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SERVICE NAME SERVICE APPROVAL NUMBER 

Kenmore South State School Outside School Hours Care   SE-00001023 

PRIMARY CONTACTS AT SERVICE 

• Jessica Redman – Coordinator 

• Cathy McConkey – Operations Manager 

• Adliya D’Rozario – Educational Leader  

STAFF RESPONSIBLE FOR SUBMITTING THE QIP 

• Jessica Redman – Coordinator 

• Cathy McConkey – Operations Manager  

• Adliya D’Rozario – Educational Leader 

• Rachael Metcalf – HR, Accounts 

SERVICE INFORMATION 

Service Address: 16 Kersley Road, Kenmore, 4069, QLD 

Postal Address:  16 Kersley Road, Kenmore, 4069, QLD 

Phone 0491 005 776 Email enrolments.oshc@ksss-pnc.org.au 

 APPROVED PROVIDER NOMINATED SUPERVISOR #1 NOMINATED SUPERVISOR #2 

Name: Peter Brady (P&C President) Jessica Redman (Coordinator) Cathy McConkey (Chief Operating Officer) 

Contact #: 0408 726 953 0413 250 219 0488 462 341 

Email: president@ksss-pnc.org.au coordinator.oshc@ksss-
pnc.org.au 

cathy.mcconkey@ksss-pnc.org.au 

EDUCATIONAL LEADER 

Name: Adliya D’Rozario 

Telephone: 0491 005 776 

Email: adliya.oshc@ksss-pnc.org.au 

OPERATING HOURS  

 Monday Tuesday Wednesday Thursday Friday Saturday Sunday 

Opening (AM) 6:30AM 6:30AM 6:30AM 6:30AM 6:30AM n/a n/a 

Closing (AM) 9:00AM 9:00AM 9:00AM 9:00AM 9:00AM n/a n/a 

Opening (PM) 3:00PM 3:00PM 3:00PM 3:00PM 3:00PM n/a n/a 

Closing (PM) 6:00PM 6:00PM 6:00PM 6:00PM 6:00PM n/a n/a 



 

  

ADDITIONAL INFORMATION 

Parking Arrangements: Anyone visiting the service is advised to park on Glen Frew St, as close to Kenmore South’s Gate 4 as possible.  

Information about the service:  

How children are grouped: Children are divided into three age groups - prep, junior and senior. These groups are used for afternoon tea and some 
activities. The program offers activities for these age groups exclusively as well as mixed-age activities - children can choose 
how they'd like to spend their time.  
Our standard ratio is 1:15. Our excursion ratio is 1:8; high-risk play (e.g., loose parts play, waterslides) is 1:10; play involving 
large bodies of water (e.g., pools) is 1:5. During COVID, the service has greatly reduced its excursions and has a higher focus 
on incursions. 



 

Service Philosophy 

 

 

Kenmore South State School Outside School Hours Care Philosophy is guided by children’s, families and educators’ ideas and values. Our philosophy, like our 

program, fosters children’s wellbeing, learning and development through play and recreation. We follow the National Quality Standards, as well as My Time 

Our Place to build a fun and educational program catering to everyone. Our focus is providing opportunities for children’s physical, emotional and social 

wellbeing as well as enhancing their opportunities to learn. 

 

KSSS P&C OSHC children are encouraged to be confident and involved learners and the educators focus on reciprocal learning. Adults are not the holders of 

knowledge, but the partners of learning. As educators we provide relationships that are positive, nurturing and guiding. By building relationships with the 

children, we aim to help them grow, learn and gain life skills that will help throughout their lives. We offer a range of educational based play and learning 

experiences to benefit all, along with real life experiences where the children can learn life skills such as cooking, sewing and gardening. 

Play and leisure activities provide opportunities for children to learn through discovery, imagination, creating and improvised learning. Through this type of 

place children create social groups, test ideas, challenge each other’s thinking, and build a broader view of their world. 

 

Educators strive to work with children to build an environment that is welcoming, warm and fun. The environment reflects the children’s interests, while 

meeting their physical and social needs in a safe, caring and supportive way. KSSS OSHC is flexible and responsive to children’s interests as the environment 

provides opportunities for children to take risks and build their knowledge and skills. We believe it is our duty to provide a safe and healthy environment 

that gives children a strong sense of belonging and provides for their wellbeing. Children are encouraged to explore the natural environment around them. 

We believe our environment should create a sense of wonder and encourage children to explore and investigate. 

 

We aim to work collaboratively with families as we believe that children will benefit when there is a partnership between home and the service. We recognise 

that all children and families are unique and equal and have their own character, values and traditions. We understand that successful relationships are built on 

trust, open communication, collaboration and respect. 

Review at team meeting! 



 

 
Quality Area 1: Educational Program & Practice 

SUMMARY OF IDENTIFIED STRENGTHS 

1.1 Program 
All programming is informed by weekly child observations and reflections submitted by Educators. These are all linked to My Time, Our Place.  
Educators contribute to the programming in various ways – via their observation sheets, the staff suggestion wall, sending activity ideas to the 
Educational Leader via email or Deputy, writing the menu, running programs, or assisting with vacation care programming by taking charge of 
and/or working collaboratively with the Ed Leader. 
 
Cultural holidays are celebrated within the service. Programs are built using feedback from children and staff, as well as integrating children and 
staff's interests into activities. For example, it was documented that several children enjoyed collecting sticks, grass & twigs at the Nature 
Playground, so 'nature craft' that incorporated the collection of natural resources and use of them alongside other provided resources to create 
craft was added to the program. Children's interests in role-playing games such as 'Werewolf' that involve playing games with designated roles and 
listening Ed Leader Adliya's 'storytime' (which often had requests to give the kids 'a part') resulted in the integration of a weekly Dungeons & 
Dragons session for seniors. Staff are encouraged to bring their own skills & interests to the program. When provided, parent feedback is 
implemented into the program.  
 
1.1.3 Reduced mealtimes, activities that allow to build on interests (D&D, Japanese lessons, art lessons).  
 
1.2 Practice  
Educators take child interests - activities, sports, afternoon tea suggestions & reception - into account when submitting weekly reflections, which 
are implemented into the programming. The program is based on staff observations, child interest/feedback and an integration of staff skills and 
interests. 
 
We follow a child-centric program that allows for children to choose where they want to be - choice between activities sorted by grade or mixed 
age activities; craft, science, cooking, sport and outdoor activities, as well as unstructured indoor and outdoor free play opportunities that are 
supported by resources provided by the service. Routines are learning opportunities - handwashing, dishwashing, healthy eating habits, self-serving 
breakfast and afternoon tea, other morning & afternoon routines allow children to confidently develop skills in these areas.   
 
Afternoon teatime is streamlined into 3 groups (preps, 1-2, 3-6) to allow students to socialise with their own peer groups, lower noise levels and 



 

 

 

Evidence of Exceeding Themes:  

allow students to eat at their own pace. Additionally, prep students have a separate serving area and morning/afternoon routines to help 
acclimatise them to the OSHC routine – as the year progresses and the preps become more independent, these programs will be phased out to 
prepare them for grade 1.   
Most staff members are either qualified or studying towards relevant Education certifications and are aware of how to implement the program with 
educational value. 
 
1.3 Assessment & Planning 
Staff submit regular weekly reflections that evaluate and review that week’s program – this includes reviewing activities and determining how 
children’s learning can be expanded on with further programming, an opportunity for staff to collect children’s feedback and ideas for both 
programming and the menu and a section for staff feedback. 
 
Parents are welcome to communicate about the program via the Feedback email address at OSHC. The program is available to be viewed by 
parents in the OSHC Building.  
 

Standard 1:1 – Program: the program enhances each child’s learning and development. 
Practice is embedded in service operations • Educators contribute to the programming through observation sheets, staff suggestion wall, 

sending activity ideas to the Educational Leader (via Deputy), writing the menu, running programs, 
or assisting with vacation care programming.  

• Educators bring their skills and passions to OSHC, which are integrated into the programming. 
 

Practice is informed by meaningful 
reflection 

• Educators complete weekly reflection sheets that provide feedback and input into future program 
and practice. Children provide feedback verbally when participating in activities, which is recorded 
by Staff and provided to the Ed Leader.  



Practice is shaped by meaningful 
engagement with families and/or 
communities 

•  

Standard 1:2 – Practice: Educators facilitate and extend each child’s learning & development. 
Practice is embedded in service operations • Children and staff are very familiar with our daily routines – they are capable and confident with all aspects of our 

routine, including washing dishes, serving themselves and organising themselves in morning and afternoon sessions.   

Practice is informed by meaningful 
reflection 

• We update aspects of our daily routines to incorporate staff ideas – e.g. the shift from a café style breakfast where 
children placed orders to a self-serve breakfast where children prepared their own breakfast was implemented 
when it was found that the former system wasn’t beneficial to the children at all. When children proved themselves 
capable at self-serving themselves afternoon tea, rinsing dishes was added to the daily routine. 

•    

Practice is shaped by meaningful 
engagement with families and/or 
communities 

•  

Standard 1:3 – Assessment & Planning: Educators take a planned and reflective approach to implementing the program for each child. 

Practice is embedded in service operations •  

Practice is informed by meaningful 
reflection 

•  

Practice is shaped by meaningful 
engagement with families and/or 
communities 

•  



 

 

Quality Area 2: Children’s Health & Safety 
SUMMARY OF IDENTIFIED STRENGTHS 

2.1.1 Wellbeing & Comfort 
The service makes use of a large OSHC Building and deck that allows for plenty of indoor space - other indoor areas are available in the school in case of inclement weather. 
There is a quiet corner reserved for reading, rest & quiet activity for children to relax. Beanbags, large cushions, couches, blankets, and multiple sizes of chairs & tables to 
make use of. Spare clothes are also provided when necessary.    
 
2.1.2 Practices & Procedures 
Children are reminded to wash their hands prior to eating or participating in cooking activities. Toys are cleaned as part of the weekly cleaning checklist.  
Dietary requirements are catered to with all meals – a name card system is used to track requirements in a session and label meals appropriately. Food substitutes are used 
for allergens where necessary. A list of allergies, intolerances & dietary requirements is also kept in the kitchen.  
All families with a child with a pre-existing medical condition must submit a Risk Minimisation Plan and necessary medication to complete their enrolment. All RMPs are 
accessible via the green folder in the staff area with all other relevant information. Access to basic information about any child’s medical/dietary requirements are accessible 
to any Educator via the Playground app. Any changes are communicated to staff via Deputy/meetings/on their shift. Medication is kept in a child-locked cupboard in the office 
or in a bag on an Educator’s person when taken to other areas. Asthma & anaphylaxis medication are kept in the same areas as their relevant child for quick use in case of 
emergency. There is also always at least one first aid kit in every area in use. Educators have relevant first aid-training that is renewed annually and funded by the P&C – any 
Educator that doesn’t must be buddied with one that does. All first aid supplies are checked/restocked/expiry monthly; parents that have provided medication to the service 
are given a 1-month window to replace it.  
Staff are made aware of any students that have additional medical needs every session. 
Additional out-of-ratio staff (“runners”) are used where possible to provide additional supervision where required, transport young students between areas, assist with any 
injuries or medical issues that may arise and transport medication between areas.  
Parents are notified of any cranial injuries by call or text as soon as admin is made of aware of it. All illness & incident reports are to be viewed and signed by parents after 
completion. Any administration of medication is also recorded and must be signed by a parent. Medication administration records are stored with medication.  
 
2.1.3 Healthy Lifestyle 
All Educators complete an annual PANOSH course. New Educators must complete this as part of their induction. Coordinator, Ed Leader and Operations Manager all have/are 
training to become qualified Food Safety Supervisors.  
 
2.2.1 Supervision 
All Educators complete an annual Duty of Care & Active Supervision course. New Educators must complete this as part of their induction. The service maintains a 1:15 ratio. 
 
2.2.2 Incident & Emergency Management  
Regular drills are run at minimum quarterly at the service. A greater number of drills are held at the beginning of the school year to ensure new students are familiar with the 
processes. Drill procedure is discussed with new staff members and at least one is run during the first two weeks of employment as part of their induction process. 
Responsible Persons have regular experience running drills. Drill procedures are on the doors/emergency exits in the room. Emergency exits are left clear and unobstructed. 
All children’s contact & health details are available via the Playground app that all Educators have access to. Drills are managed via the Playground app.  



 

 

 

Evidence of Exceeding Themes:  

The P&C has funded professional fire safety training for all staff. This will be renewed annually.  
 
2.2.3 Child Protection  
All new staff members (as of 202X) must undergo criminal checks prior to commencing employment at the service.  
Should a staff member become concerned about any child’s behaviour or suspect any potential risks to a child’s wellbeing or safety, they are to notify administration and 
document their concerns and what caused them in a file note.  

Standard 2:1 – Health: Each child’s health & physical activity is supported and protected.  
Practice is embedded in service operations • During each session (BSC and ASC) children are encouraged to play outside and be physically 

active through spontaneous and planned activities.  

• Physical activity is promoted by appealing to children’s interests in addition to free play and 
playground – activities such as orienteering, dancing, scavenger hunts, water fights, games and 
sports are provided.   

• A healthy, balanced menu is provided at the service. Children are required to have at least 2 
pieces of fruit or veg with their first serving, but quite often take more. Leftover afternoon tea is 
refrigerated to be served again around 5pm. 

• Children wash their hands as part of sign in/afternoon tea during ASC.  

• A rest and recharge area was developed for children to relax and recharge when feeling tired or 
overwhelmed. Books, sensory toys, blankets and beanbags are available.   

• Dietary requirements and cultural food preferences are catered for in all food preparation. 

• All staff members hold a PANOSH certificate – this is a required part of their induction and is 
renewed every year.  

• Incident Reports are filled out whenever first aid is given to a child. These are given to parents or 
guardians for review. All cranial injuries are immediately reported to parents or guardians by text 
or call.   



Practice is informed by meaningful 
reflection 

• Recipes are adapted to cater to our dietary requirements – e.g., we do not use eggs; we instead 
use substitutes such as apple sauce or mashed bananas. 

• Programming related to health & physical education is reviewed and reflected on, as part of staff 
weekly reflections/child observations.  

Practice is shaped by meaningful 
engagement with families and/or 
communities 

• Our menu is shared with the community in-service. Parents are welcome to contribute to the 
menu.  

• Incident Reports are filled out whenever first aid is given to a child. These are given to parents or 
guardians for review. All cranial injuries are immediately reported to parents or guardians by text 
or call.   

•  

Standard 2:2 – Safety: Each child is protected. 
Practice is embedded in service operations • Children will always have their EpiPens/Asthma Inhalers kept in the same area as them, held by 

Educator.  

• Runners will transfer medication safely between areas as required, as well as provide additional 
support in “high-risk” areas. This may include additional supervision or assisting in cases of 
emergency/injury. 

• Supervision instructions and guidelines for best practice are included in the staff procedures manual.  

• A ratio of 1:15 is maintained across the service, lower ratio is used at staff discretion in more high-
risk play areas/activities and/or with new prep students.  

• Whichever staff member is not running an activity in an area is assigned to communications on the 
walkie-talkie.  

• File Notes are used to document and communicate any information about children to relevant upper 
staff members. This includes injuries where an incident report isn’t required (e.g. injuries that did not 
happen at the service), social wellbeing, behaviour or mental health.  

• Emergency evacuation procedures are practiced each term.  

• Injury and illness management i.e. first aid, anaphylaxis and incident reporting is embedded into staff 
work practice.  

• Incident Reports are filled out whenever first aid is given to a child. These are given to parents or 
guardians for review. All cranial injuries are immediately reported to parents or guardians by text or 
call.   
• The first aid checklist is completed monthly to ensure we have sufficient medical supplies, and 

that all medication stored at the service is in-date. Parents are given a one-month window to 
replace any expiring medication. 



 

 

  

Practice is informed by meaningful 
reflection 

• Noise-cancelling headphones were purchased when some children with additional needs indicated 
they required them but did not always remember to bring their own from home.  

• A food charting system was implemented at staff request to track which children have dietary 
requirements, as well as easily mark which meals belong to whom. 

• For the self-serve breakfast, allergens are marked on each item of food. Alternatives (such as gluten 
free bread, lactose free milk, are provided on request.) 

Practice is shaped by meaningful 
engagement with families and/or 
communities 

• Information sharing with parents on dietary requirements and child behaviour is a required part of 
enrolment. Staff stay in contact with parents about any developments regarding these areas. 

• Orange cones are laid out to mark off out of bounds areas for younger children and stop signs to stop 
children from leaving areas without permission are placed on all doors. This system was put into 
place in collaboration with a parent who had a child that often attempted to leave supervised areas 
without permission and has remained in place despite the child moving to a new school. Additionally, 
this strengthened our policy of children being accompanied outside by an Educator to ensure they 
are always supervised.  



Quality Area 3: Physical Environment 
SUMMARY OF IDENTIFIED STRENGTHS 

3.1.1 Physical Environment; Fit For Purpose 
The service makes use of various locations within the school grounds to allow for a variety of free play and programmed activities.  
In the event of inclement weather, the service can make use of the OSHC Building, Music & Steam Rooms and Library for indoor activities, while also using the school hall, 
OSHC building deck & shaded undercover areas for active play. Additionally, several of the available outdoor areas have shade sails, and undercover areas are accessible from 
unshaded areas i.e. oval and tennis courts. A quiet area outfitted with books, beanbags, blankets and a couch & cushions is provided for children that wish to rest or relax. This 
also solves as a resting area for any ill child should it be required.  
The service has a kitchen and access to the school's tuckshop for food preparation. OSHC can make use of the school's wheelchair ramps & elevators should the need arise. 
Due to the size of our cohort, two outside eating areas are used  
 
 
3.1.2 Physical Environment; Upkeep  
The service makes use of checklists and a roster to ensure the premises are clean & safe. Ensuring the OSHC Building and other areas programmed for use are safe & clean is 
part of the risk assessment checklist completed every morning. Toys are washed & sanitised weekly as part of the cleaning checklist. The service is thoroughly cleaned every 
morning prior to the start of service. Safety concerns can be submitted to management via either risk assessment checklists or risk notification reports to be rectified.  
 
3.2.1 Use; Inclusive Environment 
The service makes use of both indoor and outdoor areas for structured and free play.  
The service’s main indoor area is spacious. Each area contains specific play areas such as ‘home corner’, ‘building blocks’, ‘craft corner’, etc. allowing for clearly designated 
zones for themed play.  
Children have access to resources (toys, sports equipment, etc.) for both indoor and outdoor play.  
Outdoor areas include the school's Nature Playground, allowing for play in natural environments.  
The school’s Loose Parts materials are available for use on the oval.  
 
 
3.2.2 Use; Resources support play-based learning 
Various resources of sufficient quantity for the size of our cohort are accessible to all children in the OSHC room, with additional resources in the storage room & sports sheds 
that can be retrieved on request.  
OSHC is currently attempting to restock its sport & creative play resources. 

 
 
3.2.3 Use; Environmentally Responsible 
The service encourages the use of recycled material for craft - they are regularly provided for some creative art projects.  
In early 2021, the service began a recycling program called the Koality Recycling Program - the project involves the collection of cans & water bottles from families, that are 
exchanged for money at a local recycling centre. This money is then donated to a local charity - we are currently donating to Lone Pine Koala Sanctuary. This project impresses 
on children the potential benefits of recycling while also raising interest in local charities.  
We are currently raising plants with the children's assistance at OSHC. 



 

 

 

Evidence of Exceeding Themes: review in team meeting 

Standard 3:1 – Design: the design of facilities is appropriate for the operation of the service.  
Practice is embedded in service operations •  

Practice is informed by meaningful 

reflection 
• The current design of the room is the result of two years of trial and error. The current layout is 

optimal for our service. 

Practice is shaped by meaningful 

engagement with families and/or 

communities 

• Orange cones are laid out to mark off out of bounds areas for younger children and stop signs to 
stop children from leaving areas without permission are placed on all doors. This system was put 
into place in collaboration with a parent who had a child that often attempted to leave supervised 
areas without permission and has remained in place despite the child moving to a new school. 

Standard 3:2 – Safety: the service environment is inclusive, promotes competence and supports exploration and play-based learning. 
Practice is embedded in service operations • Outdoor and indoor spaces are designed and effectively organised to engage every child in quality 

and inclusive experiences involving the built and natural environments. Programming makes use 
consistent use of these areas.  

Practice is informed by meaningful 

reflection 
• The spaces provide the flexibility to respond to children’s individual needs, development, self-

initiated play, and exploration. 
• Resources, materials, and equipment are sufficient for our needs. This is organised in ways to 

extend each child’s participation in the program and consistently used in multiple ways. Feedback 
from children is observed and gathered via educator reflection sheets and used in future 
programming 



 

 

  

Practice is shaped by meaningful 

engagement with families and/or 

communities 

•  



 

Quality Area 4: Staffing Arrangements 

 

 

 

 

 

 

  

 

SUMMARY OF IDENTIFIED STRENGTHS 

4.1.1 & 4.1.2 Organisation of Educators & Continuity of Staff 
Educators operate at a 1:15 ratio. We have consistent & stable staffing with regular shifts (some staff working every day) to allow children a consistent environment. 
Additionally, out-of-ratio staff (“runners”) provide support to in-ratio staff as necessary e.g., transporting medication, additional supervision, etc.  
The service has Educators that have been at the service for extended periods of time. We have a diverse range of educators at the service with a variety of skills, interests and 
abilities. Many educators regularly contribute to the program. Educators are free to pursue the programmed activities in the program that interest them or they have skill in, 
as we believe this makes for a more interesting and engaging program for the children participating.  
Performance Development Plans are in place for all Educators. These are reviewed by the service’s Operation Manager and Coordinator every six months. 
 
4.2.1 Professional Collaboration 

• All new staff are fully inducted, with a separate HR induction from the HR-Co-ordinator, and OSHC Educator induction from the Co-ordinator. 

• New staff are assigned buddies to assist them before being placed into ratio. 
• Staff choose activities based on their own skills/interests. Some staff run their own programs within the service i.e. art classes, Dungeons & Dragons, Japanese classes.  

• Staff are additionally able to contribute to the weekly menu and vacation care planning.  
 
4.2.2 Professional Standards 

• Staff have familiarity with MTOP and NQS 

• Staff Handbook & Code of Conduct. Additional training is provided via Tribal Habits.  

• Deputy & Xplor Playground 

• Reflection sheets & observations submitted to the educational leader. 



Evidence of Exceeding Themes: review at team meeting 

Standard 4:1 – Staffing arrangements enhance children’s learning and development 
Practice is embedded in service operations •  

Practice is informed by meaningful 

reflection 
• Staff are asked for feedback on what training they feel is required to assist with their roles. 

Practice is shaped by meaningful 

engagement with families and/or 

communities 

• Staff training is communicated to families on Facebook and the front notice board.  

Standard 4:2 – Professionalism: Management, educators and staff are collaborative, respectful and ethical.  
Practice is embedded in service operations • Educators work with each child’s developmental level, to encourage and support activities that the 

child is interested in. 

Practice is informed by meaningful 

reflection 
• Feedback from students and educators is included in the weekly reflection sheets that assist with 

future programming. 



 

 
 

  

Practice is shaped by meaningful 

engagement with families and/or 

communities 

•  



Quality Area 6: Collaborative partnerships with families & 
communities 

 

 

SUMMARY OF IDENTIFIED STRENGTHS 

6.1.1 Engagement with the Service 
The Operation Manager, Coordinator and Educational Leader attend the annual Prep Orientation Days arranged by the school. As part of this, tours of the OSHC Building and 
explanations of our services are available to interested parents. When their child starts, they are also welcome to contact the service for updates about their child’s progress 
(this happens more often during vacation care.)  
As we are a P&C run service, parents are welcome to join the P&C or sit in on P&C meetings if they have any concerns or would like to make contributions to the service. There 
are channels available for formal and informal feedback, such as the feedback email address. When families enrol in the service, they are given  
When families enrol in the service, they are given a comprehensive enrolment pack which includes a parent information book.  
 
 
 
6.1.2 Parents Views are Respected & 6.1.3 Families are Supported 
As well as email and the service’s Facebook Page, Xplor is used to pass on additional and pressing information to parents – e.g. vacation care forms, information about COVID, 
etc.  
Our Educators build relationships with families – there is often an Educator stationed at the front counter when possible to greet/assist parents and discuss their children.  
New policies or updates to existing policies, such as the Fee & Cancellation Policy, are given to parents to review prior to being implemented.  
As the service is run by a P&C, parents make up parts of the governing board, or are welcome to join in on P&C meetings to provide feedback to the service. Otherwise, 
parents can provide feedback via the Feedback email or in person.   
Cultural requirements and sensitivities are taken into consideration when programming or providing food for students – this information can be communicated to the service 
via the enrolment form.  
 
6.2.1 Transitions & 6.2.2 Access & Participation 
 
The service escorts prep students to/from class before and after school to acclimatise them to the journey – preps also have their own serving line. Over the course of the 
year, preps are integrated into the general program as they become more comfortable with OSHC. The service escorts children to/from extracurricular activities before and 
after school.  
 
6.2.3 Community Engagement 
The service makes use of local businesses where possible – i.e., our uniforms, the website used for our training, the pharmacy and supermarket. Incursions and excursions 
include local businesses where possible – 
Starting in early 2021, the service has a recycling program (the ‘Koality Recycling Program’) that relies on families donating cans & water bottles, which are then cashed in at a 
local recycling plant (usually Seventeen Mile Rock). All proceeds are donated to Lone Pine Koala Sanctuary, based locally in Fig tree Pocket.  



 

Evidence of Exceeding Themes:  

Standard 5:1 – Relationships between educators & children: respectful and equitable relationships are maintained with each child.  
Practice is embedded in service operations • Interactions with each child are consistently warm, responsive and build trusting relationships that 

promote a child’s/children’s sense of security and belonging. 

Practice is informed by meaningful 

reflection 
• Each child is consistently encouraged and supported to engage with educators in meaningful, 

open interactions that enhance the acquisition of skills for lifelong learning. 

Practice is shaped by meaningful 

engagement with families and/or 

communities 

• Each child is consistently included and involved in the program which helps them develop a sense 
of identity, confidence and security within themselves, their family and surrounding community. 

Standard 5:2 – Relationships between children: Each child is supported to build and maintain sensitive and responsive relationships.  
Practice is embedded in service operations • Collaborative learning opportunities are effectively facilitated, and every child is consistently 

supported to work with, learn from and help others. 

Practice is informed by meaningful 

reflection 
• Each child is consistently encouraged and supported to manage and reflect on their own 

behaviour, respond appropriately to the behaviour of others, and communicate effectively to 
resolve conflicts. 

• Periodically, consequences such as “time out” (age plus one minute) are warranted to give a child 
more time to reflect on their behaviour. 



 

 
 

  

Practice is shaped by meaningful 

engagement with families and/or 

communities 

• The dignity and the rights of every child is consistently supported and promoted within OSHC, 
their family and the community within which they live. 



 

Quality Area 7: Governance & Leadership 
SUMMARY OF IDENTIFIED STRENGTHS 

• The Governance Handbook has been established, endorsed and reviewed by QCAN. Content includes governance procedures in the following areas – service details, 
service history, philosophy, goals, relevant laws, organisation structure, nominated supervisor and responsible persons expectations, confidentiality, compliance 
requirements, insurance, and employee information.  

• Accounting procedures manual established 

• Educator handbook established with detailed work instructions  

• HR Log – updated regularly by HR Co-ordinator including all staff details and Qualifications for First aid, Blue Card dates for renewal. Also includes staff formal 
qualifications and employment contract details. 

• The BlueCard organisational online portal has been established by the HR Co-ordinator for the P&C organisation. 

• The staff handbook has been established with a full suite of staff policies including – staff roles and responsibilities, privacy and confidentiality, absenteeism policy, dress 
policy, discrimination and sexual harassment, fitness for work, grievance, professional and personal relationships, conflict of interest, leave policy, WH&S procedures, 
social media policy, bullying and harassment.  

• An online timesheet and rostering system is utilised – Deputy. Staff can log-in and out of shifts via their phone or OSHC tablets/laptops. The system is set-up so spare 
shifts can be sent out to all staff and accessed on their phones via an app. Communication of messages to the team and updates to Policies are sent out via Deputy and 
staff must formally acknowledge they have received and read the message. Deputy also assists with onboarding new staff electronically.  

• An Annual membership has been paid with Community Management Solutions – third party support for all staff to seek advice on employment queries. Management can 
seek support for staff management needs. CMS provide training and have financial advice from Qualified Accountants for the Bookkeeper. 

• There is an annual membership with QCAN (OSHC industry specialist). 

• There is an employment assistance program/wellbeing program paid annually to support staff with fully funded and qualified psychology sessions per event per year (6 
paid sessions) via face to face, zoom or telephone. Management can also seek paid assistance and advice with staff enquiries and difficult conversations with parents or 
staff. The program also includes a wellbeing app and newsletters. 

• There are annual staff awards that are presented for years of service – awards are provided at an annual staff meeting for years of service for 5, 10 ,15 and 20 years. 

• The organisational structure ensures that 75% of staff have childcare qualifications or working towards this qualification. This structure includes 50% with Permanent 
positions to ensure staff retention, continuity for children and simplified rostering. 

• A Chief Operations Officer and HR Co-ordinator and Bookkeeper are employed part-time to assist and support the role of the coordinator to concentrate more on staff 
mentoring and running the large service on a day-to-day basis. 

• The Executive supports staff to be paid for all reasonable time worked in addition to contracted hours. Full time employees receive TOIL. All approved training attended 
by employees is also paid time. 
 

Professional Development 

• Staff are encouraged to upskill to Childcare Diplomas. Currently 5 employees have Childcare Diplomas and two are currently working towards. The coordinator, 
educational Leader and one of the responsible persons hold Diplomas (OSHC Diplomas and Early Childhood). 

• The COO and HR Co-ordinator are currently upskilling to Advanced Diplomas in Community Management – funded by the P&C organisation. 

• The COO, co-ordinator and educational leader are currently upskilling their food safety training 

• Staff performance reviews occur every 6 months where staff are provided with documented KPI’s and clear work goals. The coordinator then follows up, individually 



mentor, and track goals and improvements. 

• All staff are provided with job descriptions which are the basis for their 6 monthly performance reviews. 

• Team meetings are held regularly where various policies are sent on Deputy to review before the meeting and then discussed to ensure educators have clear directions 
in their roles. Meeting minutes are taken. 

• Annual QCAN Professional training package is purchased which includes access to webinars and in-service training for all staff to attend. Staff are paid for their time 
which is not required under the award. 

 

• Staff feedback identified that training was required on how to manage difficult behaviours. Staff were put through ADHD and Autism training. QCAN are also running a 
series of webinars related to behaviour training which is organised for all staff to participate in. 

• All staff are paid to complete fire evacuation coordination/first response instruction training annually. 

• The P&C organisation pays and organises an annual training day where CPR or if due, full first aid certificates are updated. First aid training is obtained for an educational 
childcare setting – 004 Qualification. The training is provided by the Qld Ambulance Service as they cover staff for professional indemnity insurance. 

• All staff are provided with annual child protection training ensuring every 2nd year this training is provide as an in-service to ensure different training methods are 
provided for staff needs. 

• Annual re-induction training for all staff with documented induction procedures and QCAN, PANOSH and Supervision. 
 

New Employees 
 

• Separate HR induction – formal face to face meeting with HR Co-ordinator before first shift. 

• Co-ordinator run Educator induction with full checklist. 

• Criminal checks are to be provided in addition to current blue card and current First Aid certificates. 

• New staff are buddied up with a suitable staff member and not included in ratio for a few weeks until induction process is fully completed. 

• New staff are to complete video training for Supervision and PANOSH 
 

Sustainability 

• Deputy enables the following to be processed paperless – timesheets, staff onboarding online, HR annual leave forms online, policies distributed online and 

acknowledgment online. 

• MYOB Accounting software enables paperless online receipts and invoices imported electronically. Easy access for accounting audits and paperless. Auditor uses 

online portal for any paperwork. 

• Monthly financial papers are emailed to Executive and P&C committee. 

• Electronic signatures are used 

• Child enrolment forms are emailed  

• Blue card Organisational portal allows paperless blue card applications, linking forms and updates to be managed 

• Staff are provided with re-usable face masks with P&C logos 

• Office has a recycle bin 

• Cans are recycled from families 

 



 

Evidence of Exceeding Themes:  

Standard 7:1 – Governance: governance supports the operation of a quality service.  
Practice is embedded in service operations • Educators contribute to the programming through observation sheets, staff suggestion wall, 

sending activity ideas to the Educational Leader (via Deputy), writing the menu, running programs, 
or assisting with vacation care programming.  

• Educators bring their skills and passions to OSHC, which are integrated into the programming. 

Practice is informed by meaningful 

reflection 
• Educators complete weekly reflection sheets that provide feedback and input into future program 

and practice. Children provide feedback verbally when participating in activities, which is recorded 
by Staff and provided to the Ed Leader.  

Practice is shaped by meaningful 

engagement with families and/or 

communities 

•  

Standard 7:2 – Leadership: Effective leadership builds and promotes a positive organisational cultural and professional learning community. 
Practice is embedded in service operations • Educators work with each child’s developmental level, to encourage and support activities that the 

child is interested in. 

Practice is informed by meaningful 

reflection 
• Feedback from students and educators is included in the weekly reflection sheets that assist with 

future programming. 



 

  

Practice is shaped by meaningful 

engagement with families and/or 

communities 

•  



Areas of Improvement  

 

 

Quality Area Improvement Required Plan & Progress 
3.2 Longevity and upkeep of OSHC resources – 

children are rough with games/toys, 
resulting in breakages and damages.  

• Implement a ‘board-game rental’ system; kids must borrow board games out 
against their name and are directly responsible for the care and safe return of that 
game. – IMPLEMENTED TERM 1, WEEK 10: So far quite successful in preventing 
damages to board games.  

• Labelling boxes with images and text of what they contain so that children can 
return things to the correct boxes. – IMPLEMENTED TERM 1, WEEK 10: So far 
quite successful.  

   


