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Genesis OSHC Contacts

Street Address  

Genesis Christian College 

12-16 Youngs Crossing Road, Bray Park Qld 4500

Postal Address  

Genesis OSHC Club 

PO Box 5206, 

Brendale Qld 4500

Contact Numbers  

GOSHC Direct Line - 07 3882 9013* 

(Years Prep-7) GOSHC Mobile - 0418 906 625 

Genesis Christian College  - 07 3882 9000 

*Answering Machine is on 24/7

Email 

oshc.admin@genesis.qld.edu.au

Web  

www.genesis.qld.edu.au

Sponsor Body 

The Genesis Outside School Hours Care program comes 

directly under the management of Genesis Christian 

College. An appointed Director oversees the day to day 

running of the service. The Outside School Hours Care 

Program is a non-profit organisation.

Here at GOSHC, we aim to provide a facility that 

meets the needs of the families in our College and 

wider community through working in partnership.

Our mission is to provide a safe haven, home away from 

home where your child can engage in fun play-based 

learning in a supportive and caring Christian environment.

It is our aim to provide high quality care, where your child 

gains a sense of security, building lifelong relationships 

with the Educators as well as their peers. Our program is 

derived from the National Framework for School Age Care, 

“My Time, Our Place”. Your child will be provided with 

opportunities to develop life skills, challenge their abilities 

and extend upon their knowledge and experiences learnt at 

school.

Our service promotes inclusion, supporting heuristic 

learning, developing competent and capable young 

achievers with confidence through an active program 

meeting the social, intellectual, physical, emotional and 

spiritual needs of the student.

It is with blessing that we welcome your family into our care. 

Friné Lupke

GOSHC Director

P: 3882 9013 | M: 0418 906 625 

f.lupke@genesis.qld.edu.au

Welcome to Genesis Christian College OSHC
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Our Aim 

We endeavour to build honest, trusting and consistent 

relationships with children that create a sense of belonging. 

We value children’s rights to allow for freedom of choice 

and child-initiated experiences in a Christian environment 

that enhances the child’s physical, spiritual, emotional and 

social development.

Our Goals

We endeavour to:

• support children to achieve their individual potential.

• value children’s rights to an opinion and to be included

with equity and dignity in our programs.

• support children’s opportunities to connect to nature to

experience joy and wonder in learning and build a sense

of responsibility for sustaining our world in the future.

• create environments where risk taking is encouraged,

supporting children in making new discoveries and

explorations of the world around them.

• develop children’s responsibility and compassion

towards others.

• work collaboratively with children, allowing them to build

agency and expand their own theories and understanding

of the world.

• create collaborative documentation processes that

encourage all educators, children and families to

contribute, reflect, plan and construct learning.

• build inclusive relationships with respect, trust and

compassion that supports the individual cultural identity

of each family.

• celebrate the diverse cultures within our community and

promote understanding and respect of Indigenous culture

as the first custodians of our land.

GOSHC recognises that collaboration with children, families, 

educators, and all other stakeholders of the College and 

the community contributes to the ongoing improvement 

and delivery of our service. Together we strive to create an 

environment and program that provides opportunities for 

safe challenges, exploration, investigation, leadership and 

the development of autonomy and independence.

Operational Hours

Before School Care - 6.30am - 8.30am 

(8.15am drop-off at school) 

After School Care - 2.45pm - 6.00pm  

Pupil Free Days - 6.30am - 6.00pm 

Vacation Care - 6.30am - 6.00pm 

Fees

Before School Care - $21 (perm) $23 (casual) 

Breakfast is offered before 7.45am including a continental 

breakfast, inclusive of a variety of cereals, toast, spreads, 

yoghurt and granola.   

After School Care - $29 (perm) $31 (casual) incl. afternoon 

tea 

Pupil Free Days - $64 incl. morning and afternoon tea 

Vacation Care - $64 incl. morning and afternoon tea

Please note: Excursions, Incursions and/or Special Days  

have an additional charge in addition to the daily fee  

charge.  All children booked in on these days are required 

to attend or take part in the planned activity. Excursion/

Incursions/Special Day fees will be added to your  

fortnightly statements.

Eligibility

• Primary School Aged Children Years Prep – 7

• Year 7 children may attend until they commence Year 8,

however no rebates will apply after your child has turned

12 years of age or thereafter.

Philosophy Statement 

We believe that Genesis Christian College is a special place, 

providing support for families and children. Genesis Outside 

School Hours Care intends to uphold the College ethos by 

encouraging respect for God, individual difference, and the 

love for life-long learning. 

Our philosophy is built upon 6 core values:

• Respect • Compassion • Joy

• Democracy • Responsibility • Trust

These values underpin our vision for the service and guide 

our ongoing reflective practices. Educators are encouraged 

to reflect regularly on these values in regard to their 

everyday practices and use them as tools for self-reflection.
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The five learning outcomes in, “My Time, Our Place” are 

designed to capture the integrated and complex wellbeing, 

development and learning of all children.

1. Children have a strong sense of identity

2. Children are connected with and contribute

to their world

3. Children have a strong sense of wellbeing

4. Children are confident and involved learners

5. Children are effective communicators.

The points described within each outcome are relevant to 

children of all ages. Knowledge of individual children, their 

interests, strengths and capabilities will guide educators’ 

professional judgement to ensure all children are engaging 

in a range of experiences across all the outcomes in ways 

that optimise their wellbeing and capabilities.

“All children have the best start in life to create

a better future for themselves and for the nation.” 

The Educational Program is implemented through  

the National Framework for School Age Care, called, 

“My Time, Our Place”.

My Time, Our Place is part of the Australian Government’s 

National Quality Framework, ensuring children receive a 

high standard of education and care.

The Framework is comprised of three elements, the 

Principles, Practices and Learning Outcomes. Educators 

collaborate with children to provide play and leisure 

opportunities that are meaningful to children and support 

their wellbeing, learning and development. Working in 

collaboration with children and in partnership with families, 

educators use the outcomes to guide their planning for 

children’s wellbeing and learning.

The National Quality Standard for School Age Care supports 

the implementation of this framework by ensuring that 

necessary environments, facilities, staffing arrangements, 

resources and management structures are in place.

The framework acknowledges the importance of play and 

leisure in children’s learning and development and that their 

learning is not limited to any particular time or place.

Educational Program
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Cancellation

A non-cancellation fee of $5.00 will be added to the cost  

of the afternoon session if your child is away and you 

have not cancelled directly with us. 

It is not the school’s responsibility to notify us if your child 

is away sick.

The cancellation fee does not apply to mornings, vacation 

or pupil free day care.

If you wish to cancel a permanent booking, two weeks 

notice is required. For cancellation of a casual booking,  

24 hours notice is required.

Late Fee Policy

Late pick-up fee after 6.00pm is $10.00 initially per  

family, then $1.00 per minute per child from 6.10pm until 

the child/ren are picked up. 

This fee is to cover the cost of wages for the two  

staff members who must be present until the last child 

is collected.

Quality Improvement Plan (QIP)

The Genesis Outside School Hours Care Quality 

Improvement Plan (GOSHC QIP) is located on the parent 

information rack. It contains information about the service 

and our ongoing self-evaluation and progress towards 

providing the highest quality of care for our families. 

Fees

Before School Care - $21 (perm) or $23 (casual) incl. 

breakfast   

Breakfast is available before 7:45 am which includes a 

continental breakfast, inclusive of a variety of cereals, toast, 

spreads, yoghurt and granola.

After School Care - $29 (perm) $31 (casual) incl. afternoon 
tea

Pupil Free Days - $64 incl. morning and afternoon tea

Vacation Care - $64 incl. morning and afternoon tea

Please note: Excursions, Incursions and/or Special Days 

have an additional charge in addition to the daily fee charge.  

All children booked in on these days are required to attend 

or take part in the planned activity. Excursion/Incursions/

Special Day fees will be added  to your fortnightly 

statements.
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Child Care Subsidy (CCS)

Childcare subsidy replaced the previous Child Care Fee 

Assistance payments (CCR and CCB). The childcare subsidy 

will be paid directly to our service to reduce the fees 

you pay. To see if you are eligible and the percentage of 

subsidy you can receive, you will need to complete a child 

care subsidy assessment. This can be done through your 

Centrelink online account via mygov.com.au 

If you do not have a MyGov account, you can create one at 

mygov.com.au and link to your Centrelink online account.

Kiosk – Digital Parent Sign In and Out

Our Digital Kiosk Parent Sign In and Out system replaces 

the previous procedure of signatures on rolls. Parents will 

sign in with their mobile phone number and confirm their 

child’s booked session. If your child has not attended their 

booked session, you will still need to confirm their absence 

to ensure the childcare subsidy (CCS) can be claimed and 

the CCS deducted from your fees. We cannot claim CCS 

for absences without confirmation received by parents 

through the kiosk.

Payment of fees

Statements are issued each fortnight to the email address 

supplied on your enrolment form. Fees are to be kept a 

week in advance at all times and are required to be paid 

within two weeks of issue.  Payment can also be made at 

GOSHC by Cash, Cheque or Eftpos. If you would like us to 

process your fees fortnightly for you when the statements 

are issued, please fill out an authorisation form with your 

card details. You can also pay over the phone by Credit/

Debit card or use BPAY. The relevant BPAY codes can be 

found on your statement. Please note: These BPAY codes 

are for payments to Genesis OSHC only, not for Little 

Genesis. 

Outstanding Accounts

A penalty fee of $5.00 will be added to your statement if 

payment is not received within the two week billing period. 

Once the account has fees owing from 30+ days a penalty 

fee of $10 will be added to your account each fortnight until 

payment is made unless previous arrangements have been 

made with the Director. The prompt payment of accounts 

avoids unnecessary administration fees and extra time spent 

following up on unpaid accounts.   Care may be 

discontinued for families with accounts outstanding more 

than 60 days.

Deregistration

Repeated failure to pay fees by the due date will result in the 

deregistration of your child/ren. Deregistration means that 

all permanent weekly booked places are cancelled and no 

further care (either casual or permanent) will be given until 

your account is settled in full. Once your account has been 

settled all future care (if available) will need to be paid for in 

advance before any bookings will be accepted. This includes 

Morning, Afternoon, Pupil Free Day and Vacation Care 

sessions. Short notice bookings for afternoon care will need 

to be paid for over the phone by credit card when they are 

made before they will be accepted. Short notice bookings 

for Morning, PFD or Vacation Care will need to be paid for 

when you bring your child in that morning, before you leave, 

not when you return so please ensure you arrive in plenty of 

time to make a payment or your child will not be able to 

stay at GOSHC.

Genesis Outside School Hours Care • Parent Handbook
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Additional Absence Days: 

Section 13.2 CCS Child Care Services Handbook 

Once the initial 42 absence days have been used, CCS 

is payable for any additional absences but will require 

documentation to approve them for:

• illness (with a medical certificate for either parent

or child concerned)

• non-immunisation (if child is excluded from care due

to an outbreak of a disease that they are not immunised

against by the parent or due to service policy medical

certificate required)

• rostered days off (letter from employer needed

to confirm)

• rotating shift work

• temporary closure of a school or pupil-free days

• periods of local emergency

• shared care arrangements due to a court order, consent

order or parenting order (copy of court/consent/parenting

order needed)

• exceptional circumstances

Absence days taken for the above reasons, after the first 42 

absence days have been used, are called ‘additional absence 

days’. There is no limit on the number of these days for 

which CCS may be paid, as long as:

• They are taken for the specified reasons above, and

supporting documentation (where required) is provided,

and they are days on which care would otherwise have

been provided.

• The hours of CCS paid for an allowable or additional

absence day are the usual number of hours a child’s family

would have been eligible for on that day, up to the 24 and

50 hour limits.

Priority of Access

The Australian Government has developed “Priority  

of Access” Guidelines. This is in accordance with the 

CCS Child Care Service Handbook Section 6.3.

Priority 1 - A Child at risk of serious abuse or neglect.

Priority 2 - A Child of a single parent who satisfies,  

or of parents who both satisfy the work/training/study 

test under section 14 of the A New Tax System (Family 

Assistance) Act 1999. 

Priority 3 - Any other child. Any child care service that has 

no vacant places and is providing care for a child who is a 

third priority may require that child to leave the service in 

order for the service to provide a place for  higher priority 

child. In all cases, a child can only be required to leave a 

service if the family was informed of this possibility on 

enrolment and is given at least 14 days’ notice. Parents/

guardians need not be in employment, although priority of 

funded places will be given first to working parents, then 

parents looking for work as the program aims to assist 

families with their general childcare needs.

Absences from Care 

Absence Days: 

Section 4.8 CCS Child Care Services Handbook 

• Each child is eligible for CCS for the initial 42 absences

from care across all approved child care services during

each financial year and may be entitled to additional

absences in certain circumstances

• These absences can be taken for any reason and do

not require supporting documentation, but they are only

available on a day on which care would otherwise have

been provided if the child was not absent, and the family

was charged for that care

• If a child cannot attend their normal care session because

they are at school camp, the absence is counted as an

absence day

• If a child is absent from a session of before or after school

care, or both, on the same day, it is counted as one

absence day
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The information contained in the Enrolment form is vital; 

therefore, adequate details are necessary to ensure your 

child/children’s safety. Parents/guardians are responsible 

for informing the Coordinator of any changes to phone 

numbers, addresses, medical details, emergency contacts 

etc. Please write these numbers and details clearly on your 

Enrolment form in case they are needed in an emergency 

situation.

All information provided is strictly confidential, will 

be stored in a secure area and will only be accessible 

to that parent/guardian to whom the records relate 

and to the coordinator. Information will be passed 

on to staff on a need to know basis only. 

An Enrolment form is required to be fully completed and 

all conditions within it met before any bookings will be 

accepted. Any change to details such as contact numbers 

and addresses should be given as soon as possible to the 

Coordinator in order to keep your important details current. 

In order to ensure you keep your details up to date, and to 

meet legal requirements, a re-enrolment form is required to 

be completed each year. 

Enrolments and Confidentiality
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Please note: You will be charged a non-cancellation fee  

on top of the normal session fee if your child does not arrive 

for afternoon care and you did not cancel their session.

Late Pick Ups 

Children must be collected by 6.00pm or a late fee of 

$10.00 per family will be imposed immediately, plus an 

accumulative fee of $1.00 per minute per child from  

6.10pm onwards until the child is collected.

Please ensure you arrive at GOSHC well before 6.00pm  

if you wish to pay fees or discuss specific matters, as staff 

are not always available to do this after closing time.  

We appreciate your respect and cooperation regarding  

this matter.

Ongoing problems with late pick-ups may result in 

deregistration. Please notify the centre if you have been 

delayed by an unexpected event or emergency. If we have 

not been notified and are unable to contact the parents/

guardians from 6.00pm, then emergency numbers and 

finally the police will be contacted. If you are delayed, please 

arrange for someone else to come and collect your children 

and inform us of this new arrangement so we can check I.D 

if necessary on their arrival. 

Vacation Care 

Vacation Care bookings are made via a separate form that 

comes out 3 weeks before each holiday period. Please 

note, once you have made a booking you will be charged 

for it regardless of whether your child attends on the day 

or not unless a medical certificate is supplied. As a courtesy 

you may be able to move your bookings around within the 

Vacation Care period provided there are places still available.

*IMPORTANT* All permanent and casual bookings for

Before, After, Vacation Care and Pupil Free Days are

required to be paid for regardless of whether the child

attends or not (unless a medical certificate is supplied).

There is no cancellation period in place whereby you will 

not be charged for booked care. Once you formally book 

a day, you will be charged for it. This information is written 

on all documentation you fill out and sign and also on every 

statement. PFDs are written up in the Parent Diary for you 

to add your child’s name as needed. If you are unsure of 

whether you need care for any session it is advisable to wait 

until closer to the day, rather than booking weeks ahead as 

regardless of when you cancel you will still be charged for 

the session. 

Children are not automatically booked into Vacation Care. 

During the holidays all bookings for Before and After school 

care are temporarily suspended and a separate Vacation 

Care booking needs to be completed in order for them to 

attend. Vacation Care forms come out 3 weeks before each 

holiday period and are found on the Parent Desk where you 

sign your child in and out. 

A non-cancellation fee of $5.00 will be imposed in addition 

to the normal fee for afternoon care if you do not directly 

cancel your booking with GOSHC. It is your responsibility 

to inform us when your child is not going to attend their 

booked session, including when they are going away on 

school camps. It is not the school’s responsibility to inform 

us when your child is not at school as they do not have 

access to our bookings each day. 

Our answering machine is on 24 hours per day and is 

checked every morning and afternoon to pick up any 

bookings or cancellations. It is the parent’s/guardian’s 

responsibility to deliver the child to GOSHC for Morning 

Care, Vacation Care and Pupil Free Days, or cancel the 

booking if care is not needed. We do not chase up children 

who do not arrive for these particular booked sessions as 

they remain the parent’s responsibility until they are signed 

in to GOSHC. 

Bookings
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Extra-Curricular Activities

GOSHC will endeavour to meet the needs of families in 

regards to their child attending extracurricular activities 

within the College grounds wherever possible. This 

includes such things as choir in the mornings, tuition or 

sporting activities in the afternoon and any other activities 

that require the child to be away from GOSHC within the 

booked session time. 

At all times Educator/Child ratios must be met, and there 

may be times when a responsible older child will be asked 

to walk children over to their activity if there is a shortage 

of Educator’s to do so. Should this not be a safe option 

then the child will remain at GOSHC and the circumstances 

explained to the parent upon pick-up. 

An ‘Extra-Curricular Activity Escort Form’ must be 

completed each term giving the child permission to attend 

the activity, stating the time and date it begins and ends, 

noting whether the child is able to take themselves to and 

from the location and whether you will be collecting them 

from the activity once it finishes. 

All children who have been given parental permission to 

take themselves to their extra-curricular activities must sign 

in at GOSHC first. This is a safety requirement so that we 

know the child was at school that day, and will know to go 

looking for them if they do not return at the assigned time. 

It is the parent’s responsibility to notify GOSHC of any 

activities their child is going to attend during Before, 

After, Pupil Free Days and Vacation Care, and to pass on 

all relevant information to the teacher or coach of each 

activity in regards to their child.
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After School Care

Arrival 

When the bell rings at 2:50pm the children need to come 

straight from class to the undercover area and let the 

GOSHC Educators know they have arrived. They then sit 

down and wait until all children are accounted for, wash 

their hands and have afternoon tea. Please note: Prep 

children will be collected from their classroom.

Departure 

Children must be signed out by parents/guardians (or 

person aged 18 or over) when they leave. If a child has 

been cancelled it is your responsibility to sign the roll for 

the missed session so your CCS can be claimed on your 

behalf. If this is not signed, then you will need to pay the 

full fee for that missed session. Please ask staff to show you 

where these are kept so you can keep on top of any missed 

sessions next time you are in.

Before School Care

Arrival 

Children are to be accompanied by a parent/guardian (or 

person aged 18 or over) who must sign the child in. If you 

just send or drop your child off you won’t know if they 

have arrived at GOSHC safely, and we won’t know that 

they should be with us. Signing them in also allows staff to 

extend a personal welcome to the child, meet the parent, 

and exchange any relevant information. 

Departure 

All children leave the GOSHC room for school at 8.15am. 

Prep children will be escorted to their classroom.

Arrivals and Departures
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Parents are responsible for notifying the centre of any 

changes in either address, contact or emergency numbers 

so that our records are kept up to date, thus avoiding any 

delays should an emergency arise. 

Collection of students

Only people specified on the GOSHC Enrolment form may 

collect children. 

Please note: The centre will not release any child without 

prior authority from either the parent or guardian. If we have 

not been notified of such an arrangement, we will have to 

ring you to confirm that the person here to collect your 

child has been authorised by you to do so. If we cannot 

contact you we will not be able to let your child be signed 

out by the unauthorised person, so please make sure you 

inform us to avoid any unnecessary inconvenience to all 

concerned. 

If the nominated people are unavailable, other arrangements 

can be made by a signed note from the parent/guardian 

either in the staff diary, in a signed letter given to GOSHC 

staff, or by notifying the Coordinator or Senior staff member 

by phone of the name of the person who will be collecting 

the child. Identification such as a driver’s licence with photo 

will need to be provided when the child is picked up if the 

person is not known to Centre staff. 

Should an emergency arise that could cause you to be late 

in collecting your child please call the centre so that we can 

notify your child and the staff of the change in routine.

Vacation (VAC) Care / 
Pupil Free Days (PFD)

Arrival 

Children must be accompanied by a parent/guardian (or 

person aged 18 or over) who signs them in as per AM care.

Departure 

Parent/guardian (or person aged 18 or over) must sign the 

child out. Staff will be able to inform you about your child’s 

day and pass on any messages.

As parents, you are the most important part of your child’s 

life! You are the most important source of knowledge 

about your child. It is when there is close co-operation, 

communication and participation between parents and staff 

that the needs of children are fully and adequately met. We 

therefore encourage parents to bring their child to meet 

the service and become familiar prior to their first day so 

they feel safe and happy with their surroundings. Also, when 

collecting your child/ren, please feel free to ask questions 

and allow your child to show you his/her craft work or any 

activities they have been involved in. 

Failure to Arrive

For children who are booked in but do not arrive for 

afternoon care, the school is contacted first to see if the 

child reported sick to first aid or was sent home. If neither of 

these events occurred, and the child cannot be found in the 

school grounds then the parents/guardians are contacted. 

Should we not be able to confirm the whereabouts of the 

child, the police are then contacted. Parents are responsible 

for notifying GOSHC of their child’s absence.

College will not let us know if your child is away as the 

teachers and administration staff are not aware of which 

children attend GOSHC. Please phone or email the centre 

as soon as you are aware your child will not be attending 

afternoon care. This will alleviate any unnecessary concerns 

regarding your child’s whereabouts and safety. 

A Non Cancellation Fee of $5.00 will be charged on top 

of the normal fee any time a booking for PM care is not 

cancelled. 
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Volunteers and Students

Volunteers and students undertaking work experience 

may be present at the Centre from time to time. These 

volunteers and students will be required to have a Blue 

Card (that is a Suitability Card) to work with children. They 

will only work under the direct supervision of a Senior Staff 

member, and will not be included in the staff to child ratio.

A Coordinator with a Diploma in Children’s Services 

will be on duty at all times. An additional staff  

member with minimum qualifications of Certificate  

III in Children’s Services will be on duty for every  

30 children.

Legally the staff to children ratio is 1:15, but we prefer 

to operate on a 1:12 ratio where possible. That is one 

staff member for every 12 children who attend morning, 

afternoon or vacation care. The ratio for excursions is  

1:10 and if children are swimming it will be 1:5. Two staff 

members will be on duty at all times until the last child 

leaves the centre. 

Staffing
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In the event that neither is available please leave your details 

so you can be contacted as soon as possible. If necessary, 

the matter may be subsequently directed to our sponsor 

body, Genesis Christian College. It is, however, in the best 

interests of all concerned to discuss all matters directly with 

the Director in order to avoid the possibility of the wrong 

information being passed on to them by others.

Parent Involvement 

Parents are welcomed and encouraged to participate in the 

operation of the service in many different ways: 

• Developing service policies and procedures

• Sharing your skills, talents and cultural experiences with

the children and staff

• Participating in questionnaires and surveys conducted

by the service

• Making suggestions for any aspect of the service verbally

or via the provided forms

• Providing feedback for each area of the service including

management, facilities and programming

Our Service has an open door policy. 

We welcome your valued input and feedback.

It is the aim of the centre to support parents as we work 

in partnership in caring for your child/ren. As day to day 

communication is often difficult due to work commitments, 

the following are other ways in which we are able to 

communicate information to parents/guardians: 

• Information about our centre’s philosophy, goals and

aims is included in this Handbook. Policy documents

are also available to parents on request

• Pre-enrolment interviews are available to provide

an opportunity for parents, staff and children to meet

and exchange valuable information, and to complete

risk minimisation plans for children with ongoing medical

/dietary conditions

• Weekly programs and the menu will be displayed for

the benefit of both children and parents.

• Changes in children’s physical or emotional well-being

will be directly communicated to parents by the

Coordinator or a senior staff member.

• Formal or casual meetings will be organised at a time

suitable to both parents and staff should the need arise.

• Likewise, parents are able to arrange to meet with staff

to discuss any issues or concerns they may have.

• Staff, parents and children should endeavour to

communicate an attitude of respect for each other

at all times.

• Parents will be advised of any upcoming changes or

events through either the private Genesis Families

Facebook Page or email.

The Centre Director is responsible for the day to day running 

of the centre. Any concerns about your child, the staff, or 

the centre should be directed to the Centre Director first or 

in their absence, the Assistant Coordinator. 

Parent/Staff Communication
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It is our aim to make the children feel as much at home 

as possible while they attend the centre. By children 

considering the centre as an extension of their home, they 

then feel more relaxed and able to explore and choose for 

themselves according to their own individual interests. 

Our program is open ended and child driven.  Children’s 

agency is enforced enabling them to choose what they 

would like to do. Our environment offers freedom to 

explore, create and exercise individual ability and agility. It is 

an unstructured program, governed by risk benefit analysis 

and guided and support offered by our passionate Team.  

Vacation Care is the highlight of our program with action 

packed adventures filled with bus excursions to destinations 

of new and prior places to escape and explore.

Physical Activity

GOSHC endeavours to provide all children with appropriate 

frequent and varied physical activity opportunities, focusing 

on enjoyment and participation thereby encouraging 

positive physical habits.

The service actively promotes sustainable practices and we 

foster the principle of reduce waste, reuse, recycle. Areas are 

set up with a large array of art supplies, craft materials and 

different mediums to inspire creativity. A selection of natural 

elements and loose parts are also available to encourage 

imagination and creativity. Importantly, the children are able 

to self-select an area of interest or respond to an invitation 

to play.

At Vacation Care we strive to go technology free, with some 

leisure time offered to be inclusive of Nintendo in our 

games space.

Outdoor play is a large focus of our program.  We offer a 

wide range of open ended and loose part materials and an 

exclusive range of sporting equipment to allow children to 

enjoy physical activity which can be freely chosen. We are 

also able to make use of the College’s grounds and facilities. 

Our play spaces are inclusive of the College oval grounds, 

playground, spider, sports centre and in addition we have 

access to the nature strip offered at our very own parkland 

adjacent to the College.

The GOSHC Environment

have left their homework in the classroom, we are not able 

to retrieve it. It is your child’s responsibility to ensure they 

complete their homework. We provide the opportunity to 

complete this, however our primary focus is for children to 

engage in leisure time and play while they are in our care.

Children will be given opportunity (where possible) to 

complete their homework at GOSHC from Monday to 

Thursday. An Educator will supervise the group for 30 

minutes to enable children to complete their written and 

digital work as we do offer and allow computer/iPads to do 

homework. Tasks such as spelling lists and reading will need 

to be completed at home if there is a large group doing 

homework. If you wish for your child to complete their 

homework, (where possible) please advise a staff member 

so that we may encourage this. If your child tells us they 

Homework
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staff member. Staff will complete the necessary forms 

outlining the incident, injury or trauma which will then be 

shown to the parent/guardian and signed off on as soon as 

possible after the event. A serious incident form will also 

be completed and sent in to the Office for Early Childhood, 

Education and Child Care for their records.

We cannot stress enough the need to be able to contact 

parents/guardians should such an event occur, so please 

keep your contact details up to date, and your mobile 

phone switched on.

Reporting of Harm

The service must immediately report the death, serious 

injury, harm or suspected harm caused to a child whilst 

an Educator in the service was providing care to the child. 

Serious injury means an injury for which treatment from a 

doctor has been sought, or ought reasonably to have been 

sought. Serious Incident form ‘SI01’ will be lodged with the 

Office for Early Childhood Education & Care should such an 

event occur at OSHC.

The Centre strives to avoid injuries occurring, and to 

minimise the impact of injuries and illnesses by responding 

appropriately and as quickly as possible to any incidents. 

As is required by the Child Care Regulations, at least one 

staff member with a current first-aid qualification, annually 

updated CPR, Asthma and Anaphylaxis management 

training will be on duty at all times while children are in 

attendance at the centre. We aim for all team members to 

hold first-aid qualifications.

Immediate first aid will be given should an injury occur 

and parents/guardians will be notified either when they 

come to collect the child, or immediately should the injury 

warrant it. 

Staff will record all details of the incident, injury or trauma 

and any treatment administered on our injury log for 

records and verbalise to family. Major injuries or injuries of 

greater concern, will be noted on a more formalised form 

and parent to sign off. 

Parents/guardians and an ambulance will be called 

should a serious injury occur. If transport to the hospital 

is necessary, the child will be accompanied by a senior 

Injuries/Accidents
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Anaphylaxis Policy 

GOSHC aims to minimise the risk of an anaphylactic 

reaction occurring whilst a child diagnosed “at risk of 

anaphylaxis” is present at the service by endeavouring to 

provide a “Nut Free” environment and training all key staff in 

the management of anaphylaxis. 

Parents of a child deemed at risk must complete an annual 

‘Risk Minimisation Plan’ in conjunction with the GOSHC 

Coordinator. 

An ‘Anaphylaxis Medical Management Plan’ and 

‘Permission to Administer Medication’ form must also  

be completed annually at the start of each new year by  

the parents/guardians and child’s medical practitioner.  

An ‘Adrenaline Auto-Injector Kit’ must be supplied each 

time the child attends this service. This kit consists of an 

insulated bag, adrenaline pen (Epi-pen or similar), and a 

copy of the child’s medical management plan complete 

with photo of child. Parents/guardians will be responsible 

to supply both the management plan and kit before any 

bookings will be accepted.

No child who has been prescribed 
an adrenaline auto-injector device 
shall be permitted to attend GOSHC 
without it. 

Should the child arrive at GOSHC for Afternoon Care 

without their adrenaline auto-injector device the child will 

be taken up to the College Administration Office and their 

parent/guardian will be contacted to collect them asap. 

During Morning Care, Vacation Care, and on Pupil Free Day’s 

the child will not be permitted to stay at GOSHC but must 

accompany their parent to collect the device. This is for the 

safety and wellbeing of your child so we ask that you ensure 

your child has their kit with them every time they attend the 

Centre to avoid being turned away. 

For further detailed information, please read our ‘Medical 

Conditions – Anaphylaxis’ Policy Document. 

Medication Policy 

Parents/guardians must declare any health issues of their 

child on the registration form. The staff will endeavour 

to cater for special needs arising from these conditions. 

Individual cases will need to be assessed for children whose 

medical condition requires more staff assistance than can 

reasonably be expected in a multi-user facility such as 

OSHC. 

In the interests of the health and well-being of the children, 

the centre will permit medication to be given to a child only 

if a medical practitioner prescribes it, and has directed in 

writing that it be administered during operational hours of 

the centre. 

Staff will only be permitted to administer medication 

to a child if it is:

• a prescribed oral medication

• in its original package with a pharmacist’s label which

clearly states the child’s name, dosage, frequency of

administration, date of dispensing, expiry date and any

side effects

• accompanied by a ‘Permission to Administer Medication’

form from the parent/guardian

• not the first dose of the medication i.e. a dose has been

administered at home previously and no adverse

reactions have occurred.

Medication Permission Form 

A ‘Permission to Administer Medication’ form must be 

completed each year or at any time changes are made 

to the current medication instructions. 

Sick Children 

If a child arrives, or becomes unwell at GOSHC, parents/

guardians or emergency contacts will be notified, and the 

child cared for and made comfortable until they arrive. 

In accordance with Government guidelines the centre is not 

permitted to cater for children with contagious diseases.

For further information on health and medication issues 

please see our Health and Safety policies. 
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Asthma Policy

GOSHC seeks to provide a safe and healthy environment in 

which children at risk of asthma can participate equally in 

all aspects of the program and educational experiences. All 

key staff will be trained in the management of Asthma and 

emergency procedures.

Any child diagnosed with Asthma must have an ‘Asthma 

Action Plan’ in place before any bookings will be accepted. 

Each child deemed at risk of an asthma attack must carry 

their medication and a spacer with them at all times for use 

at GOSHC if required. 

It has been proven that a spacer greatly improves the 

effectiveness of the medication and can lower the risk of 

side effects such as trembling. In an emergency a spacer 

will be provided by GOSHC if one hasn’t been sent from 

home. As spacer’s are deemed ‘single use’ only by the 

recognised authorities, it will then be marked with the 

child’s name and kept at GOSHC for future use by that child 

only. The cost of the spacer will be added to the parents 

account and it can be collected should your child leave the 

service. 

For further detailed information, please read our ‘Medical 

Conditions – Asthma’ Policy Document.

Behaviour Guidelines 

Actions and consequences are clearly displayed at GOSHC.

• Boundaries of safe behaviour and areas allowed for

play are set out for all children.

• Inappropriate language, physical confrontation and

repetitive negative actions towards others will not

be tolerated.

• We care for others, ourselves and our environment.

Any child who is found through their behaviour to be 

endangering the safety of themselves or another person 

may need to be removed from the centre until the situation 

is resolved. The same is applicable for any child who 

persistently breaches behaviour guidelines. Temporary/

permanent exclusion is possible. 

For a more detailed description of the behaviour guidelines 

please see Appendix H at the end of this Handbook.
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Sun Safety and Clothing

Our Centre has a policy of  

“No Hat Today, No Outdoor Play”. 

Parents are requested to assist us in enforcing this policy 

by ensuring that children come to the centre with a hat 

and sun safe clothing, especially during vacation care. A 

change of clothing can always be left in the child’s bag 

meeting these requirements. Sunscreen is available to all 

children at all times, and is applied under supervision by the 

leaders before any lengthy outdoor activities. Sunscreen 

is not applied during morning care in the school term, but 

will be applied to the children during afternoon care if they 

will be in the playground, sandpit or on the oval for an 

extended period of time. Should your child have an allergy 

to sunscreen, please provide one they can use to be left at 

GOSHC during Vacation Care, or kept in their bag during 

the term should they need it for school use also. 

Additionally, during vacation care if your child’s hair needs 

to be tied back during the school term, then it must be tied 

back at Vacation Care.

Personal Items and Lost Property

Whilst there are plenty of resources available for the 

children to play with while at GOSHC we understand  

and accept that there are special items the children may 

like to bring with them to the service from time to time. 

Please be aware that any personal items that the children 

bring from home are their responsibility to look after and 

GOSHC accepts no liability for damaged or lost items. 

Should you permit your child to bring items from home, 

please ensure they are clearly marked with your child’s 

name, and that you have spoken to them about keeping 

their belongings safe. 

Any items left behind by children currently attending 

GOSHC will be placed in the lost property box located next 

to the Parent’s desk. The lost property box will be checked 

regularly and named items returned to children if they are 

in attendance that day. It is the parent’s responsibility to 

look in the lost property box for any items their child is 

missing as soon as they notice it is gone. It is advisable to 

check this box regularly if your child is prone to misplacing 

their belongings. Any unnamed items that remain in the box 

at the end of each term will be taken over to the Primary 

School lost property box. 
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Mobile Phones

Mobile phones are not permitted at GOSHC unless they are 

handed into the office on arrival for safe keeping. Should 

you wish to speak to your child whilst they are at GOSHC, 

please feel free to call our direct line on 3882 9013 and they 

will be brought into the office to speak to you. 

Photo Taking 

Photos will only be taken on the GOSHC cameras or the 

GOSHC mobile for use within the centre such as albums; 

displays and sharing on our closed Facebook family page. 

Photos may be submitted to the Genesis Alpha Magazine 

which is published for families of the College each year.  

Children will not be permitted to take photos of each other 

on their personal devices to protect the privacy of the other 

child.

Technology 

Technology is a relevant part of our service to allow children 

to do homework, research or just play games. Children will 

be given limited access to the internet while they are using 

the computers located at GOSHC, the library, or in the 

computer labs. Educators will monitor what the children are 

doing or accessing at all times. Continued inappropriate use 

of the computers will lead to the child not being permitted 

to use them whilst at GOSHC. 

Sustainable Practices 

GOSHC endeavour to promote sustainability within the 

service. Children and staff are encouraged to recycle-reuse-

repurpose products from the office right through 

to activities. We also support Fair Trade organisations who 

promote sustainable practices on a global level. Families are 

encouraged to use the recycling bins for cans and 

cardboard. Donations of bottle caps, bread ties, fabric 

straps, small boxes etc are always welcome. 

Rest and Quiet Times (Vacation Care)

Vacation time is a time of leisure and relaxation with 

opportunity to engage in social play as well as take some 

time to unwind from a busy Term. We are mindful of midday 

sun rays and take precaution to seek out inside play or 

shaded areas to rest our bodies.

Vacation allows our Educators to build greater bonds 

with the children engaging in meaningful conversations 

to support them planning for a Term ahead. We offer 

opportunity for children to plan their Term ahead and  

reflect upon the program to ensure it is meeting their  

needs  and hopes. 

Hygiene and Food Safety 

Good hygiene practices reduce the risk of infection and 

disease. We ensure that such practices are followed at all 

times. Disposable gloves are always worn when handling 

any clean ups, spills or injuries especially where body fluids 

are evident. 

All staff at the centre adhere to strict Government 

regulations regarding hygiene issues, such as hand washing, 

cleaning procedures, handling, preparation and correct 

storage of food. All key staff hold food handler certificates 

and complete refresher training each year. 

All food is stored as recommended by Health Authorities, 

with any food reaching its use-by date being discarded. The 

fridge and freezer temperatures are checked twice daily to 

ensure that food stored there is maintained at a safe level. 

The centre is cleaned professionally on a daily basis. Toilet 

areas are cleaned and disinfected daily, or more often as 

may be required such as during Vacation care. All tables, 

chairs and benches are wiped down and disinfected 

regularly. Any spills are cleaned up immediately and children 

are encouraged to inform a staff member should they find 

any areas that need cleaning. All cleaning products are kept 

in locked cupboards. 

Children are continually reminded of the need for good 

hygiene practices including washing hands with liquid soap 

and drying thoroughly before and after eating, after going to 

the toilet or blowing their nose. 
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During Vacation Care the centre provides various items for 

morning, a nutritious meal for lunch and afternoon tea as 

noted on the program, and parents are asked to provide 

their children with a healthy lunch. If your child has a bigger 

appetite or if they are not interested in having the food 

GOSHC supplies, it may be necessary to provide extra food 

or a lunch to suit their preference in their lunchbox to cater 

for morning and afternoon tea. The menu for the day is 

stipulated in our program and on display.

Mealtimes are supervised by the leaders, and children are 

encouraged to eat their healthy options before any snacks 

that may have been provided from home. The children are 

required to take home any left-overs so parents can monitor 

their child’s eating habits. Sharing of food is not allowed 

except amongst siblings. 

Fresh cool water is provided at all times, and children 

are reminded and encouraged to drink water regularly, 

especially during sporting and other outdoor activities. 

If your child requires a later afternoon meal/dinner should 

they be attending late extra-curricular classes,  

please send a meal for them.  Our staff are able to heat  

up the food to the temperatures required and record this  

in our log book.

Meal Times

During After School Care the centre provides children with 

afternoon tea, prepared by our in-house Chef at the College 

and reviewed by our Dietitian on the Team Children are 

offered a variety of dried and fresh fruit, cheese, carrots, 

sandwiches, wholesome cooked and cultural cuisines. 

Water is available at all times from the bubblers located 

throughout the school. Through term and vacation, we offer 

opportunity to allow children to bake some treats or cook 

up a storm in our full functional OSHC Kitchen. A menu is 

on display at all times notifying families what the children 

will be served each day. 

In line with College policy GOSHC endeavours to be  

a NUT-FREE ZONE. This is due to the fact that we have  

a number of children enrolled who are Anaphylactic to all 

nuts and nut products. We ask that your children enjoy all 

these items away from our centre, and that you DO NOT 

SEND nuts of any kind (e.g. Nutella, nut bars, muesli bars 

with nut toppings, peanut butter sandwiches etc.) to any 

session of GOSHC. 

Educators supervise the children as they wash their hands 

with liquid soap, dry them on the paper towels and sit down. 

Each child is provided with appropriate cutlery and serve 

themselves where possible. Food items are always handed 

out using tongs. 
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 The Centre recognises the protective, legal and supportive 

roles of other agencies working in the Child Protection area 

and endeavours to work with them. 

For the full policy please refer to the ‘GOSHC Child 

Protection Policy and Procedures’ document.

Genesis OSHC will endeavour to protect children from 

abuse by all those with Duty of Care, staff, family members 

and others. When a decision is to be made to protect a child 

from abuse, the rights and well-being of the child comes 

first and foremost. 

However, the Centre recognises that there is a delicate 

balance between the rights of the child, family, staff and 

Centre, and will consider information from all sources. 

The Centre will seek to offer support and maintain open 

lines of communication with families.

APPENDIX B - Child Protection Policy Overview

Procedures to follow for concerns or grievances are set 

out in the ‘GOSHC Management Policy and Procedures’ 

document. Relevant staff, families and children will be 

advised of the outcomes of any investigation and be told of 

the resolution. 

Should the persons concerned not be satisfied with  

the outcome, further steps can be taken by referring  

the matter on to the School Board who are the sponsor 

body of Genesis OSHC. The Office for Early Childhood  

Education and Care may also be contacted if desired via 

phone 5433 6106.

Concerns and grievances are analysed to note any patterns 

or ongoing problems, in order that policies and procedures 

can be reviewed and amended where necessary.

Everyone has the right to voice their opinion, and any 

complaints or grievances by families, children, staff or 

members of the local community will be investigated, 

addressed, recorded and followed up as soon as possible.

Initial concerns or grievances should be addressed to the 

Director of the Centre where possible. However, should 

the Director be the person whom the concern or grievance 

is about, the matter should be directed to the Primary 

Principal or School Board. The Director will however report 

all grievances to the Principal or School Board, who should 

track the concern or grievance from the beginning until an 

agreed resolution has been met.

 Records of concerns or grievances shall be kept 

confidential and will be shared on a “Needs to know basis” 

only. Records will be kept in a locked cabinet and access to 

these records will be given only with permission from the 

Coordinator or Principal. 

Appendix A: Grievance Policy Overview
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• Staff demonstrate healthy eating habits to children.

• Food is not used as punishment.

• Games that help children learn about healthy foods

are encouraged.

• Food awareness activities will be chosen from a variety

of cultures.

Communication with families 

The food provided by this service is planned ahead and a 

menu is displayed on the Parent information board and 

menu board for parents and children to read. 

For children who have special dietary needs, e.g. cultural 

requirements or food allergies, the service will work with 

parents to develop a plan (or risk minimisation plan) to meet 

the child’s needs. Parents will need to inform the service of 

any dietary changes.

Professional Development 

Staff are encouraged to attend professional development on 

food and nutrition related issues. Please refer to our ‘Health, 

Safety and Wellbeing Policy and Procedures’ for further 

information.

Genesis OSHC will provide a healthy and nutritious 

morning and afternoon tea for the children in its care. 

This is consistent with the Dietary Guidelines as set out in 

the Nutrition Australia’s Food and Nutrition Accreditation 

Guidelines for Child Care Centres. 

A small portion of each of the five food groups is served 

up to the children every afternoon:

• Bread and Cereal

• Sandwiches and crackers

• Fruit and vegetables

• Varied fruit and vegetables

• Milk products

• Cheese, yoghurt and dips

• Fats and oils

• Butter or margarine on bread

Drinks 

Drinking water is readily available at all times for children 

and staff. Children, staff and parents are encouraged to 

contribute ideas for the menu. When parents provide 

food for their child, healthy food and drink choices are 

encouraged.

The Eating Environment 

• Snack times are social events where the children

and staff can relax and enjoy food

APPENDIX  C - Nutrition Policy Overview
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Safe and supportive environments: 

• Grounds and equipment are checked regularly to make

sure they are safe to use.

• At least one staff member with a current First Aid

Certificate and CPR is on duty.

• Children wear hats and apply a SPF 50+ sunscreen

on exposed skin at regular intervals when involved

in outdoor activities.

• Regular drinks of water are to be encouraged.

Equipment

A wide range of safe, adequate and age-appropriate 

equipment is available for children to use. New equipment 

is added regularly to ensure we have adequate resources 

available for all children to participate. 

Learning about physical activity

Programs are displayed for children, staff 

and families to view.

GOSHC aims to foster and nurture an enjoyment of physical 

activity and to encourage physically active games and fun 

sporting activities derived from the children’s interests. 

Each child at the centre will be provided with equal opportunity 

and encouragement, allowing them to acquire skills and 

develop confidence in differing types of physical activity. 

Participation

• Enjoyment of physically active games is encouraged.

• Varying levels or ability are catered for.

• Every child is provided with equal opportunity and

encouragement to allow them to acquire skills and

develop confidence

Amount and types of physical activity

To decrease sedentary activities, children will be encouraged 

to play outdoors. The service will vary activity sessions to 

incorporate aspects of endurance, flexibility and strength.

APPENDIX D: Physical Activity Policy Overview
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Staff are encouraged to attend in-service seminars on 

multiculturalism, working with children with disabilities, 

and anti-bias programming. 

An attitude of pride, respect and positive self-concept 

will be encouraged at all times as children explore the 

similarities and celebrate the differences we all share. 

Resources and resource workers to meet the needs  

of children from cross cultural backgrounds and special 

needs children, will be used where necessary. 

GOSHC will endeavour to ensure that all children, parents 

and staff are treated equally as part of our Anti-Bias policy. 

It is the responsibility of each person to ensure every child, 

regardless of gender, cultural beliefs or background, religion, 

disability or socio-economic status is treated with respect 

and receives the same care. 

Our programs will be developed to encourage gender role 

and cultural diversity rather than stereotyping.

Families of diverse cultural backgrounds will be encouraged 

to contribute their knowledge of differing lifestyles, foods, 

clothing, cooking, language etc. to enhance the overall 

learning of the staff and children.

APPENDIX F: Anti-Bias Policy Overview

Care or Pupil Free Days, it is recommend that children  

have shirts that protect neck, back and shoulders from 

the sun.

• During Vacation Care and Pupil Free Days, outdoor

activities will be scheduled before 12pm and after 2pm

wherever possible.

• Staff will ensure that the centres sunscreen is not out

of date

• To minimise the spread of infections such as head lice,

impetigo and ringworm, children will not be permitted

to share hats. Should a hat be loaned to your child from

the centre for a compulsory activity such as AASC, the

hat must be returned to the service where it will be

washed before reuse by any other child.

GOSHC has a policy of “No Hat Today, No Outdoor Play” 

for all children. 

Sunscreen and hat are required for all outside play

• SPF 50+ (minimum) broad-spectrum water resistant

sunscreen will be provided for children.

• All children will be required to apply sunscreen, with help

if needed, before they participate in any outside activity

• Children are required to wear a wide brimmed hat

which protects their face, neck and ears whenever

hey are outside.

• Children who do not have their hats will be asked to play

in an undercover area protected from the sun.

• In support of our Sun Protection policy and the Cancer

Council of Australia’s recommendations, during Vacation

APPENDIX E: Sun Safe Policy Overview
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They are listened to and encouraged to share any concerns 

they may have, and every effort is made to make them feel 

a part of the Genesis OSHC family. 

An Enrolment package is given to all new families, and this 

pack contains our handbook with our Philosophy and all 

relevant information about our Centre.

A grievance procedure overview is also included in this 

handbook for families. All complaints are listened to, 

respected, and every effort is made to resolve any area of 

concern. 

Our number one goal at Genesis OSHC is to build children’s 

self-confidence, resilience, self-esteem, responsibility and 

empathy for others. GOSHC desires to encourage them to 

grow up to be confident, self-reliant adults who respect 

God, themselves, others, and the community in general. 

Where there may be language barriers, every effort will be 

made to communicate effectively. Assistance will be sought 

for an interpreter if necessary whilst ensuring that the least 

embarrassment as possible is placed upon the family.

It is the aim of GOSHC to encourage staff, children and 

parents to realise that they are all valued individuals and are 

equally important to the Centre and to one another. That 

they can contribute, and that their ideas and suggestions 

are not only encouraged, but taken into consideration 

when programming or making changes to our OSHC 

service. 

Families from different cultures and backgrounds are 

encouraged to share their culture and traditions with the 

staff and children. 

This is not only a valuable resource for staff and children to 

learn about different cultures, but helps the new family to 

feel a part of the centre. This encouragement also ensures 

that the new family knows that their culture and traditions 

are not only accepted, but that we are interested in and 

care about their culture and background. It is our belief that 

we can all learn from one another and that “Differences are 

Good”. 

We implement this policy by ensuring from the very first 

contact with the parents and children we make them feel 

important and welcome. 

APPENDIX G: Inclusions Policy Overview
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Circumstances 

The child is cooperative, helpful and respects 
the rights of others.  Occasional minor errors  
of judgement are considered normal.

The child is uncooperative, disruptive, rude 
to staff, endangers or antagonizes other 
children, or endangers property.

The child has repeatedly disrupted the running 
of the centre or adversely affected the welfare, 
safety or happiness of other children, has gone 
outside the boundaries of the centre or has 
damaged property.

The child had continued to ignore the rights 
of others and the efforts to help him/her. 

Or Staff may go directly to this step in response 
to any of the following: stealing, injuring 
others, wilfully damaging other’s property, 
bullying other children, verbally abusing others, 
absconding from the centre.

The child has continued to ignore the rights   
of others and the efforts to help him/her to  
the point where the child’s presence in the 
program is detrimental to the wellbeing of  
others or requires more resources than the 
centre can reasonably be expected to allocate.

Behavioural Management Policy - Excerpt 

For the full document please refer to the ‘GOSHC Behaviour Management Policy and Procedures’.

Action 

The child is allowed to participate in all 
program activities.

Staff using an appropriate methods to provide 
reason , apply effective strategy or withdrawal 
of play privileges for a suitable period of time 
deals with this form of behaviour. The child is 
reminded about the  consequences of repeat 
offences and given the chance  to rectify his/
her behaviour.

The behaviour is dealt with by staff applying 
reasoning to enable clear understanding  or 
withdrawal of privileges for a suitable  period  
of time after consultation with the Coordinator.  
The child’s parents/guardians are informed and 
discussion for best strategy to be applied.

The  child will meet with the Director and also 
by parents/guardians about the consequences 
of moving  to the next level and given the chance 
to change his/her  behaviour. The incident is 
noted on an individual behaviour support plan.

The child’s parents/guardians are asked to meet 
with the  Genesis OSHC Director and  a period  
of one to five days suspension from Genesis 
OSHC would normally result. The incident 
is noted in the child’s individual behavioural 
support plan. Information will then be passed 
on to the Principal.

The child is suspended indefinitely from 
attending this  facility. A letter from the Director 
will outline the reasons for this course of action.

Stage

Stage 1

Stage 2

Stage 3

Stage 4



29

VALID TO NOVEMBER 2017

EEMMEERRGGEENNCCYY EEVVAACCUUAATTIIOONN DDIIAAGGRRAAMM
MULTI-PURPOSE FACILITY

Ground

GENESIS CHRISTIAN COLLEGE
12-16 Youngs Crossing Road, Bray Park

SITE PLANLEGEND

Exit

Fire Extinguisher
(Dry Chemical Powder)

Egress Path

Fire Hydrant

PRODUCED FOR GENESIS CHRISTIAN COLLEGE, NOVEMBER 2012 BY EMERGING GRAPHICS PTY LTD

EEVVAACCUUAATTIIOONN SSIIGGNN && DDIIAAGGRRAAMM SSPPEECCIIAALLIISSTTEVACUATION SIGN & DIAGRAM SPECIALIST

Assembly Area Instructions

EMERGENCY SERVICES

to alert

Administration Block
of the location and nature

of incident

Dial
In first instance

200
ASSEMBLY

ASSEMBLY AREA 1
Assemble on oval in year groups

away from immediate danger

N

E

W

S

ASSEMBLY

ASSEMBLY AREA 2
Assemble on volleyball courts

in year groups
away from immediate danger

YOUNGS CROSSING ROAD

� Account for all pupils, staff and visitors from the School

� Assemble with your class to allow for teacher to undertake roll call and
immediately report any missing persons to the emergency co-ordinator.

� DO NOT re-enter the School until the “All Clear” has been given by an
authorised person.

EMERGENCY PROCEDURES

� Occupants in the immediate danger area are to assemble a safe
distance away from the emergency situation (do not obstruct Exits and
Exit Routes).

� Dial 200 to alert Administration of the location and nature of the incident.

� Should the emergency necessitate a complete evacuation, follow the
instructions of your teacher/ Warden who will direct occupants to the
nominated Assembly Area.

� Students should asseemble with their class in year groups to allow for a
roll call to be conducted as soon as possible. Report any missing
persons to your Emergency Co-ordinator.

STAGE 1:  Removal of People from the Immediate Danger Area

STAGE 2: Alert Others of the Emergency

STAGE 3:  Evacuation of School

STAGE 4:  Roll Call

Should an evacuation of the building be required, follow
the exit signs to locate the nearest safe emergency exit

and proceed to the designated assembly area.

Fire Hose Reel
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Emergency Evacuation Diagram
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