty of care of the service. The risk assessment must identify and assess risks
that the transportation may pose to the safety and wellbeing of children, and how those risks will be
managed and minimised. Risk assessments need to be reviewed each time children are to be
Last updated 17/8/2021
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transported, unless the transportation is deemed ‘Regular Transportation’. Risk assessments must
include an assessment of all of the matters listed below:
• The proposed route and duration of the transportation
• The proposed pick-up location and destination
• The means of transport
• Any requirements for seatbelts or safety restraints under the law of the jurisdiction in which
the children are being transported
• Any water hazards
• The number of adults and children involved in the transportation
• Given the risks posed by transportation, the ratio or number of educators required to provide
adequate supervision, and if any specialised skills are required
• The process for entering and exiting the education and care service and the pick-up location
and destination
• Procedures for embarking and disembarking the means of transport, including how each child
is to be accounted for
‘Regular Transportation’ means transportation by the service (other than as part of an excursion) of
children being educated and cared for by the service where the circumstances relevant to a risk
assessment are substantially the same for each occasion on which the child is transported. Risk
assessments for Regular Transportation must be reviewed every 12 months.
Parental authorisation must be given for each child to be transported. The authorisation must state:
• The child’s name
• The reason the child is to be transported
• If for Regular Transportation, when the child is to be transported
• If not for Regular Transportation, the date the child is to be transported
• A description of the proposed pick-up location and destination
• The means of transport
• The period of time during which the child is to be transported
• The anticipated number of children likely to be transported
• The anticipated number of educators who will accompany and supervise the children during
transportation
• Any requirements for seatbelts or safety restraints under the law in the jurisdiction in which
the child is being transported
• That a risk assessment has been prepared and is available at the education and care service
• That written policies and procedures for transporting children are available at the education
and care service

References:
Part 4.2 Children’s Health and Safety, Division 5, 98 – Telephone or Other Communication Equipment
Part 4.2 Children’s Health and Safety, Division 6, 99 – Children leaving the Education and Care Service
Premises
Part 4.2 Children’s Health and Safety, Division 6, 100 – Risk Assessment Must be Conducted Before an
Excursion
Part 4.2 Children’s Health and Safety, Division 6, 101 – Conduct of Risk Assessment for Excursion
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Part 4.2 Children’s Health and Safety, Division 6, 102 – Authorisation for Excursions

Last updated 17/8/2021

Document Approved by: Nicholas Smith (CEO & Managing Director)

Page 3 of 3

Happy Haven OSHC Policy
Children’s Program
Policy Statement
Happy Haven OSHC will provide a program developmentally appropriate to recreational and
developmental needs of the children attending the service. Children will have opportunities
to contribute to program planning, implementation and evaluation processes. The service will
use the ‘My Time, Our Place’ framework as the guiding force to program planning and
implementation and will make consideration for the Early Years Learning Framework for
services with pre-school children in attendance. Happy Haven OSHC will promote scaffolded
learning to encourage children to be active learners in their environment.

Objectives:
•
•

•

•

•

•

•
•
•
•
•

The service will include three main types of programming to provide the children with
valuable learning, development and recreational activities
The educational program will be derived from Quality Area 1 – Educational Program and
Practice and the ‘My Time, Our Place’ document and contribute to the following outcomes
for each child:
o The child will have a strong sense of identity
o The child will be connected with and contribute to his or her world
o The child will have a strong sense of wellbeing
o The child will be a confident and involved learner
o The child will be an effective communicator
Each Happy Haven service will provide a spontaneous program where children will have
access to resources and facilities and have free licence to use creativity in interacting with
those resources and facilities
Each Happy Haven service will provide a weekly themed program with structured activities
aimed to cater for and meet the needs and interests of groups of children – this will involve
activities relating to a central premise and tying in together, and may include significant
events, holidays and traditions
Based on documented observations, each Happy Haven service will provide a Developmental
Program designed to meet the needs and interests of individual children – through this, the
service will identify areas where an individual child could use support to develop their skills
and will then plan programmed activities aimed at the interests of that specific child with the
aim of guiding their learning in those areas
For preschool children, documented observations will include the child’s developmental
needs, interests, experiences and participation in the program as well as their progress
against the program’s outcomes
For children over preschool age, documented observations will include the child’s wellbeing,
development and learning
Documented observations will be in a format accessible and understandable by both parents
of the child and educators of the service
The service will display the weekly themed program for educators, children and families
Programmed experiences will be varied in nature so as to meet the needs and interests of
different children
Both small group and large group activities will be planned for
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•
•

Children will have opportunities to provide feedback on the program and be involved in the
design of programs
The service respects each child’s right to free choice and as such experiences are planned with
that in mind

Each Service will appoint in writing, and keep a staff record of, an Educational Leader, in line with
Regulation 118. The Educational Leader will lead the development and implementation of the
educational program. This person will be the Service Director or another qualified and experienced
educator.
The Director and educators will be responsible for the implementation and development of a
program and for creating an atmosphere and environment responsive to the needs of each individual
child and to the group as a whole and which reflects the philosophy and goals of the service.
Educators will be provided with opportunities to further their knowledge of child development
theories and practice.
Programs will be developed for all aspects of the service (i.e. before school care; after school care;
pupil free days; vacation care)
All educators will be encouraged to explore and use good quality resources and training to offer fresh
experiences for children and to further their own professional development and skills.
Educators will have access to the My Time Our Place, National Quality Standard for Early Childhood
Education and Care and School Age Care and other relevant resources to design their programs
according to its requirements.
The programs will be balanced, providing a range of indoor/outdoor experiences, quiet/active times
and settings (including sleep and rest opportunities), structured/unstructured activities, and
opportunities to learn and practice life and social skills.
Programs will include opportunities that foster and enhance:
Friendships between children
Individual child/educator interactions
Cooperative and responsible behaviours among children
Individual and group interests
The special needs, interests and talents of every child.
Programs will be flexible enough to allow for spontaneity, enjoyment and the unexpected. An
approach to activities that values both processes and end products will be encouraged.
Programs will be developed to support and facilitate children’s right to play.
Written programs will be displayed where parents are able to see them and can discuss any aspect
of the program with educators. A copy of the vacation care program will be available for each family.
Parents will be encouraged to have input into program development. Parent evaluations of the
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program will be encouraged and considered. The extent to which parents wish to be involved will be
respected.
Children's programs will be inclusive of the cultural and linguistic diversity of all families using the
service. They will support children to explore a range of cultural experiences in an environment free
from racial prejudice and harassment.
The service will provide a variety of equipment and materials for all children to play with and use
regardless of gender.
The program will be child-centred and will provide children with a variety of experiences and
opportunities to pursue their own interests. There will always be a range of activities so that children
can choose.
Children will be actively involved in programming processes through discussions, group sessions and
planning; their suggestions and opinions will be listened to and acted upon.
Children will be appropriately supervised at all times.
Educators will join in the children's activities where appropriate and encourage them to try new
experiences.
All educators will be responsible for working cooperatively with each other and the children to plan
for the needs of the children, and for evaluating programs in relation to the stated philosophy and
goals.
Educators will regularly talk to parents concerning their child's interests and activities and respond
to suggestions from parents.
When children first attend the service the needs of both parents and children will be respected. The
parent may telephone the service during the session for reassurance that their child has settled in.
Educators will provide information to the parent regarding the child’s participation and wellbeing.
Where possible, new children will be encouraged to visit the service with their parents before
enrolment to facilitate the child's orientation into the service.
Structured activities and routines will be built around the regular events of the day (i.e. arrivals and
departures, snacks/drinks) and will take into account the developmental needs of individual children,
children's attendance patterns, the weather and physical environment, the numbers and ages of
children in a given group, children with special needs, new children entering the group and the
expectations of parents.
Special group activities for older children may be organised from time to time. These will be planned
collaboratively by educators, children and parents. Considerations will include the:
Enthusiasm of the children
Availability of suitable indoor and outdoor space or an excursion venue
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-

Transport, materials or equipment required
Educator levels and required educator: child ratio
Cost
Number and ages of children
Service philosophy and policies.

Excursions will be organised as part of the program. Excursions give variety in the program, especially
during vacation care. Children benefit from experiences in the local and wider community (see
Excursions policy for specific policies and procedures).

References:
Part 4.1 Educational Program and Practice, 73 (1) & (2) – Educational Program
Part 4.1 Educational Program and Practice, 74 (1) & (2) – Documenting of Child Assessments or
Evaluations for Delivery of Educational Program
Part 4.1 Educational Program and Practice, 75 – Information About Educational Program to be Kept
Available
Part 4.1 Educational Program and Practice, 76 – Information About Educational Program to be Given
to Parents
Part 4.1 Educational Program and Practice, 81 (1) – Sleep and Rest
Part 4.4 Staffing Arrangements, Division 1, 118 – Educational Leader
Part 4.4 Staffing Arrangements, Division 9, 148 – Educational Leader
Part 7.1 General Transitional and Saving Provisions, Division 5, 254 (1) – Declared Approved Learning
Frameworks
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Display and Reporting of Prescribed Information
Policy Statement
The service has a responsibility to ensure families have appropriate access to relevant
information. The types of information families must have access to are deemed by the
Education and Care Services National Regulations with which the service must comply. These
regulations also deem what information must also be provided to the Regulatory Authority.
Legislation | Education Standards Board SA (esb.sa.gov.au)

Objectives:
We will display the following information within the service:
• Provider approval
• Service approval
• Name of the Nominated Supervisor
• The service’s current rating levels for each Quality Area
• The overall rating of the service
• Any service waivers
• Hours and days of operation
• To whom complaints may be addressed
• The name and position of the responsible person in charge at any one time
• The name of the educational leader at the service
• Contact details for the Regulatory Authority
• If applicable, a notice stating that a child who has been diagnosed as at risk of anaphylaxis is
enrolled at the service
• Our program and menu
• If applicable, a notice of an occurrence of an infectious disease at the service
• Emergency procedures and floor plan
The service will adhere to any limitations imposed on us by the Regulatory Authority and Education
and Care Services National Regulations, relating to the notifications to the Regulatory Authority of
certain prescribed circumstances and/or information.

References:
https://esb.sa.gov.au/about-us/legislation#
Part 4.7 Leadership and Service Management, Division 3, Subdivision 1, 173(1) & (2) – Prescribed
Information to be Displayed
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Part 4.7 Leadership and Service Management, Division 3, Subdivision 1, 174 (1) & (2) – Time to Notify
Certain Circumstances to Regulatory Authority
(b) in any other case, within 7 days of the relevant event or within 7 days of the approved provider
becoming aware of the relevant event. (2)”
Part 4.7 Leadership and Service Management, Division 3, Subdivision 1, 175 (1) & (2) – Prescribed
Information to be Notified to Regulatory Authority
Part 4.7 Leadership and Service Management, Division 3, Subdivision 1, 176 (1) & (2) – Time to Notify
Certain Information to Regulatory Authority
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