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Magill OSHC Access to the Service & Orientation 
Policy 

 

Reviewed: September 2019  Next Review: September 2021 

 

Links to the National Quality Standards 

QA.6 6.2.2 Effective partnerships support children’s access, inclusion and participation in the program. 
6.2.3 The service builds relationships and engages with its community 

 

 
Policy Statement  
Magill OSHC will ensure that an enrolment and orientation procedure is in place to allow families 
and children from the Magill School community, who are in reception through to the end of year 7, 
to have access to the Magill OSHC program. 
Children who begin reception may attend the OSHC service at the beginning of the calendar year. 
Children’s health and safety will be maintained at all times.  
Other community members such as professionals and students may have access to the service as 
required when organised with the nominated supervisor. 
 

Implementation  
* Equal Opportunity principles will be observed in relation to access to the service for children, 
parents and staff.  
 
Enrolments will be subject to the Australian Government- Department of Education – Childcare 
Provider Handbook recommended guidelines: 

 Priority 1: A child at risk of serious abuse or neglect 

 Priority 2: A child of a single parent who satisfies, or parents who both satisfy the Childcare 
Subsidy activity test through paid employment.  

 Priority 3: Any other child 
 

In the event that booking requests are more than the service license has available, Magill OSHC will 
utilise the following Priority of Access sub-guidelines accordingly within each priority before moving 
to the next one: 
 

1. Children in Aboriginal and Torres Strait Islander families 
2. Children who, within their immediate family, includes a person with a disability.  
3. Children in socially isolated families 
4. Children of a single parent 
5. Families who earn less than $66,958 per year as per the Child Care Safety Net.  
6. Children in their immediate families with a non-English speaking background.  

 
Evidence may be required to support the above cases. Information sharing may occur between the 
school and service relevant to the employee’s role to obtain information on children whilst 
maintaining confidentiality. Decision will be made by OSHC leadership in conjunction with the school 
delegate.  

Links to the  National Law and Regulations 

Regs 84, 168 Child protection 

145-152 Records of staff, visitors, volunteers and students 

Law  166-167 Child Protection 
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In the event of a priority 1 needing to attend the service when spaces have already been allocated 
and the service is at capacity, the service has 7 days to notify a member of the least priority to 
allocate a space for a priority 1. Further documentation maybe required to ensure circumstances of 
priority have not changed within 2 business days of being notified.  
 
In the event a priority 2 or 3 wishing to utilise the service after allocated spaces have been offered, 
the service will only offer available spaces remaining and no guarantee will be provided.   
 
Hours of operation 

 Before school care: The service operates from 7.30am to 8.25 am for children Reception to 
Year 7 of the Magill School community, Monday to Friday except school holidays and Public 
Holidays.  

 After school care: The service operates from 3.05 pm to 6 pm Monday to Friday, (except 
school holidays and Public Holidays), for children Reception to Year 7 of the Magill School 
community.  

 Pupil Free Days: If more than eight children are booked in to attend, at least two school days 
before the pupil-free day, the service will open between 7.30am to 6pm for children who 
have commenced Reception to Year 7 of the Magill School community. The Director will 
advise parents if a child has been booked in but the service will not be operating due to 
insufficient numbers.  

 Vacation care: The service operates between 7.30am to 6pm, Monday to Friday, except 
Public Holidays. Vacation Care does not operate over the Christmas closure. 

 
Families are not allowed to drop children off or pick up after the delegated times. Late collection 
fees will apply due to our licensed hours of operation. 
 
Enrolment Information 

 Enrolments will be accepted for children wishing to utilise the Magill OSHC service. An 
enrolment form must be completed by each family for each child in full 

 When a parent is not fluent in English, an interpreter service will be sought to assist the 
enrolment interview in the parent’s first language if requested or identified 

 Upon query of enrolment, parents will have access to the ‘parent handbook’ which will provide 
enrolment steps for how to enrol online 

 There are currently three different enrolment types due to the roll out of QikKids (CCS third 
party software): 

1. A parent/family who has never utilised Magill OSHC before 
2. A parent who has utilised Magill OSHC before 
3. A parent who has utilised Magill OSHC however has a new child to enrol. 

 By enrolling online, parents will have access to the ‘parent handbook’ which will require 
acknowledgment that they have read 

 Families will be required to start the child enrolment and complete in full including names, 
addresses and contact details of all people authorised to collect the child and submitted by the 
parent or guardian 

 Before School and After School Care will only be accepted for Magill School families 

 By enrolling, families agree to the services policies and procedures of Magill OSHC.  
 
Vacation Care Enrolments 

 Bookings for Vacation care will be accepted for children who have enrolled with the Magill 
OSHC service 

 Children from the wider community can access vacation care if places exist however, priority is 
given to children who currently attend Magill School 
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 If a vacation care service already operates at a child/ren's wider community school of 
enrolment, it will be recommended that they attend their own school Vacation Care program 

 Bookings may not be available for the wider community until after the services cut-off date to 
fill any remaining places.  

 
Enrolments will lapse after 8 weeks of not utilising the service.  In the event your enrolment lapses, 
the family will need to notify the service via email only if you plan on reutilising the service within an 
8 week period from the notified date and re-confirm your child’s enrolment in MyGov within 24 
hours of your first booked (or returning) session of care or you will be liable for full fee. 
 
If you do not utilise the service for an 8 week period and if your child’s last booked session(s) were 
marked as absent, you will be liable for paying full-fee on all absent sessions. Even though CCS may 
have been applied initially, Centrelink will revoke this and your account will go into debit. 
 
Child Care Subsidy 
For all enrolments, families must make a claim for subsidies through their MyGov account.  
 
Where a child attends prior to a claim for subsidy being accepted by Centrelink, the service will 
charge full fee and the subsidy, once approved, will be paid either direct to the individual (the 
enrolling parent) or to the service. This also applies if there is a delay in processing the individuals 
claim.  
 
Families are responsible for updating Centrelink with any changes to their income, activity or other 
circumstances, which they can do through their Centrelink online. Providers (Magill OSHC) do not 
need to obtain, record or submit the information.   
 
The provider (Magill OSHC), must agree up-front with the individual on the planned arrangements 
for care of a child. The terms of an arrangement are a matter for the provider and individual, based 
on the particular circumstances.  
 
An arrangement (Complying Written Agreement) must be recorded electronically through enrolment 
and kept on the records.  
 
When the individual (enrolling parent) completes the Child Care Subsidy assessment, the care 
arrangement is agreed to and the subsidy is approved. The subsidy will be paid directly to the service 
and the family will be liable for the GAP.  
 
Orientation 
The purpose of orientation is to allow the child and families to become familiar with the 
environment and be made aware of essential service information. Magill School also provides upon 
orientation, a show of the OSHC room and where possible, introduction with Magill OSHC leadership 
team.  
Educators will welcome the child on their first day, show them relevant areas and remind regarding 
essential service information. Educators will look for opportunities to engage the child into the 
program and build relationship for the child with other children. Educators will check in with the 
child throughout the day and see if any further support is required to ensure inclusivity within the 
program.  
 
Family contact 

 Staff will communicate with parents in a positive and supportive manner that encourages 
the parent/child relationship and the parent/staff relationship. Information about family 
issues and personal lives will be handled confidentially. Every effort will be made to treat 
both parents equally. 
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 Parents will have access to the Director and Assistant Directors at any reasonable time, to 
discuss any concerns regarding their child. This may be on the spot, by telephone or by 
appointment. Staff will not discuss with parents confidential information regarding any other 
child or family within the service. 

 Parents may visit the service at any reasonable time while their child is in care if arranged 
with the Responsible Person prior to the visit.  

 In the event of Custodial issues, the service must have all relevant documentation ordered 
by a court and this made clear on the enrolment forms. Educators will hold any intervention 
orders where it is reasonable, practical and safe to do so. If there is an immediate danger 
posed by complying with the order then those provisions will not be carried out and become 
a matter for the police.  

 In the case of a parent arriving at the service to collect a child in a visibly intoxicated or 
otherwise unfit state to drive, the person will be encouraged to contact another adult to 
drive them and the child home. If the unfit person insists on taking the child, the police will 
be informed. 

 Where human life is at risk, despite staff efforts, the police will be immediately informed. 
 
Bookings 
Magill OSHC accepts permanent bookings and casual bookings.  
Permanent bookings will be accepted when space is available for Before and After School Care and 
have priority over casual spaces when booking requests are received for the following year. Families 
are responsible for making casual bookings.  
Once a booking has been placed, Magill OSHC policies and procedures will apply.  

 If a place is not immediately available at the service, the child may be put on a waiting list for a 
permanent space. Details about priority of access eligibility, and care requirements may be 
requested.  

 Once on the waiting list, the family is asked to contact the service to confirm they wish to 
remain on the list every 4 weeks. When a place becomes available, the family will be contacted 
by the Director. Families will not be eligible to be placed on the waitlist unless the enrolment 
procedure is completed. 

 In the event that a regular permanent booking of a family is cancelled 4 weeks in a row and a 
family is on the waitlist for the relevant session, the parent will be contacted and requested to 
utilise the session or will be required to forgo the session for the new permanent booking 
request.  

 During waitlist periods, families are able to make casual bookings if enrolled into the service. 

 Casual bookings are first come, first serve basis and are only available when staffing 
arrangements allow. 

 Vacation Care and Pupil Free Days are counted as a casual booking. 

 Enrolment information will be kept in a confidential file. It is the responsibility of a parent to 
notify the service of any changes to family circumstances. 

 The children of Advisory Committee members, Governing Council and staff may access the 
service however will pay the standard fee and have the same guidelines as any other family.  

 
Suspension or exclusion of children from the service  
 Suspension or exclusion of children from the service will occur only after all other avenues of 
communication and support have been exhausted and when: 

 a child puts one or more children at risk through inappropriate and or dangerous behaviour (see 
Behaviour Management policy), or 

 the needs of the child that requires specific training for the child, or 

 an outbreak of an infectious disease, or 

 where an account has been ceased due to non-payment of fees or not abiding policies and 
procedures.  
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Magill OSHC session fees will apply for any suspension or exclusion from the school and/or service 
until the remainder of the week.  

 
Unenrolled Children: 
Magill OSHC will not accept children for bookings if their child is not enrolled or care has been 
ceased. In the event a child attempts to access Magill OSHC who we do not have an updated 
enrolment form or a completed enrolment form will be sent to the front office for the school 
procedures to be followed.  
In the event of an emergency and the child is still at the school office after 4pm, the school can 
provide an EDSAS report containing relevant data for the service to create an account. The parent 
will be required to complete the enrolment process and information before the following session of 
the following day. Families will be liable for the relevant fee for the session. Once the relevant data 
has been provided and if space is available the child can attend the session.  
 
Other children who are not enrolled at Magill OSHC might be present at the service when another 
child comes to collect a child attending the service. The child not enrolled/signed into Magill OSHC is 
the responsibility of the adult and must be supervised at all times for safety.  


