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Welcome to 

Mother Teresa Catholic Primary School 

Outside School Hours Care 
 

Overview of Service 
The program at Mother Teresa Catholic Primary School Outside School Hours Care provides an 
enriched, supportive and loving environment for school aged children. We believe that all children 
are capable individuals who explore, discover, experiment and research.  
 
As OSHC Educators we ensure that we facilitate all children’s developmental levels by providing a 
leisure-based program that focuses on each child’s strengths, needs and interests.   
 
Our early learning program is based on the My Time Our Place Framework.  We believe that all 
aspects of the development of young children are interrelated. The optimal development of a young 
child depends on the nurturing of positive, supportive and individual relationships with both adults 
and peers. Our staff engage children in and encourage a collaborative approach to learning to 
ensure the best possible outcomes for all children. The Framework draws on conclusive 
international evidence that children learn and develop the skills and behaviours required for active 
citizenship in a wide range of settings.  
 
This handbook provides you with information about our Community. Please feel free to extend 
your knowledge of our service through contact and discussion with the Principal, Assistant Director, 
Educators and other members of staff. We value your support and contributions. To ensure we 
provide the highest quality care and education, we follow established guidelines, policies and 
procedures, inspired by early learning theorists including Reggio Emilia, Piaget, Vygotsky, Gardner 
and Montessori. 
  

At Mother Teresa Catholic Primary School OSHC Educators will: 
• Recognise children as having a strong sense of identity, as being dynamic, competent, 

creative, curious, autonomous individuals who are connected with and contribute to their 
world 

• Cater for the diverse needs of all children 
• Interact positively with all children, believing in their success 
• Use questioning skills and conversations to extend knowledge and thinking and actively 

engage with children 
• Provide encouragement and be supportive of children and their needs at all times 
• Act as facilitators of learning 

• Role model positive behaviour 
• Build meaningful relationships with families, providing a link between the child and the 

family, in order to actively share information 
• Ensure the provision of a quality environment for children and families 
• Work as a team to lay the foundations of a quality early learning program 

 
At Mother Teresa Catholic Primary School OSHC parents will: 

• Be given recognition as being the child’s first and most influential contact with their world 
and the people in it 

• Be encouraged to participate in the program and be an active part of centre life 

• Be aware and take responsibility for the vital role that they play in their child’s learning 
• Be encouraged to make valuable contributions to the program 
• Be a part of developing reciprocal relationships with Staff and the centre as a whole 
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The program at Mother Teresa Catholic Primary School OSHC: 

• Provides leisure-based learning 
• Welcomes interaction and participation between the School and the OSHC 
• Provides for excursions where children are able to apply and test knowledge in real life 

situations 
• Recognises the importance of home and family and understands that adults are learners 

too 
• Is inclusive and stimulating and exploration and discovery are valued 
• Is both planned and emergent 
• Is child-centred, based on the strengths, needs, interests and abilities of children 
• Occurs both indoors and outdoors, with a natural flow between the two 

• Is leisure based, the framework conveys high expectations for all children’s play and leisure 
activities in school age care settings 

• Is regularly reflected upon 

• Values and includes the contributions of children and families 
• Provides opportunities for developing children’s self-expression and confidence in creative 

art, drama, music, movement and dance 
• Is based on the My Time Our Place Framework 
• Recognises, reflects and draws on the work and beliefs of many educational theorists 

including the Reggio approach, Piaget, Vygotsky, Gardner and Montessori but most 
importantly is influenced by the children, families and Staff who make up the centre. 
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STAFF LIST 
 

Nominated Supervisor Mrs. Michelle Garbutt 
Director Mrs. Cherry Grant 
Finance Officer Mr. Neeraj Khetarpal 
Booking Officer Ms. Jessica Stacey 
OSHC Educators/ Staff 
Members 

Please see entrance wall for all educators’ names and 
photos 

 
All our staff are dedicated to providing your child with quality care and education. Relief staff may 
be employed when permanent staff are sick or on holidays. All staffing levels are set in accordance 
with the Child Care Act and Regulations 
 

Hours of Operation: 
Before School Care  7:00am – 8:00am 
After School Care   2:45pm – 5:45pm 
Vacation care         7:00am – 5:45pm 
Closed on all NT Public Holidays. 
Closed for two weeks over Christmas and New Year including public holidays (no fees are charged) 
and 1 Day Staff PD before term 1 commences. 
 

2026 Fees 
Before School Care 
Daily    $17.00 
Weekly (fulltime)  $85.00 
Permanent Full time:  Monday to Friday 
Permanent Part Time: Regular days 
Casual:   $25.00 
As needed – contact office/ Please be aware that 2 working days’ notice is required (except          
weekends & public holidays) to ensure we have room and staffing numbers.  
 
After School Care 
Daily    $30.00 
Weekly (fulltime)  $150.00 
Permanent Full time:  Monday to Friday 
Permanent Part Time: Regular days 
Casual:             $34.00  
As needed – contact office/ Please be aware that 2 working days’ notice is required (except          
weekends & public holidays) to ensure we have room and staffing numbers.  
 
Vacation Care   $90.00 
Full time    $450.00  
Excursion Fee                 $20.00 
 
Admin fee on Overdue Accounts - $10.00 

• To be charged if accounts are over $300.00. To be included in the invoice. 
 
 

• Please contact the Finance Officer as soon as possible if there are any difficulties meeting 
payment commitments. 
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Fees are reviewed annually in light of the budget.  The Director, in consultation with the School 
Board, the CEO and other CEO Early Childhood facilities sets the fee level.  Parents will be given 
notice of any fee increase before 1st of September of the current year. Acceptable mode of 
payments – direct debit, EFT and credit card. Statements and invoices are issued via Xplor. 

 

Childcare Assistance 
The service participates in the Child Care Management System (CCMS).  Guidelines in claiming and 
administering Childcare Benefits as directed by the Family Assistance Office and other Government 
bodies will be followed.  The service is registered with the National Childcare Association Council 
and participates in the Quality Framework and Accreditation System.   
 
It is a parent’s responsibility to have their eligibility for Childcare Assistance assessed by Centrelink.  
Childcare Assistance will be deducted from fees in accordance with Commonwealth Department of 
Health and Family Services requirements.  
 
Childcare benefits cannot be deducted from fees until the assessment notice from the Family 
Assistance Office is received with the child’s own CRN.  Family benefits are not credited to your 
account unless CRN numbers are provided by families on enrolment forms. 
 

OSHC Security Deposit/ Advance Payments 
Before commencing, a deposit equivalent to one (1) week fee of the year of intake (e.g. 2026 
intake) is payable to the school. This amount will serve as a security bond and cannot be used to 
pay arrears. The amount will be refunded back to the family after the student terminates his/her 
enrolment with the service. 
 
Before and after school care regular booking - $235.00 (full time and/or part-time) 
After school care only - $150.00 (full time and/or part-time) 
Before school care only - $85.00 (full time and/or part-time) 

 
Absences 
Please notify office of all absences. (These are paid days) 
 

Allowable Absences 
Each child is entitled to forty-two (42) allowable absences per financial year (including public 
holidays). Full fees are charged during Public Holidays. For more information, please contact 
Centrelink. 
 

Parents Electronic Sign In/Out (ESI) 
When arriving the centre, enter your mobile number and PIN number or use the QR code on the 
sign iPad. If you have not yet created a pin via your Xplor, please contact us at 
MT.OSHCAdmin@nt.catholic.edu.au. 
 

Change of Booking Days 
Written notification is required at least two (2) weeks in advance.  We will endeavour to change 
days, but it will depend on availability of places. 
 

End of Care/ Termination of Enrolment 
Written notification is required at least two (2) weeks, or more, prior to the child’s last day. An exit 
interview may be required to be booked prior to the last day, and accounts will need to be settled 
before students last day.   
Please use notification change of days, holidays and termination form. 
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Arrival and Pick Up 
To ensure that children arrive and depart safely and happily we ask that: 

• Children are escorted to a staff member on arrival  
• Your child’s arrival and departure is acknowledged with a staff member. 
• Parents/guardians sign children in and out on the register each day (this is an important 

legal document, and also ensures we have an accurate roll in the case of an emergency 
evacuation). 

• If you are unable to collect your child, please email us to inform staff as to who will be 
picking up your child.  This person should be an authorised person noted on your child’s 
enrolment form on Xplor and will be asked for identification on arrival. 

• Late pick up fee of $50.00 will be charged at 5:45pm and $1.00 per minute after. During 
Vacation care late pick up fee will change to $50.00 at 5:45 plus $5.00 per minute after. 

 
Please note that the centre is not legally open until 7.00am, therefore you cannot drop your child 
off any earlier than this.  If you are going to be late any time, please contact the office. The centre 
closes at 5:45pm. 
 

Car Parking 
Please ensure you park in marked bays and NOT the “Kiss and Go” area. 
 

Changes to Information 
Please notify us promptly of any changes to information regarding your child.  Change of contact 
numbers, address, employer and persons authorised to collect your child are most important so 
that we are able to contact you at all times. 
 

Excursions 
We believe that excursions are an integral part of children’s learning. We have a local excursion 
form which all parents sign on enrolment. This gives staff permission to take your child to the 
library, assemblies, school oval etc all of which are within the Mother Teresa School premises. 
Excursions out of school premises require parents to sign a permission slip before your child can 
attend.  Parent participation is highly appreciated when taking groups on excursions to assist with 
supervision and share the learning! 
 

Clothing 
All children are required to wear Mother Teresa School Uniform. Please include a spare set of 
uniform in your child’s bag. Children must wear a school hat and sunscreen at all times when 
outdoors.  Please inform staff if your child is allergic to any sunscreens.  Please provide a school 
hat with your child’s name clearly written on it.  Please label all items clearly. During holiday care, 
children can wear casual clothes (sun safe) and closed in shoes. On excursion days, children are 
to wear full uniform. 
 
Uniform can be purchased from CFS Gear 1/422 Stuart Highway, Winnellie NT. 
 

Lost Property 
Please check the lost property box regularly.  Naming all items including socks, shoes and 
underwear can help staff in locating owners of lost property.  The Lost Property Box will be emptied 
at the end of each term. 
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Treasures from Home 
Children are not permitted to bring toys from home to the centre.  Toys from home cause 
unnecessary conflict between children and they tend to get lost or broken.  If toys are brought in, 
they will be taken away on arrival and put in the children’s bag. 
OSHC Toys and equipment– If broken on purpose, toy will be charged for parents to pay.  
 
Management of unwell children 

● To safeguard the health of other children and staff members, sick children cannot be 
admitted to the centre. Child/ren who have been administered masking analgesics 
including any paracetamol, ibuprofen or compound pain killers not prescribed by a 
doctor prior to entering the service, cannot be accepted for care by the service on that 
day. 
● A child who has the following cannot be admitted:  

1. ear, eye or discoloured nasal discharge 
2. an undiagnosed rash 
3. high temperature, that is 38 degrees centigrade or higher 
4. infectious sores or diseases (children need a doctor’s clearance before re-

admittance) 
5. vomiting and/ or abnormally loose bowel actions for that child (exclude for 24 

hours after last bout, 48 hours if norovirus) 
6. any obvious signs of ill health (coughing, shortness of breath, fatigue, congestion, 

children with asthma - obvious difficulty breathing, rib retraction, etc) 
7. children who have been given prescribed medication for example antibiotics for 

their medical condition need to be at home for 24 hours after the first dose before 
returning to the service in case of a reaction or other side effect 

8. staff with any of the above symptoms will not attend work or will be sent home 
if they start to display these symptoms at work. 

• To prevent illness in other children and staff, refer to the recommended minimum exclusion 
periods in the following publication: National Health and Medical 

• Research Council, Staying Healthy: Preventing infectious diseases in early childhood 
education and care services (6th edition) 2024 Staying healthy: Preventing infectious 
diseases in early childhood education and care services - 6th Edition 

• If your child has recent respiratory symptoms, you may be asked to refer to your doctor for 
a COVID test and wait for a clearance before entering the service. 

 
Onset of Illness at the centre 
● If a child has a high temperature that reaches 37.5 degrees, parents will be notified and 
the child’s temperature will be monitored. Once the child’s temperature reaches 38 
degrees or over the parents will be notified and if the parents or other emergency 
contacts have not responded, or cannot collect their child, an ambulance/ clinic will be 
called. Physical steps to try to reduce the child's temperature will be taken, i.e. removing 
excess clothing, laying the child in a cool place and encouraging the child to drink cool 
water. 
● In the event of an outbreak of an infectious disease, staff, families and visitors will be 
notified immediately to help minimise the number of children or staff that become 
unwell. This will be communicated to all parents as soon as possible including the name 
of illness/disease, symptoms of illness/disease, and exclusion period as per Staying 
Healthy in Childcare guidelines. The Health Department, Approved Provider and WHS 
Manager will be notified regarding the outbreak of the infectious disease. 
● Staff will recommend that parents seek medical assistance and a Doctor's Clearance 
will be needed for re-admittance to the centre. 
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Condition Exclusion From The centre 

Chicken Pox Exclude until fully recovered or for at least five days after the 
spots (eruption) first appear. Please note that some remaining 
scabs are not a reason for continued exclusion. 

Conjunctivitis Exclude until discharge from the eyes has ceased. 

Diarrhoea and 
vomiting 
(gastroenteritis) 

Exclude until bowel motions have returned to normal and at least 
24 hours after the last abnormal bowel motion. 

Diphtheria 
 
 

Exclude until a medical certificate of recovery is received 
following at least 2 negative throat swabs, the first not less than 
24 hours after finishing a course of antibiotics and the other 48 
hours later. 

Discoloured Eye or 
Nose Discharge 

Exclude until no coloured discharge from eye or nose. 

Head Lice Exclude until the day after appropriate treatment has started. 

Hepatitis A  
 

Exclude until a medical certificate of recovery is received, but not 
before seven days after onset of illness or jaundice. 

Impetigo 
(School Sores) 

Exclude until treatment has commenced. Sores on exposed 
surfaces should be covered with a watertight dressing. 

Influenza  Exclude until child feels well. No coloured discharge from the 
nose. 

Measles Exclude for at least four days after the onset of the rash. 

Mumps Exclude for nine days or until swelling has gone (whichever is 
sooner). 

Ringworm Exclude until the day after appropriate treatment has started. 

Rubella 
(German Measles) 

Exclude until fully recovered or for at least four days after the 
onset of the rash. 

Whooping Cough 
(Pertussis) 

Exclude for 14 days after onset of illness, or after completing five 
days of antibiotic treatment, and a doctor certifies that the person 
is no longer infectious. 

 

Children taking the first dose of anti-biotic will need to remain home for the first 24 hours after the first 

dose. 

 

Hygiene 
Strict hand washing procedures are implemented.  Children are encouraged to wash and dry their 
hands, before and after meals, after using the toilet and after messy activities.  We would 
encourage you to continue this practice at home. 

 

Nutrition 
Afternoon tea is provided. Water is available at each mealtime and cold water is freely available.  
Children are encouraged to drink regularly from the bubbler during the day. Children should not 
come in with lollies or poppers, we encourage healthy eating in the centre. Please be aware of 
allergies in the centre. 
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Medicine Administration 
Prescription medicine will only be administered to your child whilst they are at the centre.  No other 
medicine will be administered whilst your child is attending the centre. 
 
If your child requires prescription medication, the medicine register must be completed and signed 
by the parent.  Once the medication has been administered, the staff member doing so will sign 
to indicate that it has been carried through.  This procedure is to be completed on a daily 
basis, even if medication is to be administered for more than one day.  The medication 
must be in the original named container. 
 
Medical Management Plans are required from the child’s doctor for children at risk of Anaphylaxis, 
Asthma, Epilepsy or Diabetes. This is reviewed every 6 months and needs a new plan yearly. 
 
For accountability, all medication will be administered by one staff member while being witnessed 
by another staff member. Staff are unable to administer medication without written authority from 
a parent or guardian or if there is no pharmaceutical label on the medication. 
 

Accidents/ Incidents 
Staff members record any accidents on an Accident/ Incident Form.  If your child has been hurt 
during the day, you will be asked to sign this document at the end of the day, so that you are 
aware of any incident involving your child throughout the day.  If necessary, you will be contacted 
to collect your child.  If you cannot be contacted, your emergency contacts will be called.  If they 
are unable to be contacted, we will seek medical attention for your child. Any medical expenses 
incurred will be the parent’s responsibility. Children that seek medical assistance from GP, 
Emergency dept or dentist, parents will need to notify the service as we have 24 hours to notify 
Quality Education and Care NT for all serious incidents.  
 

 
POLICY STATEMENT ON PROFESSIONALISM 
The quality of care for children, good relationships among educators, the confidence of parents 
and the reputation of the Service all depend on the professional attitude and behaviour of the 
educators and management. This policy aims to provide clear guidance to educators about the 
standards the Service requires as a condition of employment. 
 

POLICY ON HEALTH AND SAFETY 
The Mother Teresa Catholic Primary School OSHC aims to provide a healthy and safe environment 
in which children can play and explore their world free from harm. All people in the Community 
will always follow preventative measures. 
 

POSITIVE RELATIONSHIP WITH CHILDREN 
Our basic approach to supporting children’s behaviour is building positive relationship with the 
child. Positive encouragement, redirection and reasoning are used to help develop appropriate 
behaviours. Discipline will always be appropriate to the developmental level of the child. 
 
Any unsafe behaviour towards staff or other children, e.g. swearing, punching, kicking, spitting will 
be sent home, and a re-entry interview is required. 
 
 
 
 



 
 

 

 

11 

CHILD PROTECTION/ MANDATORY REPORTING. 
The Mother Teresa Catholic Primary School OSHC has an obligation to all children attending the 
service to defend their right to care and protection.  To support this right, the service will follow 
the procedures set down by the Northern Territory Government and the Catholic Education Manual 
when dealing with any allegations of abuse or neglect of children, to ensure the child’s and other 
children’s protection. The Service also has a responsibility to its employees to defend their right to 
confidentiality. 
 
POLICY STATEMENT ON GRIEVANCE PROCEDURES 
The Mother Teresa Catholic Primary School OSHC fosters positive and harmonious relationships.  
Solutions are sought to all disputes, issues or concerns that affect the operation of the service in 
a fair and prompt manner. 
 

CONFIDENTIALITY 

Every employee, management committee member and member of the operating body 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, how this information may be 
accessed and who has a legal right to know particular information. 
Confidential conversations that educators have with parents, or the Director/Coordinator has with 
educators, will be conducted quietly away from others. 
 

POLICY STATEMENT ON CHILDREN'S PROGRAM 
Mother Teresa Catholic Primary School OSHC Centre program follows My Time Our Place 
Framework and is focused on the development of each child’s social, spiritual, physical, emotional 
and intellectual potential, including language skills and creativity and is designed to cater for each 
child’s individual needs.   
 
Children’s input is actively sought for planning, implementation and evaluation of the program. 
All children attending Mother Teresa Catholic Primary School OSHC are given first hand experiences 
to actively explore and learn from.  The routines and activities are based on each individual child’s 
interests, abilities and needs.  Mother Teresa Primary School OSHC provides a safe and stimulating 
environment.  Children are actively involved in program planning, implementation and evaluation 
processes. 
 
Staff work collaboratively to develop the program which reflects the philosophy and goals of the 
service. Our aim is to create an atmosphere and environment responsive to the needs of each 
individual child and to the group as a whole. 
 
Staff are provided with opportunities to further their knowledge of child development theories and 
practice. 
 
All staff are 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 program is balanced, providing a range of indoor/outdoor experiences, quiet/active times and 
settings, structured/unstructured activities and opportunities to learn and practice life and social 
skills. 
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What is Documentation? 
• Records that are interpreted 
• Include: photographs, transcripts, video tape, sound files 
• Public displays that explain something subtle 

• Take the form of: panels, websites, CDs, sheets, videos 
• Documents that are created to explain 
• Documents that elicit comments and reflection 
• Graphically designed to present the process of learning 

 
 

Why Document? 
• To help parents be aware of their children’s experiences 
• To maintain parental involvement 
• To help teachers understand better their own work 

• To promote professional growth of the teaching staff 
• To facilitate a wider exchange of ideas among educators 
• To help children be aware that their effort is valued 
• To create an archive that traces the history of the school 
• To reveal the process of learning together 

(adapted from Lella Gandini, 1993) 
 

Immediate Uses of Documentation 
• Making children’s ideas visible 

• Revisiting with the children 
• Providing continuity for discussions 
• Planning possibilities for other activities 
• Going public with your good work 

 

EMERGENCY DISASTER PLAN 
Emergency evacuation procedures are clearly displayed near the main entrance and exit of each 
room and are followed in the event of fire, natural disaster or other emergency.  
 
Safety and evacuation drills involving educators and children are held every three months when 
most children are present.  All alarms must be treated as real and responded to 
immediately 
 
 

CYCLONE PROCEDURE 
In the event of an official announcement of school closure due to imminent cyclone threat, children 
must be collected by parents. Children are marked off when picked up. Children not collected 
within 60 mins will be supervised in the staff room for a further period of time. In the event parents 
are not contactable children will be taken to the nearest cyclone shelter. 
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PRIORITY OF ACCESS GUIDELINES 
It is important for services to allocate places to those families with the greatest need for childcare 
support. The Australian Government has Priority Access Guidelines for allocating places in these 
circumstances. 

• Priority 1 – a child at risk of serious abuse or neglect 
• Priority 2 – a child of a single parent who satisfies, or of parents who both satisfy the 

work/training/study test (under section 14 of the A New Tax System (Family Assistance) Act 
1999) 

• Priority 3 – any other child 
Within these main categories, priority should also be given to the following children: 

• children in Aboriginal and Torres Strait Islander families 
• children in families which include a disabled person 
• children in families on low incomes 
• children in families from culturally and linguistically diverse backgrounds 

• children in socially isolated families 
• children of single parents. 

There are some circumstances in which a child who is already in a childcare service may be required 
to leave the service: 

• Where a service has no vacant places and is providing childcare for a child who is a Priority 
3 under the Priority of Access Guidelines, the service may require that child to leave the 
childcare service in order for the service to provide a place for a higher priority child, but 
only if: 

• the person who is liable to pay childcare fees in respect of the child was notified when the 
child first occupied the childcare place that the service followed this policy, and 

• the service gives that person at least 14 days’ notice of the requirement for the child to 
leave the childcare service. 

 


