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INTRODUCTION 

 
Welcome to the Active Gamers Australia School Holiday Program. 

 
Active Gamers Australia has a vision that places emphasis on providing young people a 

place and time to benefit from the social and cognitive aspects of video gaming while 

balancing this with a range of other positive activities including physical exercise. The 

organisations mission is to work cooperatively to provide leadership and services that are 

effective and sustainable in meeting the changing needs of young people and families in 

our communities. The values and behaviours for the organisation focus on the notions of 

integrity, responsibility, innovation and respect. 

 
The School Holiday Program has its own service philosophy that was developed utilising 

years of experience in social gaming settings, academic research, and a focus on 

encouraging the development of positive behaviours.  

 
An Outside School Hours Care (OSHC) service offers an inclusive and safe environment 

for the provision of a child care service for children between 8-14 years of age. It aims to 

meet a range of a childôs social, emotional, recreational, physical outside-school-hour 

needs. OSHC services provide care to school age children primarily while their parents are 

working, training or seeking employment. 

 
The introduction of the National Standards is the first step towards achieving Australia-

wide consistency in the provision of Outside School Hours Care. They represent baseline 

standards for the provision of child care for primary school age children across all states 

and territories. The implementation of the national standards will improve the capacity of 

the community to protect the health, wellbeing and rights of all children attending OSHC 

services in response to industry demand, and consistent with Australiaôs ratification of the 

United Nations Declaration of the Rights of the Child, 1959 and the United Nations 

Convention on the Rights of the Child, September 1990. 

 
The Active Gamers Holiday Program has been operating since 2018, and is committed to 

offering a fun, caring, high quality program for families with school-aged children, including 

children with additional needs, during school holidays. The School Holiday Program offers 

a varied program consisting of centre based days, incursions and excursions. Each 

program is governed by Active Gamers Australia (Approved Provider) to ensure 

consistency and regulatory compliance across all programs. Each program, however, is 

managed by an educational leader who adopts their program to suit the needs of the 

children and community they serve.
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VENUE 
 
 

Phillip ACT 

ACT AFL Centre 

8 Spoering Street 

Phillip 

Tel: 0456 077 975 

 

The telephone number is active during business hours 
 
APPROVED PLACES 

Across the program we are approved for 66 places. 

 
 

HOURS OF OPERATION 

The above School Holiday Programs all operate from 8:00AM to 5:30PM, Monday to 

Friday for up to two weeks during the April, July, September/October holidays and up to 3 

weeks during the January holidays at the approved venue. 

The program does not operate on public holidays. 

 
 

LOCATION/CONTACT DETAILS 

 
Administration 
School Holiday Program Team Leader & Administration Officer 

Ravi 

Sharma 

Tel: 0456077942 

E-mail: ravi@activegamers.com.au 

 

Website: 

www.activegamers.com.au 

 

Date of last review: June 2019 To be reviewed: June 2020 
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 PHILOSOPHY 
 

The Active Gamers Australia School Holiday Program is a service that aims to serve the 

community and develop mutually supportive and respectful relationships between educators 

and children; and educators and families. The program is a recreation based care service, 

which aims to ensure children attending feel valued as individuals, while providing all 

children with extensive opportunities to promote play based learning in the areas of social, 

emotional, physical, intellectual and creative development. 

 

Our program is structured to include daily routines, such as snack and lunch breaks, so as 

to continue to work within the familiar daily structure of the school setting. Although the daily 

program has a structure of routine, there are many opportunities that allow for spontaneous 

and impromptu ideas from children to be explored and investigated together with the 

educators. 

 
Within the program, educators utilise childrenôs ideas and interests to engage them in 

intentional teaching actions. Through questionnaires, enrolment forms and program based 

discussions, children and families inform educators about their childôs interests and needs. 

Educators will listen with intent to a childôs conversations and seek to extend, challenge or 

affirm childrenôs experience throughout the day. Family and community involvement are 

integrated into the program to help build upon the childrenôs interests. 

 
The School Holiday Program has an inclusive philosophy, aiming to catering for the 

specific needs of children with disabilities and those from culturally and linguistically 

diverse backgrounds. The programôs environmental settingôs seek to welcome families 

and children, and reflect and enrich the lives and identities of those participating in the 

program. Educators seek to promote cultural competence and acceptance of difference. 

As the program works collaboratively with children and their families, the program 

reflects the diversity of the community that utilise its services in a positive and respectful 

manner. 

 
Our program is established to support the wellbeing and needs of each child. Our goal is to 

offer a flexible and evolving program for all children who attend. The day will be filled with a 

variety of experiential aspects including: gaming, sport and creativity. Within the programs 

environment there is the opportunity for small and large groups of children to engage and 

play. 

The venue is set up for ñactiveò noise, as well as a quiet space. These spaces offer 

diverse experiences that support childrenôs experience. Educators recognise that 

children develop and learn differently from one another, so the environments will reflect 

this. 

 
Games and technology are embraced and utilised for learning opportunities within the 

program. The use of technology and traditional resources are used to promote and develop 

life skills. 

Participation in recycling, health and nutrition are all encouraged. The program strives to 

promote and deliver respectful ways of living. 



 

 

 
The School Holiday Program seeks to introduce children to a wide range of activities and 

experiences that they may not be exposed to in their home or school settings before. The 

end goal of every activity and experience provided by the School Holiday Program is for 

children to have fun. The educators aim is to establish safe and respectful environments 

where children are confidently able to explore and engage with each other through play 

based learning. 

Children participate in fun play and leisure activities initiated by both themselves and the 

educators. Through this safe and welcoming environment children are free to develop 

their independence, resilience and self confidence. All these attributes will contribute to 

the success of the childrenôs future. 

 
 

EDUCATIONAL PROGRAM AND PRACTICE 

 

Policy Statement 

 
The Active Gamers Australia School Holiday Program will provide a program 

developmentally appropriate to the leisure needs of the children attending the service, 

and will provide for the development of each child's social, physical, emotional and 

intellectual potential, without substituting for the care they receive from their parents. 

Children will a voice in the program planning, implementation and evaluation processes. 

 

The School Holiday Program venue is designed to be child-friendly place with multiple 

choices. Staff set up the venue with numerous activity areas, which the children can 

experience throughout each day. The venue will offer children ï a games area, quiet area 

and spaces to read and rest, combined with outdoor space and / or sports areas. We aim to 

provide a variety of areas and activities so to engage all children. We understand that 

although children require interactive and engaging programs, they also require areas to rest 

and relax. 

 
A variety of centre-based and occasionally excursion activities are planned for each 

program. Activities include video gaming, board/card gaming, community member 

incursions, sport, indoor & outdoor games/activities, and just óhanging outô. Activities are 

adapted to meet individual and group interests, talents and abilities. Children have 

opportunities to pursue their current interests and develop new ones. 

 
A detailed schedule of activities planned each day is displayed at the program. Our 

programs are developed with the children as the focus, so our qualified educators provide 

lots of open ended activities to allow child initiated experience. We also provide activity 

topics to encourage intentional teaching where possible. 

 
The School Holiday Program has adopted the National Quality Framework (NQF) that has 

been introduced on January 1st 2012.   

 



 

 

Procedure 

¶ The School Holiday Program (SHP) Team Leader, SHP Educators will be 

responsible for the development of the program and for creating an atmosphere and 

environment responsive to the needs of each individual child and to the group as a 

whole which reflects the philosophy and goals of the service. 

¶ The Team Leader will act as the Nominated Supervisor for all programs and each 

program will have between 1 and 2 Qualified Supervisorôs. The Team Leader who 

will also act as the Educational Leaders at that program. The qualified supervisors at 

each program, together with the Team Leader, will make up the Educational 

Leadership team. 

¶ The basis for all programming and childrenôs program will be undertaken using the 

National Quality Standards ï Quality Area 1: Education program and practice as a 

guide. SHP will specifically utilise the ACT Framework for School Aged Care. 

¶ All staff will be encouraged to explore and use good quality resources and training to 

offer fresh experiences for children and to further their own professional development 

and skills. 

¶ The programs will be balanced, providing a range of indoor/outdoor 

experiences, quiet/active times and settings, structured/unstructured activities, 

and opportunities to learn and practise life and social skills. 

¶ Programs will include opportunities that foster and enhance: 

¶ friendships between children 

¶ individual child/staff interactions 

¶ cooperative and responsible behaviours among children 

¶ individual and group interests 

¶ the special needs interests and talents of every child. 

¶ Programs will be flexible enough to allow for spontaneity, enjoyment and the 

unexpected. An approach to activities that values both processes and end products will 

be encouraged. 

¶ Written programs will be displayed where parents are able to see them and can discuss 

any aspect of the program with staff. Parents will be encouraged to have input into 

program development. Parent evaluations of the program will be encouraged and 

considered. The extent to which parents wish to be involved will be respected. 

¶ Children's programs will be inclusive of the cultural and linguistic diversity of all families 

using the service. They will support children to explore a range of cultural experiences 

in an environment free from racial prejudice and harassment. 

¶ The service will provide a variety of equipment and materials for all children to play with 

and use regardless of gender. 

¶ The program will be child-centred and will allow children to experience a variety of 

experiences and pursue their own interests. There will be a range of activities so that 

children can choose from. There will be child lead and intentional teaching practices 

within the programs. 

¶ Staff are responsible for implementing the planned activities and modifying or changing 

them if necessary (to suit the needs of individual children and groups). There are 

opportunities during each day for staff and children to implement their own games and 

activities. This is a necessary part of the program as it offers children greater choice 



 

 

and enjoyment and gives them a sense of ownership of the program. 

¶ Children will be actively involved in programming processes through discussions and 

conversations, group sessions and planning; their suggestions and opinions will be 

listened to and acted on. 

¶ Children will be appropriately supervised at all times. 

¶ Staff will join in the children's activities where appropriate and encourage them to 

try new experiences. 

¶ Staff will be supportive and encouraging and communicate with children in a friendly, 

positive and courteous manner. They will be encouraged to form friendly relationships 

with each child in their care. When communicating with children, staff will ensure they 

are understood. 

¶ Staff will be supportive and encouraging and communicate with children in a friendly, 

positive and courteous manner. They will form warm relationships with each child in 

their care. When communicating with children, staff will ensure they do so at the child's 

level. 

¶ All staff will be responsible for working cooperatively with each other and the children 

to plan for the needs of the children, and for evaluating programs in relation to the 

stated philosophy and goals. 

¶ Staff will regularly talk to parents concerning their child's interests and activities and 

respond to suggestions from parents. 

¶ When children first attend the service the needs of both parents and children will be 

respected. The parent may telephone the service during the session for reassurance 

that their child has settled in. Staff will provide information to the parent regarding the 

children's participation and wellbeing. 

¶ Where possible, new children will be encouraged to visit the service with their parents 

before enrolment to facilitate the child's orientation into the service. 

¶ Structured activities and routines will be built around the regular events of the day (i.e. 

arrivals and departures, snacks/drinks) and will take into account the developmental 

needs of individual children, children's attendance patterns, the weather and physical 

environment, the numbers and ages of children in a given group, children with special 

needs, new children entering the group and the expectations of parents. 

¶ Activities that are planned for the School Holiday program include gaming, sports 

activities, indoor and outdoor play, small and large group activities and individual play. 

Special group activities for older children may be organised from time to time. These will 

be planned collaboratively by staff, children and parents. 

¶ Considerations will include the: 

¶ enthusiasm of the children 

¶ availability of suitable indoor and outdoor space or an excursion venue 

¶ transport, materials or equipment required 

¶ staffing levels and required staff: child ratio 

¶ cost 

¶ number and ages of children 

¶ service philosophy and policies. 

 
References: 



 

 

ACECQA National Quality Framework Resource Kit 
(2012) Education and Care Services National 
Regulations (2012). 
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 CHILDRENôS PROGRAM POLICY 

The School Holiday Program recognizes the United Nations Declaration of the Rights of the 

Child (1959) and strives to see that the principles stated in the declaration are observed 

through policy and practice. 

 
Principle 1 

 

The child shall enjoy all the rights set forth in this Declaration. Every child, without any 

exception whatsoever, shall be entitled to these rights, without distinction or discrimination 

on account of race, colour, sex, language, religion, political or other opinion, national or 

social origin, property, birth or other status, whether of himself or of his family. 

 
Principle 2 

 

The child shall enjoy special protection, and shall be given opportunities and facilities, by 

law and by other means, to enable him to develop physically, mentally, morally, spiritually 

and socially in a healthy and normal manner and in conditions of freedom and dignity. In 

the enactment of laws for this purpose, the best interests of the child shall be the 

paramount consideration. 

 

Principle 3 
 

The child shall be entitled from his birth to a name and a nationality. 
 

Principle 4 
 

The child shall enjoy the benefits of social security. He shall be entitled to grow and 

develop in health; to this end, special care and protection shall be provided both to him 

and to his mother, including adequate pre-natal and post-natal care. The child shall have 

the right to adequate nutrition, housing, recreation and medical services. 

 
Principle 5 

 

The child who is physically, mentally or socially handicapped shall be given the special 

treatment, education and care required by his particular condition. 

 
Principle 6 

 

The child, for the full and harmonious development of his personality, needs love and 

understanding. He shall, wherever possible, grow up in the care and under the 

responsibility of his parents, and, in any case, in an atmosphere of affection and of moral 

and material security; a child of tender years shall not, save in exceptional circumstances, 

be separated from his mother. Society and the public authorities shall have the duty to 



 

 

extend particular care to children without a family and to those without adequate means of 

support. Payment of State and other assistance towards the maintenance of children of 

large families is desirable. 

 
Principle 7 

 

The child is entitled to receive education, which shall be free and compulsory, at least in the 

elementary stages. He shall be given an education which will promote his general culture 

and enable him, on a basis of equal opportunity, to develop his abilities, his individual 

judgement, and his sense of moral and social responsibility, and to become a useful 

member of society. 

The best interests of the child shall be the guiding principle of those responsible for his 

education and guidance; that responsibility lies in the first place with his parents. 

The child shall have full opportunity for play and recreation, which should be directed to the 

same purposes as education; society and the public authorities, and shall endeavour to 

promote the enjoyment of this right. 

 
Principle 8 

 

The child shall in all circumstances be among the first to receive protection and relief. 
 

Principle 9 
 

The child shall be protected against all forms of neglect, cruelty and exploitation. He shall 

not be the subject of traffic, in any form. The child shall not be admitted to employment 

before an appropriate minimum age; he shall in no case be caused or permitted to engage 

in any occupation or employment which would prejudice his health or education, or 

interfere with his physical, mental or moral development. 

 
Principle 10 

 

The child shall be protected from practices which may foster racial, religious and any other 

form of discrimination. He shall be brought up in a spirit of understanding, tolerance, 

friendship among peoples, peace and universal brotherhood, and in full consciousness that 

his energy and talents should be devoted to the service of his fellow men. 

 
The Active Gamers Australia School Holiday Program is committed to nurturing and 

extending each childôs social, physical, emotional and intellectual development in a child-

friendly, supportive and fun environment. 

 

 
 
PLANNING CYCLE 

 

Our program planning is developed around the National Quality Framework for Early 

Childhood Education and Care. School age children experience learning in a wide range 



 

 

of settings. 

Family, school and the community (including school age care setting / OSHC) provide 

diverse opportunities for children to explore relationships and ideas, and build competence 

and skills. The diversity in family and community life means that school age children 

experience belonging, being and becoming in many different ways. They bring their diverse 

experiences, perspectives, expectations, knowledge and skills to their learning. 

 
Each childôs learning and development is assessed as part of an ongoing cycle of 

planning, documentation and evaluation. Documentation will be delivered on whole 

groups, not necessarily individual children (within the first 3 programs that child attends). 

Where it is evaluated and reflected upon that an individual child needs extra assistance 

then documentation will take place to help assess and monitor that individual child. 

 
Evaluations are carried out throughout the program to assist educators what activities 

worked, and which did not. These evaluations also help educators link the learning 

outcomes of children to the Framework for School Aged Care and directs future planning. 
 

Our program builds upon the National Quality Frameworkôs essential 3 elements, which 

are all intertwined: 

Á Practice 

Á Principles 

Á Outcomes 

 
Practice refers to: 

Á Adopting holistic approaches 

Á Collaborating with children ï through group discussions, reflections and team projects 

Á Planning and implementing play and leisure activities 

Á Creating environments that have a positive effect on children 

Á Valuing children and their families 

Á Reflecting and evaluating the program which we provide and always seeking to improve 

 
Principles are: 

Á Developing secure, respectful and reciprocal relationships 

Á Valuing partnerships ï between children; children and educators; educators and 

families; and between children and their community 

Á Having high expectations and equity - ñThe Rights of the Childò 

o the right; 

o to survival; 

o to develop to the fullest; 

o to protection from harmful influences, abuse and exploitation; and to 

o Participate fully in family, cultural and social life. 

Á Respect for diversity ï the childôs sense of belonging, not only to a culture but to a 

set of values and beliefs of their own family 

 
Outcomes are: 

o Children have a strong sense of identity 



 

 

o Children are connected with and contribute to their world 

o Children have a strong sense of well being 

o Children are confident and involved learners 

o Children are effective communicators 

 
Program Supervisors discuss program activities with other educators, children and parents 

during each program. A leadership group will meet during the term to plan activities for 

future programs. Feedback from educators, children and parents is included in the planning 

process. 

 
Children are important in the planning cycle. 

 
Special group activities for older children may be organised from time to time. Educators, 

children and parents will plan these collaboratively. Considerations will include the: 

¶ Enthusiasm of the children 

¶ Availability of suitable indoor and outdoor space or an excursion venue 

¶ Transport, materials or equipment required 

¶ Staffing levels and required staff: child ratio 

¶ Cost 

¶ Number and ages of children 

¶ Service philosophy and policies. 

 
Excursions and/or incursions will be organised and give variety to the program. Children 

benefit from experiences in the local and wider community (see Excursions policy for 

specific policies and procedures). 

 

Date of last review: June 2019 To be reviewed: June 2020 

 
 

PLANNING POLICY 
 

Policy Statement 

 
Active Gamers Australia School Holiday Program believes that planning is an integral part 

of the service, and encourages all stakeholders (children, parents, and staff) to be 

involved in its development. 

 
Procedures 

 
The Program Supervisor is responsible to ensure that: 

 
¶ Staff will provide opportunities for children and parents to 

participate in program planning. 

¶ This can be verbally, via surveys or written suggestions. 

 



 

 

The Team Leader is responsible to ensure that: 

 
¶ All staff are paid to attend any team program planning meetings. It is 

expected that staff will spend time planning the program, evaluating past 

activities and addressing needs and issues. Supervisors are expected to 

attend meetings throughout the year.  

 
References: 

ACECQA National Quality Framework Resource Kit 

(2012) Education and Care Services National 

Regulations (2012) 
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NOTIFICATION OF CHANGE TO POLICIES 
 

Procedure 

 
Parents of children enrolled at the service will be notified at least 14 days before making 
any changes to a policy or procedure that will affect; 

¶ The services provision of education and care to any child enrolled 

at the service 

¶ The familyôs ability to utilise the service. 

 
Parents of children enrolled at the service will be notified at least 14 days before making 
any change that will affect the fees charged 

 
All changes of policy and procedure will be displayed at the service as required by the National 
Regulations. 

 
 

References: 
ACECQA National Quality Framework Resource Kit (2012) 

Quality Area 6 ï Collaborative partnerships with families and 

communities. Education and Care Services National Regulations 

(2012) 
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INFORMATION TO BE NOTIFIED TO REGULATORY AUTHORITY 

 
 

Policy Statement 
 



 

 

Active Gamers Australia will notify the Regulatory Authority of any changes as required to 
meet National Regulations 

 
Procedure 

 

The Regulatory Authority will be informed of 

¶ Any change to address of the approved provider or the principal office 

of the approved provider. 

¶ The appointment of receivers or liquidators or administrators to the 

approved provider or any other matters that affect the financial viability 

and ongoing operation of the education and care service. 

¶ Any change to the hours and days of operation of the education 

and care service 

¶ Any incident that requires the approved provider to close or 

reduce the number of children attending the education care 

service for a period 

¶ Any circumstance that poses a risk to the health, safety or wellbeing of 

a child or children attending the service. 

 
 

References: 
ACECQA National Quality Framework Resource Kit (2012) 

Quality Area 6 ï Collaborative partnerships with families and 

communities. Education and Care Services National Regulations 

(2012) 
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MANAGEMENT STRUCTURE: 
 
 

 



 

 

Active Gamers 
Australia Pty 
Ltd Directors 

  

Ravi Sharma. Jim 
Andrews. Matt Baxter ï 
Nominated Supervisors 

  
 

 
 

   

SHP Leaders 
 

 SHP Assistants 
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SERVICE CONTACT INFORMATION 
 

CO-ORDINATOR 

 
SHP Supervisor 

The venue has a Supervisor in 
attendance at all times. 

 



 

 

Ravi Sharma 
ravi@activegamers.com.au 

0456077942 

 

ADMINISTRATION   

Ravi Sharma 
ravi@activegamers.com.au 

0456077942 

 

 
OFFICE HOURS 
9am to 4.30pm - Monday to Friday 

 

Voicemail is activated when staff members are 
unavailable and after office hours. 

 

POSTAL ADDRESS: 

please use for all correspondence 
14 McColl Street, Ainslie, ACT 
2602 

GENERAL EMAIL 
info@activegamers.com.au 

WEBSITE www.activegamers.com.au 

follow the links to School Holiday 
Program 

  

 

 

 

 

 

QUALITY ASSURANCE AREAS AND MATCHING POLICY DOCUMENTS 
 

Quality Area 1: Educational Program and Practice 

 
1.1 Section 168 and 323 
Section or Regulation Policy 

A program is based in a) an approved learning 
framework b) is delivered in a manner that 
accords with the approved learning 
framework, 3) is based on the developmental 
needs, interests and experiences of the child 
and d) is designed to take into account the 
individual differences of the child 

Educational Program and Practice   
 Childrenôs Individual Needs Policy  
Diversity and Inclusion Policy   
Cultural Inclusion and Religious Beliefs Policy  
 Childrenôs Services Act and Regulations Policy 
 

 
 

1.1 Regulation 73, 75 and 76 
Section or Regulation Policy 

mailto:ravi@activegamers.com.au
mailto:ravi@activegamers.com.au
http://www.activegamers.com.au/


 

 

Educational programs  Childrenôs Individual Needs Policy   
Diversity and Inclusion Policy   

 
Cultural Inclusion and Religious Beliefs Policy  
 Childrenôs Services Act and Regulations Policy 
Educational Program and Practice   

Information about educational program to be 
kept available 

Educational Program and Practice   

Information about educational program to be 
given to parents 

Educational Program and Practice   

 

1.2 Regulation 74 
Section or Regulation Policy 

Documenting of child assessments or 
evaluations for delivery of educational program 

 
Evaluation Policy  

 

 

Quality Area 2: Childrenôs health and safety. 
 
 
2.1.2, 2.3.1, 2.3.2 Section 165 
Section or Regulation Policy 

An approved provider, nominated supervisor 
and/or family day care educator of an education 
and care service must ensure that all children 
being educated and cared for by the service 
are adequately supervised at all times that the 
children are in care of that service. 

Security Policy page 113 

 



 

 

2.3.2 Section 167 
Section or Regulation Policy 

The approved provider of an education and 
care service must ensure that every reasonable 
precaution is taken to protect children being 
educated and cared for by the service from 
harm and from any hazard likely to cause 
injury. 

Infection Control Policy   
Infectious Disease Policy  
Accident Policy   
Emergency Management Policy   
Safe and Secure Venue Policy   
Security Policy   
Storage of Dangerous Products Policy  
Staffing and Ratios   

 
 

2.1.3, 2.1.4, 2.2.1 Regulation 77 
Section or Regulation Policy 

Health, hygiene and safe food practices Hygiene Policy   
Food Preparation Facilities Policy   

 
2.2.1 Regulation 78 - 80 
Section or Regulation Policy 

Children have access to safe drinking water at 
all times and are offered food and beverages 
appropriate to the needs of each child on a 
regular basis throughout the day. 

Nutrition Policy   

The food or beverage provided for the child is 
nutritious and adequate in quantity and the 
food or beverage is chosen having regard to 
the dietary requirements of the individual child. 

Nutrition Policy   

A Weekly menu is displayed at a place at the 
education and care service premises 
accessible to parents of children being 
educated and cared for by the service, and 
accurately describes the food and beverages to 
be provided by the service each day. 

Nutrition Policy   
Food Preparation Facilities Policy  

 

2.1.2 Regulation 81 
Section or Regulation Policy 

The needs for sleep and rest of children being 
educated and cared for by the service are met, 
having regard to the ages, development stages 
and individual needs of the children 

 Childrenôs Program Policy   

 

2.3.2 Regulation 82 and 83 
Section or Regulation Policy 

Tobacco, drug and alcohol free environment Health of Staff Policy   

Staff members and family day care educators 
not to be affected by alcohol and drugs. 

Health of Staff Policy   

 

2.3.4 Regulation 84 
Section or Regulation Policy 

 



 

 

The nominated supervisor and staff members 
at the service who work with children are 
advised of the existence and application of the 
current child protection law, and any obligations 
that they may have under that law. 

Child Protection Policy   

 

2.1.4, 2.3.3, 2.3.4 Regulation 85 ï 87 
Section or Regulation Policy 

Procedures to be followed by nominated 
supervisors and staff members of, and 
volunteers at the service in the event that a 
child is a) injured, b) becomes ill c) suffers a 
trauma. 

Illness Policy   
Accident Policy   

Notification to parents of incident, injury, trauma 
and illness must be as soon as practicable but 
not more than 24 hours after the occurrence. 

Illness Policy   
Accident Policy   

Incident, injury, trauma and illness record Illness Policy   
Accident Policy   

 
 

2.1.4 Regulation 88 and 89 
Section or Regulation Policy 

If there is an occurrence of an infectious 
disease at an education and care service the 
approved provider must ensure that reasonable 
steps are taken to prevent the spread of 
infectious disease at the service. 

Infection Control Policy   
Infectious Disease Policy   

An appropriate number of first aid kids must be 
kept having regard to the number of children 
being educated and cared for by the service. 
The first aid kits must be suitably equipped and 
the first aid kits must be easily recognisable 
and readily accessible to adults, having regard 
to the design of the education and care service 
premises. 

First Aid Policy   

 

2.1.1, 2.1.4, 2.3.2 Regulation 90 and 91 
Section or Regulation Policy 

Medical conditions policy Medication Policy   
 Childrenôs Individual Medical Plan Policy   
Asthma Policy   
Emergency Treatment of Asthma Attack  
Anaphylaxis Management Policy   

Medical conditions policy to be provided to 
parents 

Medication Policy   
 Childrenôs Individual Medical Plan Policy   
Asthma Policy   
Emergency Treatment of Asthma Attack  

 



 

 

  
Anaphylaxis Management Policy   

 
Parents are sent a letter showing where to find 
relevant policies online, and are provided policy 
upon request. 

 

2.1.1, 2.1.4 Regulation 92 ï 96 
Section or Regulation Policy 

Medication Record Medication Policy  
 Childrenôs Individual Medical Plan Policy  
Asthma Policy  
Emergency Treatment of Asthma Attack  
Anaphylaxis Management Policy  

Administration of medication Medication Policy  
 Childrenôs Individual Medical Plan Policy  
Asthma Policy  
Emergency Treatment of Asthma Attack  
Anaphylaxis Management Policy  

Medication may be administered to a child 
without an authorisation in case of anaphylaxis 
or asthma emergency 

Medication Policy  
 Childrenôs Individual Medical Plan Policy  
Asthma Policy  
Emergency Treatment of Asthma Attack  
Anaphylaxis Management Policy  

Procedure for administration of medication Medication Policy  
 Childrenôs Individual Medical Plan Policy  
Asthma Policy  
Emergency Treatment of Asthma Attack  
Anaphylaxis Management Policy  

Self administration of medication Medication Policy  

 
2.3.3 Regulation 97 and 98. 
Section or Regulation Policy 

Emergency and Evacuation procedures Emergency Management Policy  

Telephone or other communication equipment Safe and Secure Venue Policy  

 
 

2.3.2 Regulation 99 
Section or Regulation Policy 

Collection of children from premises and 
excursions 

Arrangement of the Delivery and Collection of 
Children  

 

2.3.1, 2.3.2 Regulation 100 ï 102 



 

 

Section or Regulation Policy 

Risk assessment must be conducted before the 
excursion 

Excursion and Ratio Policy  

Conduct of risk assessment for excursion Excursion and Ratio Policy   

Authorisation for excursions Excursion and Ratio Policy   

 

2.3.3 Regulation 160 
Section or Regulation Policy 

Child enrolment records to be kept by approved 
provider and family day care educator. 

Confidentiality Policy   
 Childrenôs Records Policy   
Record Keeping Policy  

 
 

2.1.1, 2.3.2, 2.3.3 Regulation 161 
Section or Regulation Policy 

Authorisations to be kept in enrolment record. Confidentiality Policy   
 Childrenôs Records Policy   
Record Keeping Policy  

 

2.1.1, 2.1.4, 2.3.2, 2.3.3 Regulation 162 
Section or Regulation Policy 

Health information to be kept in enrolment 
record. 

Confidentiality Policy   
 Childrenôs Records Policy   
Record Keeping Policy  

 
2.1.1, 2.1.3, 2.1.4, 2.2.1, 2.3, 2.3.2, 2.3.3 Regulation 168 
Section or Regulation Policy 

Nutrition food and beverages, dietary 
requirements 

Nutrition Policy  

Sun Protection Sunsmart Policy   

Water Safety Including safety during any water 
based activities 

Water Safety Policy   

The Administration of first Aid First Aid Policy   

Incident, injury, trauma and illness procedures 
complying with regulation 85 

Illness Policy  
Accident Policy   

Dealing with infectious disease, including 
procedures complying with regulation 88 

Infectious Control Policy  
Infectious Disease Policy   

 

 
2.1.1, 2.1.3, 2.1.4, 2.2.1, 2.3, 2.3.2, 2.3.3 Regulation 168 
Section or Regulation Policy 

Dealing with medical conditions in children 
including the matters set out in regulation 90 

Medication Policy   
 Childrenôs Individual Medical Plan Policy  
Asthma Policy  
Emergency Treatment of Asthma Attack  
Anaphylaxis Management Policy  

 

 Hygiene Policy page 93 
Food Preparation Facilities Policy page 110 



 

 

Emergency and evacuation including matters 
set out in regulation 97 

Emergency Management Policy page 104 

Delivery of children to, and collection of 
children from, education and care service 
premises, including procedures complying with 
regulation 99 

Arrangement of the Delivery and Collection of 
Children page 78 
Collection of Children Policy page 77 

Excursions. Including procedures complying 
with regulations 100-102 

Excursion and Ratio Policy page 60 

Providing a child safe environment Safe and Secure Venue Policy page 112 
National Standards Policy page 168 

Staffing Staffing page 117 
Code of Conduct for Staff Members page 120 
Student Work Experience Policy page 126 

Interactions with children including the matters 
set out in regulations 155 and 156 

SHP Behaviour Management Workflow page 
54 
Anti-Bullying Policy page 55 
 Childrenôs Individual Needs Policy page 63 
Diversity and Inclusion Policy page 65 
Celebration and Festivities Policy page 67 
Cultural Inclusion and Religious Beliefs Policy 
page 67 

Enrolment and orientation Enrolment and Fee Collection Policy page 160 
Orientation Policy page 159 

Governance and management of the service, 
including confidentiality of records 

 Childrenôs Records Policy page 167 
Record Keeping Policy ï page 165 

Payment of fees and provision of a statement of 
fees charged by the education and care service. 

Enrolment and fee collection policy - 160 

Dealing with complaints. Grievance and Complaint Policy page 49 

  
 

2.1.1, 2.1.4, 2.3.3, 2.3.4 Regulation 177 
Section or Regulation Policy 

Prescribed enrolment and other documents to 
be kept by approved provider 

Record Keeping Policy ï page 165 

 

2.1.1, 2.1.4, 2.3.3, 2.3.4 Regulation 178 
Section or Regulation Policy 

Prescribed enrolment and other documents to 
be kept by family day care provider 

Record Keeping Policy ï page 165 

 

Quality Area 3 Physical environment 

 
3.1.2 Regulation 103 
Section or Regulation Policy 

Premises, furniture and equipment to be safe, 
clean and in good repair 

Resources and Equipment Policy ï page 68 

 

3.1.1 Regulation 104 



 

 

Section or Regulation Policy 

Fencing All children are over preschool age and 
therefore regulation 104 Fencing does not 
apply. 

 

3.2.2 Regulation 105 
Section or Regulation Policy 

Each child must have access to sufficient 
furniture, materials and developmentally 
appropriate equipment suitable for the 
education and care of that child. 

Resources and Equipment Policy ï page 68 

 

3.1.1 Regulation 106 ï 112 
Section or Regulation Policy 

Laundry and hygiene facilities ï an approved 
provider must ensure the service has laundry 
facilities or access to laundry facilities. 

Laundry and Hygiene Policy page 73 

Space requirements ï indoor space ï for each 
child being educated and cared for by the 
service the education and care service has at 
least 3.25 square metres of unencumbered 
indoor space. 

Facilities Available Policy page 72 

Space requirements ï outdoor space ï for 
each child being educated and cared for by the 
service, the education and care service 
premises has at least 7 square metres of 
unencumbered outdoor space. 

Facilities Available Policy page 72 

Toilet and hygiene facilities Toilet and Hygiene Policy Page 114 

Ventilation and natural light - indoor spaces 
must be well ventilated, have adequate natural 
light and be maintained at a temperature that 
ensures the safety and wellbeing of children. 

Safe and Secure Venue Policy page 112 

The approved provider must ensure that an 
adequate area or areas are available for a) 
conducting the administrative functions of the 
service b) consulting with parents of children 
and c) conducting private conversations 

Administrative Space Policy page 152 

The approved provider of the service must 
ensure that adequate and appropriate hygienic 
facilities are provided for nappy changing. 

Toilet and Hygiene Policy Page 114 

 

3.1.3 Regulation 115 
Section or Regulation Policy 

Premises designed to facilitate supervision. Facilities Available Policy page 72 

 
 

3.1.1 Regulation 117 
Section or Regulation Policy 

Glass ï Any glazed area of a residence or Safe and Secure Venue Policy page 113 
 

approved family day care venue of the service 
complies with subregulation (2) 

 



 

 

 
 

 

Quality Area 4: Staffing Arrangements 

 
4.1 Regulation 137-143 
Section or Regulation Policy 

Approval of qualifications ï the National 
Authority must publish on its website lists of 
qualifications it has approved for the purposes 
of law. 

Please see National Authority Website 
www.acecqa.gov.au 

Application for qualification to be assessed for 
inclusion on the list of approved qualifications 

Staffing page 117 

Application for determination of equivalent 
qualification 

Staffing page 117 

Application for determination of an equivalent 
qualification 

Staffing page 117 

Additional information for application for 
determination of equivalent qualification 

Staffing page 117 

Translations of documents Staffing page 117 

Certification of documents Staffing page 117 

 

4.1 Regulation 144 
Section or Regulation Policy 

Family Day educator assistant Not applicable 

 
 

4.1 Regulations 145-152 
Section or Regulation Policy 

Staff record ï A staff record must be kept for 
that service including information about 
nominated supervisors, staff members, 
educational leaders and volunteers 

Staff Record Policy page 131 

Staff record must contain the following 
information for the nominated supervisor ï full 
name, address and date of birth, any relevant 
qualifications; if applicable the supervisor is 
working toward a relevant qualification, 
evidence of any approved training, identifying 
number of current working with children check. 

Staff Record Policy page 131 

Staff record must contain the following 
information for staff members ï full name, 
address and date of birth, any relevant 
qualifications; if applicable the supervisor is 
working toward a relevant qualification, 
evidence of any approved training, identifying 
number of current working with children check. 

Staff Record Policy page 131 

The staff record must include the name of the Staff Record Policy page 131 
 

person designated as the educational leader.  

http://www.acecqa.gov.au/


 

 

The staff record must include the fill name, 
address and date of birth of each student or 
volunteer who participates in the service. The 
approved provider must also keep a record for 
each day on which the student or volunteer 
participates in the service. 

Staff Record Policy page 131 

The staff record must include the name of the 
responsible person at the centre based service. 

Staff Record Policy page 131 

The approved provider must keep a record of 
each educator who works directly with the 
children being educated and the hours that 
each educator works. 

Record Keeping policy page 165 

 

4.1 Regulation 153 
Section or Regulation Policy 

Register of family day care educators Not applicable 

 

4.1 Regulation 154 
Section or Regulation Policy 

Record of staff, family day care co-ordinators 
and family day care educator assistants 

Not applicable 

 
 

4.1 Regulation 55 
Section or Regulation Policy 

Quality improvement plans Quality Improvement Plan page 153 

 

4.1 Regulation 168 (2)(i) 
Section or Regulation Policy 

Staffing Staffing page 117 
 

 Code of Conduct for Staff Members page120 
Student Work Experience Policy page126 

 
 

Quality Area 5: Relationships with children. 

 
5.2 Section 166 
Section or Regulation Policy 

Offence to use inappropriate discipline. No 
child being educated and cared for by the 
service is subjected to a) any form of corporal 
punishment, b) any discipline that is 
unreasonable in the circumstances. 

Behaviour Management Policy page 51 

 

5.1 , 5.2 Regulation 155 
Section or Regulation Policy 



 

 

Interactions with children  Childrenôs Program Policy page 11 
Behaviour Management Workflow page 54 
 Childrenôs Individual Needs Policy page 63 
Diversity and Inclusion Policy page 65 
Reduce Bias and Prejudice within our service 
Policy page 66 
Cultural Inclusion and Religious Beliefs Policy 
page 67 

 

5.2 Regulation 156 
Section or Regulation Policy 

Relationships in groups  Childrenôs Program Policy page 11 
Active Gamers Australia Philosophy 
page 7 

 

5.1, 5.2 Regulation 73 
Section or Regulation Policy 

Educational Program  Childrenôs Program Policy page 11 
 Childrenôs Individual Needs Policy page 63 
Cultural Inclusion and Religious Beliefs Policy 
page 67 
Educational Program and Practice page8 
Diversity and Inclusion Policy page 65 
Celebration and Festivities Policy 67 
 Childrenôs Services Act and Regulations Policy 
page 170 

 

5.1, 5.2 Regulation 74 
Section or Regulation Policy 

Documenting of child assessments or 
evaluations for delivery of educational program. 

Child Evaluation Policy page 64 

 

Quality Area 6: Collaborative partnerships with families and communities  
 

 
 
6.1, 6.2, 6.3 Regulation 157 

 
 
 

 

6.1, 6.2 Regulation 172 
Section or Regulation Policy 

Notification of change of policies or procedures. Notification of change to policies page 17 

 

6.1, 6.2, 6.3 Regulation 175 
Section or Regulation Policy 

Prescribed information to be notified to 
Regulatory Authority. 

Information to be notified to Regulatory 
Authority page 17 

Section or Regulation Policy 

Access for parents. Collection of Children Policy page 77 



 

 

 

6.1, 6.2, 6.3 Regulation 73, 74, 75, 76, 80 and 86 
Section or Regulation Policy 

Educational programs  Childrenôs Individual Needs Policy page 63 
Diversity and Inclusion Policy page 65 
Celebration and Festivities Policy page 67 
Cultural Inclusion and Religious Beliefs Policy 
page 67 
 Childrenôs Services Act and Regulations Policy 
ï page 170 
Educational Program and Practice ï page 8 

Documenting of child assessments or 
evaluations for delivery of educational program 

 
Evaluation Policy ï page 

Information about educational program to be 
kept available 

Educational Program and Practice ï page 8 

Information about educational program to be 
given to parents 

Educational Program and Practice ï page 8 

Weekly Menu Nutrition Policy page 108 
Food Preparation Policy page 110 

Notification to parents of incident, injury, 
trauma and illness 

Illness Policy page 101 
Accident Policy page 102 

 

6.3 Regulation 99 and 102 
Section or Regulation Policy 

Collection of children from premises and 
excursions 

Arrangement of the Delivery and Collection of 
Children page 78 

Authorisation for excursions Excursion and Ratio Policy page 60 

 

6.1, 6.2, 6.3 Regulation 111 
Section or Regulation Policy 

Administrative space Administrative Space Policy page 152 

 

6.1 Regulation 168 (2)(k) 
Section or Regulation Policy 

Enrolment and orientation Enrolment and Fee Collection Policy page 160 
Orientation Policy page 159 

 
 
 

6.1, 6.2, 6.3 Regulation 171 and 173 
Section or Regulation Policy 

Policies and procedures to be kept available Policies and Procedures are regularly emailed 
to all staff. Hard copies are available upon 
request. 

Prescribed information to be displayed Notification of change to policies page 17 

 
 

6.1 Regulation 177 
Section or Regulation Policy 

Prescribed enrolment and other documents to 
be kept by approved provider 

Record Keeping Policy - 165 

 



 

 

6.1, 6.2, 6.3 Regulation 181 and 183 
Section or Regulation Policy 

Confidentiality of records kept by approved 
provider 

 Childrenôs Records Policy page 167 
Record Keeping Policy - 165 

Storage of records and other documents  Childrenôs Records Policy page 167 
Record Keeping Policy - 165 

 
Quality Area 7: Leadership and service management.  
 
7.1.5 Section 12, 13, 21, 109 

 

 

 
 
 
 
 

 
7.3.1 Regulations 158-162 
Section or Regulation Policy 

Childrenôs attendance record to be kept by 
approved provider. 

 Childrenôs Records Policy page 167 
Record Keeping Policy - 165 

Child enrolment records to be kept by approved 
provider and family day care educator. 

 Childrenôs Records Policy page 167 
Record Keeping Policy - 165 

Authorisations to be kept in enrolment record.  Childrenôs Records Policy page 167 
Record Keeping Policy - 165 

Health information to be kept in enrolment 
record. 

 Childrenôs Records Policy page 167 
Record Keeping Policy - 165 

 

7.1.5 Regulation 163 and 164 
Section or Regulation Policy 

Family day educator assistants to be fit and 
proper persons. 

Fit and Proper Person Policy page 119 

  
Record of visitors. Not applicable 

 

7.3.1 Regulation 167 
Section or Regulation Policy 

Record of Services Compliance Record of Service Compliance page166 

 

7.1.1, 7.3.1, 7.3.4, 7.3.5 Regulation 168 
Section or Regulation Policy 

Nutrition food and beverages, dietary 
requirements 

Nutrition Policy page 108 

Sun Protection Sunsmart Policy page 106 

Water Safety Including safety during any water 
based activities 

Water Safety Policy page 105 

Section or Regulation Policy 

Applicant must be a fit and proper person. Fit and Proper Person Policy page 119 

Matters to be taken into account in assessing 
whether fit and proper person. 

Fit and Proper Person Policy page 119 

Reassessment of fitness and propriety Fit and Proper Person Policy page 119 

Matters to be taken into account in assessing 
whether fit and proper person 

Fit and Proper Person Policy page 119 

 



 

 

The Administration of first Aid First Aid Policy page 93 

Incident, injury, trauma and illness procedures 
complying with regulation 85 

Illness Policy page 101 
Accident Policy page 102 

Dealing with infectious disease, including 
procedures complying with regulation 88 

Infectious Control Policy page 94 
Infectious Disease Policy page 95 

Dealing with medical conditions in children 
including the matters set out in regulation 90 

Medication Policy page 83 
 Childrenôs Individual Medical Plan Policy page 
85 
Asthma Policy page 86 
Emergency Treatment of Asthma Attack page 
88 
Anaphylaxis Management Policy page 89 
Hygiene Policy page 93 
Food Preparation Facilities Policy page 110 

Emergency and evacuation including matters 
set out in regulation 97 

Emergency Management Policy page 104 

Delivery of children to, and collection of 
children from, education and care service 
premises, including procedures complying with 
regulation 99 

Arrangement of the Delivery and Collection of 
Children page 78 
Collection of Children Policy page 77 

Excursions. Including procedures complying 
with regulations 100-102 

Excursion and Ratio Policy page 60 

Providing a child safe environment Safe and Secure Venue Policy page 112 
National Standards Policy page 168 

 

7.1.1, 7.3.1, 7.3.4, 7.3.5 Regulation 168 
Section or Regulation Policy 

Staffing Staffing page 117 
Code of Conduct for Staff Members page 120  

Interactions with children including the matters 
set out in regulations 155 and 156 

SHP Behaviour Management Workflow page 
54 
Anti-Bullying Policy page 55 
 Childrenôs Individual Needs Policy page 63 
Diversity and Inclusion Policy page 65 
Celebration and Festivities Policy page 67 
Cultural Inclusion and Religious Beliefs Policy 

 

 page 67 

Enrolment and orientation Enrolment and Fee Collection Policy page 160 
Orientation Policy page 159 

Governance and management of the service, 
including confidentiality of records 

 Childrenôs Records Policy page 167 
Record Keeping Policy ï page 165 

  

Payment of fees and provision of a statement 
of fees charged by the education and care 
service. 

Enrolment and fee collection policy - 160 

Dealing with complaints. Grievance and Complaint Policy page 49 
 
 

 



 

 

7.1.1, 7.3.1, 7.3.4, 7.3.5 Regulation 170-172 
Section or Regulation Policy 

Policies and procedures to be kept available. Policies and Procedures are regularly emailed 
to all staff. Hard copies are available upon 
request. 

Notification o change to policies or procedures. Notification of change of policies or procedures 

 

7.3.1 Regulations 173 ï 176 

Section or Regulation Policy 

Prescribed information to be displayed Notification of change to policies page 17 

Time to notify certain circumstances to 
Regulatory Authority 

Notification of change to policies page 17 

Prescribed information to be notified to 
Regulatory Authority 

Notification of change to policies page 17 

Prescribed information to be notified to 
Regulatory Authority. 

Notification of change to policies page 17 

Time to notify certain information to Regulatory 
Authority 

Notification of change to policies page 17 

 

7.3.1 Regulations 177-180 
Section or Regulation Policy 

Prescribed enrolment and other documents to 
be kept by approved provider 

 Childrenôs Records Policy page 167 
Record Keeping Policy ï page 165 

Evidence of prescribed insurance Display evidence of insurance at each 
individual centre 

 

7.1.1 Regulations 181 ï 183 
Section or Regulation Policy 

Confidentiality of records kept by approved 
provider 

 Childrenôs Records Policy page 167 
Record Keeping Policy ï page 165 

Storage of records and other documents  Childrenôs Records Policy page 167 
Record Keeping Policy ï page 165 

 

 

CONFIDENTIALITY POLICY 

Policy statement 
The School Holiday Program protects the privacy and confidentiality of individuals by ensuring 

that all records and information about individual children, families, staff and management are kept 

in a secure place and are accessed by or disclosed only to those people who need the 

information to fulfil their responsibilities at the service or have a legal right to know. 

 

Procedure 

¶ Every employee is provided with clear written guidelines detailing: 

¶ what information is to be kept confidential 

¶ what confidential information they may have in order to fulfil their responsibilities and how 

this information may be accessed. 

¶ who has a legal right to know particular information 



 

 

¶ Confidential conversations that staff have with parents, or the SHP Supervisor or SHP Team 

Leader has with staff members, will be conducted quietly away from others. 

¶ Personal forms and information must be stored securely and not accessible to non-authorised 

persons (children/parents/carers). 

¶ Information about staff members will be accessed only by the SHP Team Leader, the 

individual staff member concerned or administration staff if authorised by the Team Leader. 

¶ All matters discussed at SHP meetings must be treated as confidential. 

¶ No member of staff may give information on matters relating to children to anyone other than 

the custodial parent/guardian when that information has been obtained in the course of 

employment at the service. However, staff must give such information to a court of law if 

subpoenaed to do so. Notwithstanding these requirements, confidential information may be 

exchanged in the normal course of work with other staff members at the service and may be 

given to the management, when it is needed for the proper operation of the service and the 

wellbeing of users and staff. 

¶ Members of staff, educators and administration staff will give information to Department of 

Education and Early Childhood Development professionals (Childrenôs Services Assessors) 

upon request, unless that child/family is under protection from the Australian Federal 

Police, in which case permission must be sought prior by the Australian Federal Police. 

¶ Staff will protect the privacy and confidentiality of other staff members by not relating personal 

information about another staff member to anyone, either within or outside the service. 

¶ Students/people on work experience/volunteers will not discuss staff/children or families at the 

service outside the service, nor will they ever use family names in oral, recorded or tutorial 

information. 

 
The following records for each child are confidential and must be kept in a secure and accessible 

place: 

¶ personal details (name, address, date of birth) 

¶ relevant medical details (if any) 

¶ relevant custody details (if any) 

¶ details of people authorised to collect children from the program 

¶ forms for signing in and out of children at the beginning and or end of programs 

¶ name, home and work address and phone numbers of parents/carers 

¶ name, address and phone numbers of people who may be contacted in an emergency 

¶ name, address and phone number of the child's doctor 

¶ authorisation to seek emergency medical, hospital, and ambulance services (or the chosen 

alternative of the parents/approved person) 

¶ any special needs or considerations relating to the child's medical needs/excursion needs 

¶ authorisations to administer medication, self administration and details of medication 

administered 

¶ written authorisations to take children outside the service (e.g. excursions, routine 

excursions). 

 

 
References: 

ACECQA National Quality Framework Resource Kit (2012) 



 

 

ï Quality Area 1 ï Educational Program and Practice. 

- Quality Area 2 ï Childrenôs health and safety 

Education and Care Services National Regulations (2010) 

DEEWR CCMS ï Resource Manual ï Privacy Restrictions 

DEEWR ï Child Care Service Handbook 2013 - 2014 

 
Date of last review: June 2019 To be reviewed: June 2020 
 
 

PRIVACY POLICY 

Policy statement 

The School Holiday Program considers that the responsible handling of personal and health 

information is a key aspect of democratic governance and is strongly committed to protecting an 

individualôs right to privacy. SHP will comply with the Information Privacy and Health Privacy 

Principles as set out in the Information Privacy Act (2000) and Health Records Act (2001). SHP 

has in place a policy that sets out the requirements for the management and handling of personal 

and health information. 

 
Procedure 

¶ Personal information will only be collected when it is necessary for the function or activity of 

the SHP and will only be collected by lawful and fair means. Sensitive information will only be 

collected where the individual has consented or as permitted under the Act. 

¶ Measures are in place to ensure that there will be no unauthorised access to information. 

SHP will endeavour to ensure that all data is up to date and accurate. Individuals have the 

right to access any personal information held about them and may update any incorrect 

information. Information no longer required will be destroyed in accordance with relevant 

legislation. 

¶ SHP will use personal information only for the purpose in which it was collected unless 

required by legislation or it is a reasonable assumption that the original information would be 

used for this secondary purpose. In any other circumstances, SHP will contact the individual 

in order to obtain consent. 

¶ Private information regarding children and families will not be disclosed to other families within 

the service or external persons. 

¶ Staff will respect the parents/guardians rights to confidentiality when these rights do not 

conflict with the rights and safety of the children e.g. Child Protection matters. 

 
The Team Leader has a responsibility to ensure that: 

¶ Only required information and no more is collected from families. 

¶ Collection of information from families will occur in a manner that is not too intrusive. 

¶ All private information regarding children and families will be held in a locked and secure 

place. Access will be restricted to Management, the Program Supervisor and staff working 

directly with a child. 

¶ Information which is required for the daily operation of the service, the well-being of children 

and staff may be exchanged between staff members in the normal course of work and will be 

treated confidentially. 

¶ Family members are informed about the type of information collected in regard to themselves 



 

 

and their children and the purpose of this. 

¶ Parents are informed that they have the right to view the records held in regard to themselves 

and their child. 

¶ The Team Leader must inform Management if a request for access has been made and any 

outcome of that process. 

¶ The Team Leader and Management can refuse access to files based on the terms specified 

in the Privacy Act or by subpoena.  

 

References: 

 
CCMS Child Care Service Handbook 2013 - 2014 

Information Privacy Act 2000 ï can be found on www.privacy.gov.au 

ACECQA National Quality Framework Resource Kit (2012) 

Education and Care Services National Regulations (2010) 
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EQUAL OPPORTUNITY POLICY 
 

Policy statement 

The School Holiday Program is committed to the principles of Equal Opportunity in relation to 

community access to the service and the appointment of staff. Individuals will be treated with 

respect regardless of their gender, race, religion, age, impairment or disability, marital status, 

pregnancy, sexuality, political conviction, family responsibility or family status. The service will 

actively promote the positive aspects of diversity and encourage acceptance and appreciation of 

individual differences. Vacation Care will be made available to the community in accordance with 

the Commonwealth 'Priority of Access Guidelines'. 

The service will actively promote the access and participation of marginalised groups (e.g. those 

in poverty, those with a disability, Aboriginal and Torres Strait Islanders, or those from minority 

ethnic groups), both as employees and as users of the service. 

 
Procedure 

¶ The Service will have access up-to-date information regarding Equal Opportunity legislation, 

multicultural policies and gender equity policies, which will be made available to staff, parents 

and management on request. 

¶ Equal Opportunity principles are an integral part of the SHP daily programs and routines. 

Children will be given positive experiences which encourage equal opportunity. Programs will 

be culturally inclusive and will actively include opportunities for the children to experience and 

value diversity of culture, gender roles, ability/disability and/or impairment. 

¶ The planning and delivery of the service will reflect the cultural and linguistic diversity of the 

local and wider community. 

¶ Staff will respect individual children and their families and treat them accordingly. They will 

http://www.privacy.gov.au/


 

 

take into account individual differences in language, attitudes, abilities, assumptions and 

expectations in the activities they provide and promote active participation of all children. 

¶ Children who have a disability will not be discriminated against and will have access to the 

Service where: 

¶ A place exists 

¶ They meet the required priority of access guidelines 

¶ The child can be cared for within existing or available resources. 

¶ If additional staff members are required to care for and assist the child, they are available 

(for safety reasons) 

¶ All staff will be selected and employed according to equal opportunity guidelines. Applicants 

with a disability who apply for advertised positions will be assessed according to the selection 

criteria and will not be discriminated against because of their disability. 

¶ Where the community the service serves comprises a substantial number of children of a 

particular ethnic group, management will actively seek support and include a suitable worker 

from that group at the service. 

¶ Grievance procedures for the service will be developed and made available to staff. At the 

beginning of their employment, during orientation, the Team Leader will provide relevant 

information to staff about the procedures to be followed in the event of harassment or 

discrimination in the workplace. 

¶ Grievance procedures for the service will be developed and made available to parents. 

Parents are encouraged to speak to the Program Supervisor or Team Leader concerning 

procedures to be followed in the event of harassment or discrimination. 

 
 

References: 

Equal Opportunities Act 2010 ï available on www.humanrightscommission.vic.gov.au 

ACECQA National Quality Framework Resource Kit (2012) 

Education and Care Services National Regulations (2010) 

 
Date of last Review: June 2019 Date to be Reviewed: June 2020 

 

 

 

 

PRIORITY OF ACCESS POLICY 

 

Rationale 
Outside School Hours Care and Vacation Care services provide child care mostly for children 

attending school.  

 
Policy Statement 
Active Gamers Australia School Holiday Program will maintain a waiting list for care in 

application date order and time 

http://www.humanrightscommission.vic.gov.au/


 

 

 
Date of last Review: June 2019 Date to be Reviewed: June 2020 

 
 
 

OCCUPATIONAL HEALTH AND SAFETY (OH&S) POLICY 
 

Policy Statement 

 
The management body ensures that all staff and the management team abide by State and 

Commonwealth Legislation in regard to health and safety of all staff, children and visitors to the 

service. 

A safe work environment and safe work practices are integral to the wellbeing of staff and 

families of the School Holiday Program. Staff are to keep safety in the forefront of their minds in 

what ever they do and are required to actively participate in practices that will prevent accidents 

and/or injury to themselves, other staff members and families utilizing the service. 

 
Active Gamers Australia Guidelines 

 
Active Gamers Australia is committed to ensuring a safe and healthy work environment is 

provided and maintained for all personnel. Safety shall be given equal priority with all other 

business objectives. 

Active Gamers Australiaôs Senior Management accepts responsibility for the effective 

implementation of this policy and will provide systems, training, supervision and support to 

ensure a safe and healthy workplace. 

All employees have an individual and shared responsibility to perform their duties in a manner 

which ensures their own safety and that of others. 

To achieve this Active Gamers Australia will:- 

¶ 

Management System in all workplaces 

¶  

responsibilities and are held accountable for those matters within their control. 

¶  

tasks which they have been assigned. 

¶ Engage competent contractors who can demonstrate a high standard of safety 

performance that is compatible with our own Safety Management System 

requirements. 

¶  

for all accidents and incidents. 

¶ Provide an effective system of injury management. 

 

 

 SCHOOL HOLIDAY PROGRAM SPECIFIC PROCEDURES 

 

¶ Information on staff, i.e. next of kin details etc., are available from 



 

 

administration on request. Where staff details need to be accessed, the 

Program Team Leader should be notified prior to contacting admin. 

 
¶ When an injury is reported, the Service staff must immediately ensure that the 

injured worker is being attended to. It may be necessary to call an ambulance 

and accompany the staff member to the hospital. The Team Leader will have 

to be notified and relief staff organized. 

 
¶ The injured staff member is to be interviewed and all facts surrounding the 

injury must be documented. Regardless of the intention to deny or admit a 

claim, all documentation of a Work Cover claim must be completed within 24 

hours of the accident occurring or report received from the injured staff 

member. 

 
¶ Staff are encouraged to report all health and safety issues to management as 

soon as they are identified. 

 
¶ Safety audits are undertaken of the building and grounds on a periodic basis. 

 
¶ Action is taken by management following any reported OH&S issues within an 

appropriate timeline. 

 

¶ Electrical cords are to be secured so they donôt cause a tripping or other hazard. 

 
¶ Children and adults must not stand on chairs or tables. 

 
¶ Adults must not leave hot drinks, cleaning materials or other dangerous material within 

the reach of children. 

 
¶ Childrenôs space must be safe and not cluttered with items etc. Encourage children to 

pack away a particular item when they have finished with it, e.g. board games. 

 
¶ Staff footwear should have a non-slip sole, enclosed toe and a heel strap. 

 

 
References: 
Education and Care Services Regulations ï Regulation 168(2)(h) ïPolicies and procedures are 

required in relation to providing a child safe environment 

Worksafe Advisory Service 1800 136 089  

ACECQA National Quality Framework Resource Kit (2012) 

Education and Care Services National Regulations (2010) 

 

 
Date of last Review: June 2019 Date to be Reviewed: June 2020 
 
 



 

 

 

 

MANUAL HANDLING POLICY 
 

Purpose 

To provide information on the requirements for identification, assessment and control of manual 

handling work tasks. 

 
Scope 

This procedure applies across Active Gamers Australiaôs operations. 

 
Definitions 

Manual Handling means any activity requiring the use of force exerted by a person to lift, push, 

pull, carry, hold, throw or otherwise move or restrain an animate or inanimate object. 

 
Application of High Force occurs in any task that either most people, or the employees likely to 

do the task, would find difficult because of the effort it requires. For example; 

- Lifting or carrying a heavy object 

- Pushing or pulling an object that is hard to move 

- Operating tools with squeeze grips that are too far apart 

- Operating tools which are designed for one hand but require the use of two 

- Throwing or catching objects 

- Lifting a heavy item from a high shelf 

 
Musculoskeletal Disorder means an injury, illness or disease that arises in whole or in part from 

manual handling in the workplace, whether occurring suddenly or over a prolonged period of 

time. It specifically excludes an injury, illness or disease, which is caused by crushing, 

entrapment or cut resulting primarily from the mechanical operation of plant. 

 
Hazardous Manual Handling means manual handling that involves any of the following; 

- repetitive or sustained application of force; 

- repetitive or sustained awkward posture; 

- repetitive or sustained movement; 

- application of high force; 

- exposure to sustained vibration; 

- manual handling of live people or animals; 

- manual handling of loads that are unstable, unbalanced or difficult to hold. 

 
Procedure Description 

This procedure provides for the review of work tasks to identify those that satisfy the definition of 

ñhazardous manual handlingò. The procedure then details the requirement to assess the level 

of risk associated with these work tasks and determine and implement suitable control measures. 

 
Procedures 

 



 

 

 
Supervisors shall: 

¶ Identify all ñhazardous manual handlingò tasks in accordance with this procedure. 

¶ Assess the level of risk associated with each identified ñhazardous manual handlingò task. 

¶ Monitor the effectiveness of the implemented controls. 

¶ Undertake or review manual handling identification, assessment and control measures 

where an employee has received an injury as a result of undertaking a manual-handling 

task or when changes occur in the workplace to existing tasks. 

 
 

Employees shall: 

¶ Follow established safe work practices, and, on becoming aware of a manual handling 

risk, advise their immediate Supervisor or Health and Safety Representative of the 

identified risk. 

 
Contractors shall: 

¶ Comply with the requirements of this Procedure. 

Procedure Instructions 

Risk Identification 

The Supervisor, shall identify all ñhazardous manual handlingò tasks that could cause 
musculoskeletal disorders.  

 
Identified manual handling tasks that could cause ñmusculoskeletal disordersò shall be 

reassessed at least every two years or when changes to the workplace or task are introduced. 

 
Risk Assessment 

¶ Each task identified as a ñhazardous manual handlingò shall be assessed by the 

Supervisor and the employee(s) performing the task to determine the level of risk. 

¶ Each assessment shall be completed under normal working conditions. The following risk 

factors should be considered; 

¶ The postures, movements and forces involved in the task 

¶ The duration and frequency of the task 

¶ Environmental factors (heat, cold and vibration) that act directly on the person carrying out 

the task 

 
Risk Control 

Appropriate control measures shall be determined for all identified manual handling risks. 

 
Elimination 

Where a task has been identified and assessed as a ñhazardous manual handlingò task, the 

Supervisor shall attempt to determine control measures that eliminate the manual-handling 

task. 

 



 

 

Reduction of Risk 

Where elimination of the manual handling task is not possible, the Supervisor, in consultation 

with employees shall consider the implementation of control measures that will reduce the risk 

level. One or more of the following control measures should be considered; 

¶ Alter the workplace, or the environmental conditions 

¶ Alter the system of work 

¶ Change the objects used 

¶ Use mechanical aids 

Information, Training and Instruction 

The Supervisor shall provide information instruction and training to employees in manual 

handling techniques in conjunction with the above-mentioned controls or as a primary source of 

control where no other satisfactory and practicable method is available 

 
References: 

ACECQA National Quality Framework Resource Kit (2012) 

Education and Care Services National Regulations (2010) 
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GRIEVANCE AND COMPLAINT POLICY 
 

Policy Statement 

All staff, families and children have the right to have their concerns heard by the Program 

Supervisor. If resolution has not been reached then their concerns will be passed on to the Team 

Leader and higher Management. 

The Team Leader will ensure that all complaints / grievances are acknowledged, recorded in the 

grievance log book and addressed. 

Staff, families and children will be offered the Children's Education and Care Assurance 

Complaint Contact number if necessary. 

These numbers are all on display at the service. 

 
Procedure 

The Supervisors, Team Leader and higher Management will ensure that: 

 
¶ Parents and Children are encouraged to discuss with the Program Supervisor 

any complaints or concerns they have about the service or staff. 

¶ The Program Supervisor will address all complaints and concerns promptly 

and respectfully. 

¶ All complaints are dealt with in a confidential manner and documented in the 



 

 

Grievance / Complaint log book. The Team Leader will be notified within 1 

hour of a complaint being received. 

¶ The staff will endeavour to respond to families and children verbally within 24 

hours and where needed, in writing within 5 working days. 

¶ Complaints, which are not resolved to the familyôs or childrenôs satisfaction, 

will be referred to a higher level of Management and to the Department of 

Education 

¶ Complaints which cannot be resolved by Management will be referred to an 

outside independent person. 

¶ All complaints will be registered in the Grievance / Complaint log book which 

tracks complaints made, progress on outcome, and the final resolution. 

¶ All complaints should be addressed to the Program Team Leader by email 

 
¶ School Holiday Program Team Leader 

info@activegamers.com.au 

OR 

¶ Contact the Program Team Leader on 0456077942 

 
¶ If you have any other concerns or complaints, you can contact the Children's Education 

and Care Assurance 
 

The Team Leader has a responsibility to ensure that: 

¶ Staff are encouraged to voice any concerns, comments, suggestions and 

grievances promptly. 

¶ Staff are aware of and practice complaint and issue resolution protocols. 

¶ Complaints / issues are responded to promptly 

¶ All complaints will be registered in the Grievance / Complaint log book which 

tracks complaints made, progress on outcome and final resolution. 

¶ The person lodging the complaint / issue is kept informed of actions taken in 

response to their concerns 

¶ If unable to resolve the issue mediation may be sought from a third external 

party. 

 

 
References: 

ACECQA National Quality Framework Resource Kit (2012) 

ï Quality Area 1 ï Educational Program and Practice. 

- Quality Area 2 ï Childrenôs health and safety 

Education and Care Services National Regulations (2012), Section 168. 

Employment Award and National Employment Standards available on www.fairwork.gov.au 

Occupational Health and Safety Act 2004 

 
Date of last Review: June 2019 Date to be Reviewed: June 2020 

 
 

http://www.fairwork.gov.au/


 

 

 

BEHAVIOUR MANAGEMENT 
 
 

The School Holiday Program aims to maintain a quality program that is safe and fun for all 

involved. This involves regularly reviewing and updating of program policies. Our behaviour 

management policy is provided below: 

 

 
Policy Statement 

 
The Active Gamers Australia School Holiday Program implements a positive behaviour 

management policy. Staff members and children establish agreed behaviours at the start of each 

program. These agreements are displayed at the program and positively reinforced on a daily 

basis. 

 
Positive behaviour management relies on effective communication between all parties (children, 

parent/guardians, staff and management). 

 
The School Holiday Program reserves the right to send any child home from the program where 

the child: 

¶ Acts in such a way that threatens the physical and or emotional health of any child, staff 

member or themselves 

¶ Repetitively or deliberately does not follow the instructions given by staff 

¶ Consistently absconds or leaves the premises without adult supervision or permission 

¶ Has an illness or other health related issue that may be dangerous to other children, staff 

members or themselves 

¶ Deliberately damages any property or belongings 

 
Where a childôs behaviour is not appropriate, program staff will involve parents/guardians to 

positively manage the behaviour. 

If the inappropriate behaviour persists, the Team Leader will be informed to determine a further 

course of action. This may include a meeting with the childôs parents to further determine if the 

program is still appropriate for the child in question. If children behave in a dangerous manner 

towards other children or staff; or abscond or fail to stay within the permitted areas, that child/ren 

may not be able to attend excursions or may not be permitted to continue their use of the holiday 

program at any of the venues. 

 
 GUIDING CHILDRENôS BEHAVIOUR IN A POSTIVE WAY 

To implement a proactive behaviour management policy, it is important to consider the adult role, 

program content and environment. All of these need to be considered before the behaviour 

occurs. 

Adult role 

¶ All behaviour has meaning 



 

 

¶ Look past the words or the behaviour to get to the meaning/feelings behind it. 

¶ Staff should respect and acknowledge the feelings of the children ï active listening 

¶ Put the behaviour in context: 

¶ What might the child be thinking/feeling? 

¶ Time of day, food and water intake, and energy levels. 

¶ Is this behaviour normal for this child? 

¶ Ensure that your expectations are appropriate: 

¶ Is the behaviour hurting anyone? 

¶ What age and stage is the child at? 

¶ Does it really matter? 

¶ Is it safe? 

¶ Adults must remember that they are a role model ï model positive behaviour. 

¶ Consult the childôs óchild profileô (if they have one) ï get to know the child. 

 

Program 
Ensure that the program: 

¶ has choice, 

¶ is open ended 

¶ has a framework to follow 

¶ has the choice for children to be on their own 

¶ enables the children to have some control over the program 

¶ óprocess is just as important as productô. 

 

Environment 

¶ The environment should show that the children have a say in the program. 

¶ There should be choice of activities and choice within activities. 

¶ Choose the activity and then choose how to do it (quietly, tidy up, give everyone a turn, etc) 

 

Agreed behaviours 
For this policy to be successful, staff must ensure that: 

¶ Children are involved in the process of establishing agreed behaviours (This is done at the 

start of each holiday program) 

¶ Agreed behaviours are positively reinforced on a daily basis 

¶ Talk to the children about behaviour in a way they are likely to understand. Some examples: 

Care for the feelings of othersô, óRespect yourself and othersô, óFollow instructions from staff,ô 

óLook after equipmentô, óUse equipment responsiblyô 

 
Active listening 
ñListening looks easy, but itôs not simple. Every head is a world.ò 

Cuban proverb 

 
Try to work out the reasons behind a childôs behaviour rather than focussing on the behaviour. 

 

This behaviour management policy complied with regulations that state that no child is to be 
subjected to a) any form of corporal punishment, b)any discipline that is unreasonable under the 
circumstances. 



 

 

 
References: 
ACECQA National Quality Framework Resource Kit (2012) 

ï Quality Area 1 ï Educational Program and Practice. 

- Quality Area 2 ï Childrenôs health and safety 

- Quality Area 5 ï Relationships with children 

Education and Care Services National Regulations (2012), Section 168 2j ï Interactions with 

children. 

 
Date of last review: June 2019 To be reviewed: June 2020 

 

SHP BEHAVIOUR MANAGEMENT WORKFLOW 
 
 



 

 

 

ANTI-BULLYING POLICY 

 

Rationale 

 
Bullying is one of the top three concerns for both boys and girls aged between 5 and 14 who call 

Kids Help Line. Calls about bullying have continued to increase steadily over recent years ï in 

2000 Kids Help Line counsellors spoke to nearly 7000 callers about this issue. It is now 

recognized that there is an indisputable link between bullying in childhood and adolescent 

anxiety, low self-esteem, loss of confidence and depression and self-harm. Research has shown 



 

 

that one in six Australian students are bullied every week, and that those children are three times 

more likely to develop depressive illnesses (Rigby, 1997). 

 
Bullies usually do not realise the effect their behaviour has on their victims. They believe that 

their actions are justifiable ("They deserved it", "They annoyed us"). 

 
Bullies have reasons for their behaviour such as; they get attention or even popularity, it's fun, it 

makes life less boring, "everyone does it", to protect themselves from being bullied or to get food 

or money or special things. 

 
Adults can; listen to the child's point of view, provide consequences, focus on the behaviour, use 

a problem-solving approach, help the young person develop empathy, keep good relationships 

with the young person, look out for bullying behaviour in adult models - including teachers and 

parents, keep calm, help find other ways of managing situations and problems, say clearly that it 

is NOT OK to bully and describe what it might look like if there was no bullying. 

 
The Active Gamers Australia School Holiday Program implements a positive and safe 

environment and aims to maintain this safe, positive and secure environment for all children and 

staff. Staff members and children establish agreed behaviours at the star of each program, 

including the Active Gamers Australia School Holiday Programôs stance on bullying. The 

programs follow a strict anti-bullying policy. 

 
The School Holiday Program reserves the right to send any child home from the program or 

refuse care where the chid: 

¶ Acts in a violent or threatening manner towards another child or staff member 

¶ Uses degrading or abusive language towards another child or staff member 

¶ Deliberately tries to isolate another child from an activity due to their gender, age, 

disability, appearance or religion e.g. ñYou canôt play with us because you are 

black/brown/Asian/disabled etcò 

 
Where a childôs behaviour is classed as inappropriate and acknowledged as a form of bullying, 

program staff will involve parents/guardians to positively manage the behaviour. The child will be 

spoken to regarding their behaviour. The following steps will be taken depending on whether it is 

the childôs first offence or not. 



 

 

¶ First Bullying Offence ï The child will be asked to write a letter apologizing for their 

behaviour to the bullied child. They will be asked to put in their letter what they could have 

done differently next time ï e.g. they lashed out because they didnôt win or get their turn at 

a game.  The childôs parent/guardian will be shown the letter and a behaviour 

management plan will be sent home to be completed by the child and parent, and to be 

returned to the program 

 
¶ Second Bullying Offence ï The child will be asked to write a letter apologizing for their 

behaviour to the supervisor of the program. They will be asked to explain why they 

did/said what they did, and how they could rectify the situation. They will also be asked to 

determine a suitable consequence for the behaviour. The childôs parent/guardian will be 

shown the letter and a behaviour management plan and incident form will be completed 

with the parent/guardian. 

 
¶ Third/Final Bullying Offence ï The child will be asked to write a letter to the Team 

Leader explaining their behaviour and why they have continued to behaviour in a manner 

that bullyôs other children/staff. They will asked to defend their opportunity to be apart of 

the program. An incident form will be sent home to parents. If the child can explain 

themselves and shows remorse, they may be allowed to stay on in the program. If the 

child does not really care for any consequences then the school holiday program may not 

be the best place for them. 

 
All children reserve the right to feel safe and protected. They are attending the program to have 

fun, learn new skills and make new friends. After all incidents, children will be spoken to and 

asked why that behaviour occurred. They will also ask if they understand differences that exist 

between people, and conversations will evolve from there. 

 
Throughout the programs, activities are run that highlight the differences between people, why 

we are all unique, as well as, developing team building skills. 

 
Policy Statement 

 
Active Gamers Australia School Holiday Program is committed to developing a safe and 

secure environment, which encourages children to interact positively with respect for others. 

 
Procedures 

 

 
The staff team has the responsibility to ensure that: 

¶ They are aware of all forms of bullying behaviour - physical bullying, verbal 

bullying, and relational bullying 

¶ They make it safe for children to report bullying 

¶ Let everyone know the consequences of bullying 

¶ Children are encouraged to be considerate and supportive to each other. 



 

 

¶ Children are encouraged and supported in developing friendship skills. 

¶ Children are assisted in developing assertiveness and confidence and self- 

protection skills - how to walk confidently, stay alert to what's going on around 

them, and to stand up for themselves verbally. 

¶ Discussion with the children about the program valuing kindness toward 

others is had at the beginning of each program so that young people know 

that kindness is valued. 

¶ The safety and security of all children is ensured by supervising them at all 

times, monitoring, modelling, teaching and reinforcing safety practices. 

¶ Children are taught ways to resolve arguments without violent words or 

actions. 

¶ Children are encouraged to follow the list of responsibilities to ensure that 

bullying is minimized or eliminated in the service. 

¶ A childôs parent/guardian is consulted when their behaviour consistently 

conflicts with the serviceôs expectation that all children should feel safe whilst 

in attendance. 

 
The children are encouraged to; 

 
¶ Report bullying incidents 

¶ Persuade the person being bullied to talk to an adult 

¶ Encourage the person being bullied to talk to them about what is happening 

¶ Offer to speak to an adult on the bullied person's behalf 

¶ Ask the bullies to stop 

 
The Team Leader and Program Supervisors are responsible to ensure that: 

Parents are aware that the program may exclude a child from the service if all attempts to modify 

bullying behaviour fail and other childrenôs safety is compromised. 

 
References: 

ACECQA National Quality Framework Resource Kit (2012) 

ï Quality Area 1 ï Educational Program and Practice. 

- Quality Area 2 ï Childrenôs health and safety 

Education and Care Services National Regulations (2012), Section 168 

www.kidshelp.com.au for anti-bullying tips and general advice about children 

www.education.unisa.edu.au/bullying - Dr Rigby - research on bullying and its effects on children 
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PARENT BEHAVIOUR 
 

Active Gamers Australia implements a positive behaviour management policy which has 

been extended to incorporate parents/guardians as well. 

 
Positive behaviour management relies on effective communication between all parties (children, 

http://www.kidshelp.com.au/
http://www.education.unisa.edu.au/bullying


 

 

parent/guardians, staff and management). 

 
When speaking to staff members, we ask that all parents/guardians speak to and treat staff in a 

respectful manner. We ask that parents/guardians please refrain from using any foul language or 

obscenities. 

 
Swearing and foul language will not be tolerated 

Threatening or verbally abusing staff will not be tolerated 

Physical contact of a threatening manner will not be tolerated 

All interactions between staff and parents need to be respectful and not threatening in any way. 

 
If a parent/guardian is deemed to be aggressive towards a member of staff, and the situation is 

not able to be resolved, staff will contact the team leader, and if deemed necessary the police. 

An incident form will be completed. 

 
If a parent has a complaint or grievance they may contact the Team Leader. We encourage all 

parents to put complaints into writing where possible. Alternatively, you may contact the 

Children's Education and Care Assurance division of the ACT government directly, in writing: 

 

Children's Education and Care Assurance 

GPO BOX 158  

CANBERRA  ACT  2601 

 
Or by phone: 

 
   (02) 6207 1114 
 

 
References: 

ACECQA National Quality Framework Resource Kit (2012) 

Education and Care Services National Regulations (2012) 

Education and Care Services National Law Act (2010) 
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OUTDOOR PLAY AND RECREATION POLICY 
 

Rationale 

 
ñChanges in the environment and technology have encouraged many Australians, especially 

young people, to lead less physically active lives. This trend is contributing to the increasing ill 

health of our population. Physical activity has been shown to help reduce the risk of heart 

disease, stroke, diabetes, cancer and bone disease. It has also been shown to improve mental 

health, self-esteem and body image, particularly in children and adolescents.ò page 9 



 

 

ñParents, teachers, child care workers and health professionals have a responsibility to assist 

young children to develop healthy eating and to encourage them to be physically active.ò Page 10 

- Eat Smart-Play Smart ï National Heart Foundation of Australia  

 
Policy Statement 

 
The Active Gamers Australia School Holiday Program encourages all children to participate 

in outdoor play and recreational activities on a daily basis. 

 
Procedures 

The staff have a responsibility to ensure that: 

 
¶ Outdoor equipment is appropriate to the developmental levels of the children it 

is catering for. 

¶ Active experiences are provided outdoors or in the outdoor space. 

¶ The outdoor curriculum focuses on child development. 

¶ Energetic play is encouraged whilst outdoors or in the outdoor space. 

¶ Ball games and other large muscle experiences are offered outdoors or in the 

outdoor space. 

 
References: 

ACECQA National Quality Framework Resource Kit (2012) 

Education and Care Services National Regulations (2012) 

Education and Care Services National Law Act (2010) 
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EXCURSION AND RATIO POLICY 

 

Policy Statement 

 
The Active Gamers Australia School Holiday Program considers age appropriate excursions/ 

incursions to be an integral part of the vacation care service as they provide variety which adds to 

childrenôs life experiences. 

 
Procedures 

 
The Program Team Leader is responsible to ensure that: 

 
¶ Parents will be advised in writing about planned excursions in the program 

guide and on reminder white boards at the program venues. 

¶ Parents/guardians sign an excursion authority to give permission for their 

children to participate in local and major excursions. 



 

 

¶ Parent/guardians written consent is filed with the childôs information. 

¶ Active Gamers Australia Holiday Programs óBest Practiceò for staff/child 

ratios for excursions are as follows 

¶ Local / routine excursions 1 staff member: 11 children 

¶ Major excursions 1 staff member: 11 children or 1:11 based on 

risk assessment 

¶ Swimming 1 staff member: 6 children. 

 
¶ There are two 2 staff on duty at all times. There is 1 nominee on duty at all 

times. 

¶ Staff supervise children closely on excursions and conduct head counts and 

similar supervision techniques, they also require children to adhere to safety 

precautions. 

¶ Risk assessments are conducted and read by staff prior to boarding transport 

and leaving the program venue 

 

 
EXCURSIONS 

 

When going on excursions Supervisors and Staff must take with them: 

 
1. Attendance roll. 

2. Contact details for all children attending the excursion. 

3. List of childrenôs additional needs including allergies, medical conditions, dietary needs, 

disabilities, etc.  

4. First Aid kit (main and bum-bags) including sunscreen & Medications 

5. Two-way radios &/or Mobile Phone 

6. Sports equipment etc for lunch time play (if applicable) 

7. Staff supervise children closely on excursions and conduct head counts and similar 

supervision techniques, they also require children to adhere to safety precautions. 

 

¶ Sunscreen is to be applied to all children before leaving the centre if going to be outdoors 

and re-applied every three hours and keep children in the shade where possible when 

outside, between October and March. 

¶ Children are encouraged to wear clothing that covers as much skin as possible. This 

includes shirts with collars and longer sleeves, longer style dresses and shorts and rash 

vests or t- shirts. 

¶ Children and staff are encouraged to wear hats that protect their face, neck and ears, 

e.g. legionnaire, broad brimmed or bucket hats, whenever they are outside between 

October and March. 

¶ Check to make sure a child has not left behind a bag, their lunch, or jumper as you are 

leaving the program venue to go on the excursion 

¶ Staff must ensure that all children are accounted for before leaving the excursion venue. 



 

 

Take particular care if more than one program is attending. 

¶ When the service visits an unfamiliar location, the Team Leader will attend prior to 

the excursion to gain safety information and determine the location of toilets, lunch 

area, play area and possible activities etc. 

 
An injury or incident involving medical attention must be reported immediately to Team Leader for 

the purposes of WorkSafe and/or regulatory incident notification. 

Insurer notification may also be required. 

 

 
References: 

ACECQA National Quality Framework Resource Kit (2012) 

ï Quality Area 1 ï Educational Program and Practice. 

- Quality Area 2 ï Childrenôs health and safety 

Education and Care Services National Regulations (2012). 
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EVALUATION POLICY 
 

Policy Statement 

 
The Active Gamers Australia School Holiday Program believes continual assessment and 

evaluation of the service by the management, parents, staff and children is integral part of 

program planning. 

 
Procedures 

 
The Program Team Leader and staff have the responsibility to ensure that: 

 
¶ Children and parents are surveyed regularly to ensure the program offered 

reflects their needs and interests. 

 
¶ A variety of survey techniques are used with children which may include 

informal discussion, pre-enrolment surveys, suggestion box, written surveys, 

and childrenôs interest checklist. 

 
¶ Staff will regularly evaluate activities, the program, excursions and incursions 

formally through evaluation forms and childrenôs evaluation forms and 

informally throughout the program and at staff meetings. 

 
¶ Parents and staff work collaboratively towards continuous improvement via 

service evaluation including suggestion boxes, parent surveys, informal 

discussion, and formal discussions should parents wish to make time to speak 

to the team leader outside School Holiday periods. 



 

 

 
References: 

ACECQA National Quality Framework Resource Kit (2012) 

ï Quality Area 1 ï Educational Program and Practice. Standard 1.1 Offences related to required 

programs. 

- Quality Area 6 ï Collaborative partnerships with families and communities 

Education and Care Services National Regulations (2012), Section 74. 
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RESOURCE AGENCIES AND REFERRALS POLICY 
 

Policy Statement 

 
1. Resource agencies and workers are accessed to assist staff in meeting the individual 

health and developmental needs of children. 

 
2. Families are consulted before a resource agency is contacted for assistance with their 

childôs health and/or development. 

 
Procedures 

 
The Program Team Leader has a responsibility to ensure that: 

 
¶ Permission is obtained from parents/guardians prior to referral to any agency. 

¶ A register of community resources is available for staff and families to refer to. 

¶ The team is represented at local network meetings and training sessions. 

¶ Links are made with key workers and agencies. 

¶ Every effort is made to help families who seek help from an external agency. 

 

 
References: 

ACECQA National Quality Framework Resource Kit (2012) 

Education and Care Services National Regulations (2012), Section 74. 
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CHILDRENôS INDIVIDUAL NEEDS POLICY 
 

Policy Statement 

 



 

 

Active Gamers Australia School Holiday Program will ensure that all children are catered for 

within the program plan. 

 
Procedures 

 
The staff have a responsibility to ensure that: 

 
¶ The childrenôs program offers a balance of activities, ensuring flexibility and 

providing for child-initiated activities. 

¶ Experiences are adapted to meet the needs of individual children. 

¶ Planning for children focuses on strengths and interests and ways to extend 

and challenge existing skills for all children. 

¶ Programming includes individual childrenôs needs where possible and the 

needs of groups of children. 

¶ Programming can be carried out to ensure individual needs are met through 

diary admissions, childrenôs evaluation, parentôs evaluations, staff evaluations, 

question and answer time with children, interviews with children etc. All 

collections of evidence to support programming should be documented where 

possible. 

¶ Support agencies may be used (with parental permission) to 

maximize the inclusion of all children into the service. 

 
References: 

ACECQA National Quality Framework Resource Kit (2012) 

ï Quality Area 1 ï Educational Program and Practice. 

- Quality Area 2 ï Childrenôs health and safety 

- Quality Area 5 ï Relationships with children 

- Quality Area 6 ï Collaborative partnerships with families and communities 

Education and Care Services National Regulations (2012), Section 168 

 
Date of last review: June 2019 To be reviewed: June 2020 

 
 

CHILD EVALUATION POLICY 
 

Policy Statement 

 
Active Gamers Australia School Holiday Program will ensure that all children are catered for 

within the program plan by regularly evaluating the childôs wellbeing, development and learning. 

 
Procedures 

 
The staff have a responsibility to ensure that: 

¶ Evaluations assessing wellbeing, development and learning of children are 

regularly conducted. 



 

 

¶ These evaluations are taken into consideration when developing the program 

¶ Evaluations are documented in a way that is easily understood by educators, 

parents and children. 
 
 

References: 

ACECQA National Quality Framework Resource Kit (2012) 

ï Quality Area 1 ï Educational Program and Practice. 

- Quality Area 2 ï Childrenôs health and safety. 

- Quality Area 5 ï Relationships with children. 

- Quality Area 6 ï Collaborative partnerships with families and communities. 

Education and Care Services National Regulations (2012), Section 168 
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DIVERSITY AND INCLUSION POLICY 
 

Policy Statement 

 
1. All children have equal access to equipment, resources and play equipment within 

the service. 

2. The service will ensure that we provide section of all resources. 

3. The service will incorporate awareness of diversity in its programs. 

4. Our service environment will reflect the value of diversity. 

5. The service may include children with high support needs, including children with 

physical disabilities, language, learning difficulties or health concerns. 

 
Procedures 

 
The staff team has the responsibility to ensure that: 

 
¶ They actively promote inclusion in their interactions with children, adults and 

other staff members. 

¶ They encourage fairness in childrenôs play and recreation. 

¶ Children are encouraged to participate in all experiences provided in the 

program. 

¶ They acknowledge and value diversity. 

¶ They encourage children to recognize discrimination and prejudice, and 

demonstrate ways to challenge it. 

 
References: 

ACECQA National Quality Framework Resource Kit (2012) 

ï Quality Area 1 ï Educational Program and Practice. 



 

 

- Quality Area 2 ï Childrenôs health and safety. 

- Quality Area 5 ï Relationships with children. 

- Quality Area 6 ï Collaborative partnerships with families and communities. 

Education and Care Services National Regulations (2012), Section 168 
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REDUCE BIAS AND PREJUDICE WITHIN OUR SERVICE POLICY 

 
 
 

Policy Statement 

 
1. Staff Respect and value each child as unique. 

 
2. The programs will be free of any bias and prejudice. 

 
3. Staff will guide childrenôs behaviour in a positive way. 

 
4. Staff will create an environment that is inclusive of all children regardless of their 

background, religion, social status, race and abilities. 

 
 

 
Procedures 

 
The staff team has the responsibility to ensure that: 
They role model inclusive and respectful behaviour. 
They help children to recognise prejudice and bias and understand the impact that prejudice and 
bias has on the person/child being prejudiced against. 
They will interact with children, staff and parents without any bias or prejudice. 

 
 

References: 
ACECQA National Quality Framework Resource Kit (2012) 

- Quality Area 5 ï Relationships with children 
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CELEBRATIONS AND FESTIVITIES POLICY 
 

Policy Statement 

 
The Active Gamers Australia School Holiday Program acknowledges that celebrations and 



 

 

festivals assist children to celebrate their own cultures and practices and learn about others. 

 
Procedures 

 
The Program Supervisor has the responsibility to ensure that 

 
¶ The program includes a range of experiences representing everyday life for 

the community we live in. 

¶ Staff use the opportunities of holidays and festivals to teach children that not 

all people approach these times in the same way as others. 

¶ Children are encouraged to celebrate festivities related to their culture or 

lifestyle with the group i.e. sharing information/resources related to event 

celebrated at home. 

 

 
References: 

ACECQA National Quality Framework Resource Kit (2012) 

ï Quality Area 1 ï Educational Program and Practice. 

- Quality Area 2 ï Childrenôs health and safety 

- Quality Area 6 ï Collaborative partnerships with families and communities. 

Education and Care Services National Regulations (2012), Section 168 
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CULTURAL INCLUSION AND RELIGIOUS BELIEFS POLICY 
 

Policy Statement 

 
1. Active Gamers Australia School Holiday Program is non-denominational and 

therefore does not teach religion to the children. 

2. Active Gamers Australia School Holiday Program offers an approach to 

programming which is sensitive to all cultures, religions and ethnic groups. 

3. Active Gamers Australia School Holiday Program provides materials which depict 

the multicultural and diverse society that we live in.  

4. Staff encourage children to respect and value each other. 

5. Staff are aware of the diverse family structures that are present within the service. 

 
Procedures 

 
The staff team has a responsibility to ensure that: 

 
¶ Practices are reviewed to meet the individual needs of children where 

appropriate. 



 

 

¶ Childrenôs religious beliefs are catered for within the service where appropriate 

¶ Materials used in the service are checked to ensure that they are reflective of 

the society we live in. 

¶ The program models an attitude of value and respect for all cultures and 

religious practices. 

¶ Childrenôs needs and interests are responded to in a culturally sensitive way. 

¶ Acknowledge and promote family diversity within the program. 

 
References: 

ACECQA National Quality Framework Resource Kit (2012) 

ï Quality Area 1 ï Educational Program and Practice. 

- Quality Area 2 ï Childrenôs health and safety 

- Quality Area 5 ï Relationships with children. 

- Quality Area 6 ï Collaborative partnerships with families and communities. 

Education and Care Services National Regulations (2012), Section 168 

Multicultural Resource Centre 

Childrenôs Services Resource and Development Officer 

VICSEG 
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RESOURCES AND EQUIPMENT POLICY 

 

Rational 

 
Active Gamers Australia School Holiday Program recognises that in order to effectively 

coordinate a service, safe and secure storage facilities need to be provided for the storage of the 

following items: 

¶ Administration requirements including childrenôs records 

¶ First aid equipment 

¶ Cleaning materials as well as other dangerous items. 

 
Policy Statement 

 
Active Gamers Australia School Holiday Program believes that children should have access to 

a range of equipment which is developmentally appropriate, safe and well maintained. 

 
A range of equipment will be provided to allow for a balanced program meeting the 

developmental, recreation needs and interests of all children. 

 
Procedures 

 
The Program Team Leader is responsible to ensure that: 

 



 

 

¶ All equipment purchased or donated to the service meets Australian Safety 

Standards. 

¶ Staff check equipment regularly to ensure it is clean, complete and safe. Any 

equipment not meeting this standard will be removed from use and reported to 

the Management team. 

¶ Staff check and maintain equipment cleanliness with routine cleaning of all 

materials that are often handled. 

¶ Equipment and resources are stored in a safe and secure place. 

¶ Staff instruct children in the proper use of equipment and resources. 

¶ All equipment is checked for safety on a regular basis. Unsafe equipment is 

removed from use and disposed of or repaired. 

 

 
References: 

ACECQA National Quality Framework Resource Kit (2012) 

ï Quality Area 3 ï Physical Environment 
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VIDEOS, TELEVISION, COMPUTERS, ELECTRONIC GAMES, MOBILE PHONE 
POLICY 

 

Policy Statement 

 
The Active Gamers Australia School Holiday Program is an extension of home and childrenôs 

leisure time. Fundamental to our program is teaching children the importance of enjoying 

screen time in moderation and the benefits of balancing screen and non-screen based 

activities. Therefore screen-based activities such as watching movies or television, playing 

electronic games on computers or consoles, and use of handheld devices such as mobile 

phones and tablets will be offered as part of a balanced program of activities. 

 
Procedures 

 
The staff team has the responsibility to ensure that: 

 
¶ Children do not engage in screen-based experiences during the 

other program sessions (such as physical activity sessions and 

meal times). 

¶ The content of program and games is appropriate for all the children 

present. These activities are limited to C, G and PG ratings. M ratings will be 

individually assessed by the service and parents for appropriateness. Parent 

/ Guardian authorisation for children to play M rated films will be asked for 

within the enrolment form. MA games and content will not be available in the 

program. 



 

 

¶ The Parents / Families have the responsibility to ensure that: 

Children may bring electronic games from home into the programs with the 

consent of the Team Leader or Program Supervisor. All games must be of a G, 

PG rating. SHP staff take no responsibility for games or devices brought to the 

program. They are the responsibility of the child. Staff are permitted to confiscate 

a game or device if deemed unsuitable and it will be returned to the parent upon 

collection of the child. All electronic games may only be used in combination with 

the programmed activities.  
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ITEMS FROM HOME POLICY 
 

Policy Statement 

 
The Active Gamers Australia School Holiday Program recognises that children sometimes 

bring their own materials, games to vacation care, however children are responsible for these 

items whilst at the service. 

 
Procedures 

 
The staff team has the responsibility to ensure that: 

 

¶ Children are encouraged to keep items from home in their bags when not 

using them to ensure they are safe and secure. 

¶ Staff take no responsibility for items brought to the centre by children in 

care. Parents should only allow children to bring items if they are 

responsible for them and any loss or breakages. 
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FACILITIES AVAILABLE POLICY 
 

Policy Statement 

 
Active Gamers Australia School Holiday Program is committed to complying with the space 

requirements identified in the National Standards Guidelines. This is essential for ensuring that 

children can use the space in a way that maximises their enjoyment of the activities in a safe 

manner. 



 

 

 
The following space requirements will be provided as a minimum: 

¶ Indoor space 3.25 square metres of unencumbered (clear) space per child. 

¶ Outdoor space 7 square metres of useable play space per child. 

 
Procedures 

The Management has a responsibility to ensure that consideration is given to the 

following: 

 
¶ Indoors- provision of quiet areas, space for playing indoor games, and an 

area for sick children to be cared for under staff supervision. 

¶ Outdoors ïspaces for playing a variety of physical games under staff 

supervision that includes sun-smart considerations during summer months. 

¶ Supervisors, leaders and staff design and maintain the area in a way that 

facilitates supervision of children 

¶ The facilities are expanded as the service grows. 

¶ Venue agreements are in place for areas the School Holiday Program has 

access to. 

¶ Access to the facility will be guaranteed on all days unless prior notification is 

received whereby suitable alternative space is made available. 

¶ Coordinator and staff to have access to rooms to set up the daily program at 

least half an hour prior to each session. 

¶ An area will be identified for the storage of childrenôs bags and belongings. 

 
 

References: 

ACECQA National Quality Framework Resource Kit (2012) 

ï Quality Area 3 ï Physical Environment 

ï DHS ï Implementation Guidelines for National Standards for Outside School Hours Care, May 1996 
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WORKING WITH FAMILIES 

 

The Active Gamers Australia School Holiday Program is committed to working with families in a 

collaborative manner in order to provide a high quality child care service that meets the needs of 

children, families and the community. Parent participation and communication is critical to the 

success of the service and its programs. 

ñServices should provide for adequate parent and staff participation in the management and in 

the development of the services policies and programs.ò Fascia, 2000 

 












































































































































