JUNIORS
VACATION CARE
@ LYONS

NEW Parent Handbook &
Enrolment Forms
January 2012

SCHOOL HALL
Lyons Early Childhood School
Tarraleah Cres, LYONS

" Cost: $63 per day mcludmgw
(CCB available)

" Bookings open 28" November



Important Contacts:

e Bookings and enquiries

Ph: 6234 6832

Email: sac@wcs.org.au,

Fax: 6285 1322

Postal address: PO BOX 35, WODEN, ACT 2606.

e All account enquiries are through Talha
Syed in the Childcare Accounts Team.
Ph: 6234 6858, email:

sacaccounts@wcs.org.au

e Program is located in the School Hall at
Lyons Primary School
Ph: 0437 112 788

e CCB Approval ID: 1-6PX-4241

Program Coordinators:

Michael Aisbitt
Linda Balding
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OUR PHILOSOPHY

“To providle a vecreationally based school age cave service which
Ls safe, caring, friendly, fun and meets all statutory
reouirements’

PHILOSOPHY OBJECTIVES

Objectives
Staff will work together as a team, participate in appropriate training and learn new skills to

achieve the following objectives;

1. Safety
The staff will implement
o The Occupational Health and Safety Policies of Woden Community Service Inc

o All ACT Childcare Services Standards including

Health and Hygiene practices

Supervision of children

Administering medication

Maintaining correct staff to child ratios

Cleanliness and maintenance

All emergency evacuation procedures

g. Any other legislative requirements relating to safety for children

"D OO0 T

2. Caring

o Staff will exhibit high professional standards to provide an example to children.

o Staff will treat all children with dignity and respect and encourage all children to show
mutual respect for each other.

e Children are encouraged to maximize their cognitive, emotional, social and physical
development by exploring and learning

e Staff will encourage behaviour which promotes positive self esteem and resilience
amongst all the children. While self expression is important children are also
encouraged to respect the personal space and property of all those participating in the
programme.

e The programme will offer equal opportunity for all children to be included and to
develop additional skills with new experiences and stimulating activities.

3. Friendly

e The staff will facilitate positive and respectful interactions and effective communication
between staff and staff, children and children, staff and children and staff and families.

e The staff will relate to parents and children in a warm and friendly manner.

e The staff will promote the professional standing of the service in the school and wider
community. This will be done by facilitating good communication between the service,
parents and the community.

4. Fun
The staff will encourage a relaxed and happy atmosphere enabling children’s
spontaneity and creativity.
e There will be many choices of activities available for children.
Children’s ideas will be encouraged and implemented wherever possible.
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5. Catering for individual needs

e The service recognises the importance of middle childhood and the value of play and
will cater for the unique individual needs of all children attending programmes including
differences of gender, ability, interests and cultural and family background.

e All children will be consulted and their ideas implemented in designing programmes
and activities.

o Staff will allow for the ever changing needs, interests and abilities of the children when
designing activities and facilitating communication at the service.

e Children will be given the opportunity to and be encouraged to participate in any of the
activities available — no child will be discriminated against on the grounds of gender,
culture or ability.

6. Guiding Behaviour

e Staff will model and teach appropriate behaviour — eg speak to each other and children
in a respectful way, encourage children to speak to each other in the same respectful
manner.

e Staff will encourage children to resolve conflicts between each other and help children
gain skills in problem solving.

¢ Staff will involve children in making rules for behaviour at the service and in deciding
on consequences for not obeying the rules.

e Staff will involve families and appropriate school staff where behavioural management
plans need to be implemented.

7. Management and Training

e Staff will be given opportunities to participate in appropriate training to further their
professional development.

e New staff will be given induction training and encouraged to undertake professional
training via traineeships.

o All staff will be given support where needed and have access to consult with managers
to resolve any issues which may arise.

Developed 2000, revised 2003, revised 2005, revised Nov 2007. (Written in consultation with WSC Management, Staff, Families,
ACT School Age Care Conditions for Approvals in Principle and Licences 2000, Children’s and Young Peoples’ Act 1999 and the
National Childcare Accreditation Council 2003). Revised March 2010 in consultation with The ACT Childcare Services Standards
2009, WCS Staff and Parents.
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Juniors Vacation Care communiry

SEeRvice Inc.

PARENT’'S INFORMATION BOOKLET

Welcome to Woden Community Service’s Inc (WCS) Junior Vacation Care Program at Lyons Early
Childhood School. Our programs are recreationally based and regulated by the Children’s Policy and
Regulation Unit. WCS provides an inclusive environment that recognises variation in children’s ability,
backgrounds, family structure and culture. We aim to provide experiences that value and respect all
similarities and differences. Children with additional support needs are encouraged to participate in all
our program and activities.

Background:

1. This booklet provides information about booking arrangements, fees and payment of accounts,
policy and procedures and other relevant details. Please let us know should you require
additional information or have any questions.

2. As managers of the SAC Program, WCS aims to deliver high quality care to all children attending
the program. We work closely with families, the school and community and encourage
suggestions and feedback on all aspects of the program.

3. Our staff have been selected to ensure children attending our programs have the best quality
care in a safe and friendly environment. Staff ratios are determined by statutory regulations.
Current ratios are one staff to every eleven children at the Program, one staff for every eight
children on excursions and one staff for every five children for swimming excursions, with a
minimum of two staff present at all times. Please note that as child care professionals we are
mandated to report any incidences of suspected child abuse.

4. The SAC Program works within the School Age Care Framework My Time, Our Place and is
approved under the National Quality Standards. This ensures a quality program is maintained
through the process of continual improvement. Family participation in the Continuing
Improvement of the Service is encouraged and appreciated greatly.

5. The Junior Vacation Care Program caters for children from Kindergarten — year 2. Children may
only attend once they have attended primary school.

Excursions

6. All excursions are compulsory and run daily throughout the school holidays. Excursions fees are
included in the daily fee and will not be refunded regardless of whether children attend.

7. Please check excursion departure times on the program as these times are strictly adhered to.
Any notice of changes to the excursion will be posted at the program. Children who have not
arrived prior to excursion departure will be contacted by telephone and alternate arrangements
made.

8. Children should not bring extra money on excursions.

Transport

9. For external excursions, transport will be provided by Kiers Buses. Please be aware that there
are no seat restraints on Kiers Buses.

10. For local excursions within the Woden area, children will either walk or catch the Community Bus
where available.

11. Our wet weather plan for local excursions is to utilise ACTION buses.
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Enrolment Form and Fee Payment Form

12.

Attached are the January 2012 Enrolment Form and Fee Payment Form. Please complete and
return both to the School Age Care Directors, WCS Central Office by email on sac@wcs.org.au,
faxed on 6285 1322, posted to P.O. Box 35 WODEN ACT 2606 or in person at 26 Corinna St,
WODEN. Ph: 6234 6832. Please note: Enrolment Forms must be completed in full before your
child can attend.

Booking Information and Fees

13.

14.

15.

16.

17.

18.

WCS's Vacation Care Program runs on a not-for-profit basis and relies on fees to meet expenses.
Fees are set at the lowest level possible while ensuring high quality care for your children.

Fees are charged at $63 a day, with Child Care Benefit and Childcare Rebate available.
Excursions are included in this amount. Payment is required once an accounts statement is
sent out. Account Statements will be sent out in the week after care is used.

All bookings must be completed through WCS Central Office. All bookings will close at 5pm on
Wednesday 21 December for the January 2012 Vacation Care period. They will re-open again at
9am on Tuesday 3™ January 2012.

Once bookings are received all available days marked on the enrolment form will be

charged. Spaces are strictly limited. There are no cancellations. All Bookings must be
confirmed with the Director the following day, contact details at paragraph 12 above.

Account Statements are sent to email or postal addresses, as indicated by families on the Fee
Payment form. Please see the Fee Payment Form for additional information.

If you wish to claim Child Care Benefit or a Tax Deduction Lump Sum you must have a correct
Customer Reference Number (CRN) and Date of Birth (DOB) for both yourself and your child.
Your CRN can be obtained from the Family Assistance Office (FAO).

Contacts

19.

20.

The Directors of School Age Care and the Vacation Care Program are Nila Chaleune and Katie
Crawford, based at WCS Central Office.

If your child is booked for care but will not be attending, please notify the School Age
Care Directors by phone on 6234 6832 or 6234 6831, fax 6285 1322 or email sac@wcs.org.au.

Fees will still be charged.

Operating Hours

21.

22.

23.

24.

Please be aware that the Junior Vacation Care program will be closed 22" December- 8"
January. If you require care from the 3™ January - 6 January the Garran Vacation Care
Program will be operating. Please speak to the SAC Directors, contact details at paragraph 13 for
booking details.

Lyons Vacation Care is not open between 22" Dec - 8" January. Garran Vacation Care will be
operating from the 3™-6" January and Junior children may attend this program for that week.

The Vacation Care Program Operating Hours are:

Week One: Tuesday 3™ Jan - Friday 6" Jan (Garran Only)
Week Two: Monday 9% Jan - Friday 13" Jan
Week Three: Monday 16" Jan - Friday 20" Jan
Week Four: Monday 23™ Jan - Friday 27" Jan (Thursday public holiday)
Week Five: Monday 30 Jan - Friday 3™ February
The Program operates from 8am to 6pm.
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Arrival and Departure

25.

26.

27.

It is a legal requirement that children are signed in and out of holiday program by a family
member or authorised guardian. This person must be over the age of 18 years.

For the safety of children, only those nominated on the enrolment form will be authorised to
collect your child. Enrolments will not be accepted without emergency contacts who are
authorised to collect children in the case of an emergency. In the case of an emergency, a
parent/guardian is to contact the program and provide details of the changes to arrangements.

If we are unable to contact either the parent or a person nominated by the parent on the
enrolment form, to arrange collection of the child/ren in the case of emergency, then we will
contact ACT Care and Protection Services.

Program Closing Time and Late Fees:

28.

29.

Please be aware the Program closes at 6:00 pm. A late fee is incurred for children collected after
6 pm. The fee is $15 per child for every 15 minutes or part thereof and will be added to your
account. The late fee is strictly adhered to, as two staff members are required to remain at the
program until all children are collected.

If we are unable to contact either the parent or a person nominated by the parent on the
enrolment form, to arrange collection of the child/ren within an hour of the program closing,
then we will contact ACT Care and Protection Services or the Police to take responsibility of your
child.

Non-attendance at the Program:

30.

31.

If your child is booked in for a day, but will not be attending, please contact Nila Chaleune or
Katie Crawford on 6234 6832. The Program can also be contacted directly on 0437 112 788.

There are no refunds or credits for cancellation of days. There can be no exchange of
days. Any extra days of care must be paid for in addition to those previously booked.

Family Communication:

32.

Staff meetings are held on a regular basis and decisions about the Program's objectives, policies
and practices are made in consultation with families and the community. Feedback and input is
encouraged and appreciated. Feedback and suggestions can be made through suggestion box,
verbal, parent comment books, emails, telephone and letters. Please contact program staff
regarding any suggestions you have.

Grievances Procedure:

33.

Families are encouraged to communicate to the Program Coordinator any concerns as early as
practical. It is Woden Community Services Policy that grievances be resolved within the Program
as much as practically possible. If the outcome is not satisfactory then families may approach
the SAC Directors based at WCS central office (contact details at paragraph 12 above). If the
complaint still cannot be resolved then the Children’s Services Manager and the WCS Director
will become involved. Concerns will be addressed in accordance with Woden Community
Service’s Grievance Resolution Policy and Grievance Resolution Guide for Clients. The aim is for
a consultative process and a positive resolution for all involved. If the concern cannot be
resolved then families have the option to report the matter to the ACT Children’s Policy and
Regulation Unit or the Children and Young People Commissioner.

Policies:

34.

The Program’s policies comply with National Quality Framework. These include the policies and
procedures of the Woden Community Service and are reviewed on a regular basis with input sort
from staff, families and the community. A full list of policies is included below and policies are
available at the program at all times. If you unable to find a copy please inform the Coordinator.
Here are a list of policies and procedures:

Parent’s Information Book, Vs 1, March 2011, updated June 2011, updated Nov 2011.
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Philosophy | Transport Confidentiality | Inclusion Programming | Nutrition Hygiene Health First Aid
Supervision | Sandpit Fee Payment OH&S Active Play Nut Free Asthma Enrolment Credit
Grievance Injury & Missing Animals & Purchase & Food Reviewing | Unexpected | Medication
Procedure Incident Children vegetation Maintenance Handling Policies Children
Philosophy | Ambulance Child Medical Hazardous Sun Staffing Staff Record of
Objectives Procedure Protection Emergency Material Smart Policy Recruitment | Attendance
Bodily Behaviour Threats by Staff Children Risk Bomb Critical Death
Fluids Management | Unknown Meetings Requiring Mitigation | Threat Incidents
Procedure Persons Policy Additional

Support
Electronics | Excursion Feedback Allergies Diversity and

Inclusiveness
Nutrition

35. Children must bring morning tea, lunch and drinks. WCS recommends that lunches be sent in

36.

37.

insulated lunch packs.
A light snack for afternoon tea is provided. This will usually consist of children’s cooking.

Consideration is given to any children who have special dietary needs and the menu will be
adjusted accordingly. Please ensure that you note any allergies or special requirements on your
enrolment form. Please note that all of our programs are NUT FREE at all times, please refer to
our nut free policy.

Behaviour Management

38.

39.

40.

41.

The standard of behaviour expected of children is similar to what is expected at other care
settings and school. We expect children and staff will be treated with respect and dignity.

The program has standards or ‘rules’ are formulated by children and staff. The basis for these
rules are:

() No-one is to be hurt by others.

(i)

Property is to be treated with respect.
All staff working in Vacation Care are required to act positively, consistently and fairly.

Effective behaviour management begins with the prevention of inappropriate behaviour by
offering a flexible, age appropriate program in a safe and caring environment.

Steps that may be taken to quide children’s behaviour: (Please note that depending on the
incident these methods may not be used in sequential order)

QUIET TIME- Children are to be warned if their behaviour is inappropriate. If the behaviour
continues then a five-minute cooling down time (or longer if child chooses) will be implemented.
Children should not be isolated or left unsupervised. Staff are to debrief with the child over
incident.

INFORM PARENTS- When appropriate, parents to be informed when behaviour management
procedures are implemented. At the discretion of the Coordinator, an incident report will be
completed, sighed and sent to the office.

DEVELOPING & IMPLEMENTING STRATEGIES- If inappropriate behaviours persist, the
program will work closely with parents/carers to develop and implement behaviour
management strategies that cater to individual needs. The continual necessity for the first 2
steps indicates that there is a requirement for documentation (WCS Incident Form). Parents
need to read and sign these forms before they are handed to the office. In extreme cases these
reports may also be sent to the Children’s Policy and Regulation Unit.

WITHDRAWAL OF PRIVILEGES- If unacceptable behaviours continues and the desired
outcomes have not been achieved then advice will be sought from SAC directors as well as
other external organisations such as the PSC and the BCS Behaviour Support Team. In these
cases children may be withdrawn from privileges such as excursions or special activities.
PERSONAL CONTRACTS & EXCLUSION FROM THE PROGRAM- This step is taken when the
procedures listed above have not resulted in a positive outcome. Parents/Carers, the child(ren)

and representatives from WCS (SAC Director & Coordinator) will meet and discuss options and
Parent’s Information Book, Vs 1, March 2011, updated June 2011, updated Nov 2011.
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strategies for the child. With consensus from all parties, a Personal Contract will be drafted and
then implemented. Any breach of this contract will result in parents being asked to withdraw
their child from the program.

PLEASE NOTE: that in extreme cases (and at the discretion of the coordinators )where
children are putting themselves, staff and/or other children at risk of harm, parents will be
called to collect a child from the programme (within 30 minutes of contact).

WCS is committed to the principles of access and equity and can assist with extra support for children.
WCS has a social worker/counsellor who is available to speak with parents. Parents are reminded to
refer to the grievance procedures mechanism as outlined in the Parent Handbook at
paragraph 31.

Immunisation, Infectious Diseases and Exclusion Policy:

42.

43.

Parents are encouraged to have their children immunised according to the recommended
schedule. Children not immunised will be excluded during outbreaks of infectious diseases as per
Programs Exclusion Policy.

At all times children will be asked to be vigilant with their own hygiene practices.

Unwell Children:

44. Government regulations require the Program refuse admission to any child suffering from an
infectious disease, illness or condition that may prejudice the health of other children attending
the program.

45, Staff reserve the right to refuse admission to a child they believe is unwell. If a child becomes
unwell at the Program, families will be notified immediately to collect the child.

46. Symptoms such as vomiting, high temperature and diarrhoea are considered serious and
families will be advised to keep their child at home for a 24 hour period or until the symptoms
are no longer evident.

Medication

47. Panadol or similar will nhot be administered.

48. If your child is prescribed an antibiotic or homeopathic medication they are required to remain at
home for the first 24 hours of treatment.

49. If any medication is to be administered at the Program, please complete the medication form
available for this purpose.

50. The First Aid Officer will administer medications. Medication will only be accepted in its original
container. Please note that medication can only be administered as per the instructions on the
label. Medication will not be administered if the requested dosage is higher than recommended
on the container or if the child’s name is not on the container. Medication will only be given at
the prescribed intervals.

Clothing

51. Please ensure that children are wearing appropriate clothing and footwear for the days planned
activities and excursion. WCS recommends wearing shirts that cover shoulders.

52. In line with our Sun Smart policy, hats and sunscreen are compulsory for outside play, except in
the months of June and July. Children who do not have hats will only be able to play in
shaded/undercover areas. Sunscreen is provided at the program, please ask your coordinator or
see display for the brand used. WCS encourages covered shoulders at all times.

53. Wet weather and warm clothing would be appreciated in the cooler months.

54. Lost property is kept at the program until the end of the holidays. It is kept near the sign out

area. Any lost property after this period will be donated to local charities.
Parent’s Information Book, Vs 1, March 2011, updated June 2011, updated Nov 2011.
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Accidents
55. 1If your child has an accident or sustains an injury while at the Program, an Accident/Incident
Form will be completed which you will need to sign when you collect your child. In the event of
any accident or illness, which requires hospital attendance, an ambulance will be called to
transport the child to hospital. The parent must meet this cost. In non-urgent cases, all efforts
to contact the parent beforehand will be made to offer them the option to transport the child
themselves.

56. At no time will a child requiring hospital attention be transported in a staff member’s vehicle. In
case of serious accident or injury, a Parent/Guardian will be contacted immediately and an
ambulance may be called.

Emergency Procedures
57. Emergency procedures, including evacuation procedures are posted in the room. Please
familiarise yourself with these procedures.

58. Emergency Evacuations procedures are practised at least once a week during Vacation Care
period.

Account Enquiries
59. If you have any queries regarding accounts, please contact Talha Syed in our Childcare Accounts
Team based at Woden Community Service’s Central Office on 6234 6858 or via email at
sacaccounts@wcs.org.au

Childcare Benefit (CCB)

60. Childcare Benefit and Child Care Tax Rebate is available to all eligible families accessing School
Age Care. Families are required to register with the Family Assistance Office (FAO) and apply for a
Customer Reference Number (CRN) for yourself and your child and a CCB assessment. Please
contact the FAO on 136 150 for more information, or you can access their web site
www.familyassist.gov.au

61. As part of the Child Care Management System (CCMS), all families will receive weekly statements.
Please retain these for your records.

62. The Approval ID number for WCS Vacation Care is 1-6PX-4241.

63. Once you have registered with the FAO, families are then required to complete the CRN numbers
on their enrolment form prior to enrolment. If you do not know your CRN at time of enrolment,
full fees will be charged until it is supplied to the Accounts Team on 6234 6858 or
sacaccounts@wcs.org.au. The Child Care Tax Rebate will not be available until we have received
your CRN'’s

64. Once we have your CRN we will link up with the FAO and fees will be reduced accordingly.
Families will need to pay the remainder. Please note that in order for us to reduce your fees we
need to receive a fully completed enrolment form. All the information on the enrolment form is
required by us to communicate with FAO.

65. If you have another child using child care at a different centre, please write them on your
enrolment form so your CCB will be applied correctly.

66. Families can now opt to have the Child Care Tax Rebate paid directly to their Child care provider
to reduce their weekly child care fees. Please contact the FAO on 13 61 50 to change the way you
receive your Child Care Tax Rebate for the next financial year and choose Option 1:
Weekly/Fortnightly paid "directly” to your child care service provider(s).

Confidentiality
67. All information that you provide remains confidential to this organisation. You should be aware
that the following organisations may have access on demand: ACT Government Children’s Policy
and Regulation unit, Commonwealth Department of Education, Employment and Workplace
Relations, FAO and our Debt Collection Agency.

PLEASE RETAIN THIS BOOKLET FOR YOUR REFERENCE

Parent’s Information Book, Vs 1, March 2011, updated June 2011, updated Nov 2011.
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NEW FAMILY

woben @°C
COMMUNITY
SERVICE INC.

LYONS VACATION CARE ENROLMENT FORM JAN 2012

IF YOU USED WCS VACATION CARE PREVIOUSLY PLEASE CONTACT CENTRAL OFFICE ON

6234 6832 OR SAC@QWCS.ORG.AU FOR A RE-ENROLMENT FORM.

The information sought in this document is required by the Commonwealth Government. If you choose to
omit information you will not be able to receive CCB. The Vacation Care staff will advise you where you have
not complied. Please note: Full and legally recognised names must be used when completing this enrolment

form.

Staff Name:

CHILDREN TO BE CARED FOR: Date:

Full Name of Child Residential Address Child’s Sex DOB Age

CRN* M or F

* Customer Reference Number (CRN) provided by the Family Assistance Office (FAO)

PARENTS/GUARDIANS:

Parent 1 Parent 2

Male [ Female [J

Male [J Female[J

Family Name:
(CCB requirement)

Given Names:
(CCB requirement)

Parent’s CRN *:
(CCB requirement)

Date of Birth:
(CCB requirement)

Home Address:

Home Phone Number:

Mobile Phone Number:

Email Address:

(when you provide your email
address we will send you
newsletters, surveys etc from
School Age Care)

Occupation:

Place of Employment:

Work Phone Number:

* Customer Reference Number (CRN) provided by the Family Assistance Office (FAO)

Parent’s Information Book, Vs 1, March 2011, updated June 2011, updated Nov 2011.
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Please be aware that the first week of the Vacation Care is operating at Garran
Primary School Only. This will be a combined Program (K-yr. 6) If you would like to
attend in the first week at the Garran Vacation, please tick the boxes below.

WEEK ONE (K — year 6)

Mon 2" Jan Public Holiday

Tues 3™ Jan I:IWater Balloon Challenge

Wed 4% Jan |:|Questacon

Thurs 5™ Jan I:I Swimming - Tuggeranong Pool
Fri 6% Jan I:ICooking day & Stall

Mond ond 7 Bubble painting 299 shell mosaics
onday anuary

Sugar block art Tuesday 3™ January

BRAIN TEASERS

PUBLIC HOLIDAY
paper cup puppets

Water Balloon
Challenge

\ beading
junk art

pop stick planes
WCS VACATION CARE
GARRAN COMBINED PROGRAM cup clowns
WEEK ONE: 3" - 6" January 2012 tennis ball art
clay modelling Brian Pearce and Nina Bennetts

salt ceramics
paper weaving

ice sculptures

ednesday 4™ January §
<®
Questacon ==

Friday 6™ January

0. Thursday 5™ January Scones, muffins &

Swimmin dampers cooking &
Be here by 8:30am Y Be here by 8-390(;|m ’ ’
Kiers Buses \ Keirs BL.IS

Tuggeranong Pool

Parent’s Information Book, Vs 1, March 2011, updated June 2011, updated Nov 2011.
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ATTENDANCE AT LYONS:

o Please tick the days that your child will be attending. By ticking the boxes you are giving
permission for your child to attend that excursion and for the daily cost to be invoiced to
you. All excursions are compulsory. Once bookings are made, fees will be charged
regardless of whether children attend. There are no refunds or credits given.

$63 per child per day (ccs available)

WEEK TWO (K - year 2)

Mon 9™ Jan I:ITreasure Hunt @ Lyons Oval
fues 10 Jan I:I BBQ at Fadden Pines

Wed 11 Jan |:| Fun Factory

Thurs 128 Janl:l Walk to Woden Library

Fri 13™ Jan I:I Swimming at Tuggeranong Pool

WEEK THREE (K - year 2)

Mon 16 Jan I:I Zumba Dance Day

Tues 17% Jan I:I Swimming at Tuggeranong Pool
Wed 18" Jan |:| Movies - Limelight Tuggeranong
Thurs 19% Jan |:| Walk to Lyons Shops

Fri 20t Jan I:I Pizza Lunch & Water play

WEEK FOUR (K — year 2)

Mon 23" Jan I:I Hot Dog Lunch & Sponge Toss
Tues 24 Jan I:IAboriginaI Cultural Experience
Wed 25™ Jan |:| Swimming at Tuggeranong Pool
Thurs 26 Jan Public Holiday

Fri 27 Jan I:I Circus Dress up Day

WEEK FIVE (K — year 2)

Mon 30% Jan I:I Painting with Picasso

Tues 31% Jan Kid City

Wed 1% Feb Big Splash

Thurs 2" Feb |:| Bike & Scooter Day

Fri 3™ Feb I:I Party Day & Spray Tattoos

Please Note:

1. The Program is for Junior Children only - Kindergarten to year 2 (already attending primary school).
2. Where ever possible children will walk to the excursion (only excursions within the Woden Area). On rainy days
we will be catching a public bus. On external excursion we will be catching a Kiers bus. Please be aware that

these buses do not have seat restraints.

. Wet Weather Plan: Outdoor excursions will be cancelled.

3
4. Please do not send extra money with children on
5

excursions

. In the event that an excursion is cancelled, an alternative will be provided on the day.

EMERGENCY CONTACTS/OTHER PERSONS AUTHORISED TO COLLECT MY CHILD
o For children’s care and safety reasons we require the names of both parents and emergency

contacts. The person/s shown below, (who are

18yrs or over) have my authorisation to collect my

child from the program unless prior notification in writing has been given to the coordinator. If any
of the person(s) below are deemed, in the opinion of the program coordinator to be intoxicated or

acting in potentially harmful ways, they will be

unable to collect my child from the program.

First Person

Second Person

Name:

Relationship to Child:

Home Address:

Home Phone Number:

Work Phone Number:

Mobile Phone Number:

Parent authorises the
above & signs here:

Date:........ Joiiiiiinn / 20.........

Parent’s Information Book, Vs 1, March 2011, updated June 2011, updated Nov 2011.
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HEALTH/MEDICAL INFORMATION:

Is there any medical or physical condition which your child has, of which you need to inform the
coordinator? For example, special dietary needs, allergies, disabilities, additional needs. If your child
suffers from a severe medical condition, anaphylaxis or Asthma an additional Treatment Plan must be
completed and signed off by a doctor. The completed action plan MUST BE PROVIDED BEFORE
YOUR CHILD ATTENDS THE PROGRAM. Please be aware that if you child requires an Epipen, then
SAC staff requires access to the Epipen. Epipens kept at school cannot be accessed by SAC. Please
discuss where your child’s Epipen will be at time of enrolment.

Details:

Action Required

o Family Doctor and Medicare Number:

Family Doctor’s Name:

Phone:

Medicare Number:
(for urgent medical attention)

° Immunisation:

schedule?

Is your child fully immunised as per the recommended ACT Government Yes [ No I

Immunisation Records: Copy to be supplied by parent/s:

Staff's
Name:

Signature:

Date
obtained: / / 20

MEDICAL AUTHORISATIONS:
o Prescription medications will only be administered by the First Aid Officer under written

authorisation from the parent. This may entail the provision of a medication plan by the parent.

e Should my child require urgent medical attention, I give permission for an ambulance to be called

and agree to meet any related expenses.

Parent to

sign here: Date: / / 20
SUNSCREEN:
e I agree that my child may use the Program’s sunscreen.

Parent to

sign here: Date: / / 20

o Please refer to the School Age Care Parent Information Handbook’ about sun protection policy.

PHOTOGRAPHS:

e I give permission for my child to be photographed within the program when the opportunity arises
and for the photographs to be displayed only in the Centre.

Parent to
sign here:

Date:

/

/ 20

PROGRAM ACTIVITIES

e I am willing for my child/children to participate in all activities offered in the Vacation Care

Program. Yes [0 No O

e I agree it is my responsibility to familiarise myself with the program and to advise the staff in

writing if I do not wish my child/children to participate in a particular activity. Yes [0 No [

Parent to
sign here:

Date:

/

/ 20

Parent’s Information Book, Vs 1, March 2011, updated June 2011, updated Nov 2011.
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EXCURSIONS:

e I have familiarised myself with all the relevant information, and give permission for my child/ren
to attend the previously nominated excursions (Refer to page 12).

Parent to

sign here: Date: / / 20

FAMILY INFORMATION:
e Are there any Court Orders, parenting orders or parenting plans affecting the care, contact or
residence of the child/ren?
Yes [0 No I
If yes, please attach a copy of the documentation and give brief details here:

Cultural background of child/ren and parents?

o Language/s spoken at home:

o Does child or parent have Aboriginal or Torres Strait Islander background?

e Are there any cultural or religious requirements to be observed or not observed?

e Are there any other special considerations that will affect the care of your child?

Child Care Benefit (CCB) and Childcare Tax Rebate:

The Child Care Benefit and Child Care Tax Rebate are available to all eligible families accessing Child
Care. Families are required to register with the Family Assistance Office to apply for CRN’s and CCB
assessment. Please contact the Family Assistance Office on Ph: 136 150 for more information, or you
can access their web site: http://www.familyassist.gov.au. The Approval ID number for WCS Vacation
Care is 1-6PX-4241.

Once we receive your CRN’s, fees will be reduced if eligible. Families are required to pay the remaining
balance. All families are eligible for the 50% Child Care tax Rebate.

I/we, the Parent/s will be seeking the Child Care Benefit (CCB) or the_Child Care Tax Rebate
(CCR) from the Family Assistance Office. Yes [0 No . If yes all aspects of this form must be
completed in full and CRN'’s provided.

Provision of Information, Confidentiality and Overall Parental Agreement:

The information you provide in this enrolment form remains confidential to Woden Community Service
Inc. However, the following organisations may by law have access on demand: The ACT Government's
Children’s Policy and Regulation Unit, Commonwealth Department of Education, Employment and
Workplace Relations, and our Debt Collection Agency.

While every care will be taken with your child’s belongings, Woden Community Services does not take
responsibility for these items.

WCS retains the right to alter this agreement with 4 weeks written notice.

ALL PARENTS SIGN BELOW:

I have received and read the '‘Vacation Care Parent Information Handbook’
and agree to WCS and SAC policies and procedures. I/we, the Parent/s
agree to the arrangements outlined in this document:

Signature/s: / /20
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LYONS Junior Vacation Care ggrgt;;;uglﬁ-
FEE PAYMENT FORM SERVICE INC.

Accounts Contact:

] Please notify Talha Syed in the Accounts Team on 6234 6858, fax: 6285 1322 or Email:
sacaccounts@wcs.org.au as soon as you are aware of any changes to the details which you
provide.

Instructions for completion:

. Please complete this form in full and provide all details as requested below.

= If applicable, complete the Direct Debit Authorisation or Credit Card Payment Authorisation on the
Ezi debit form on page 18.

. If you require assistance to complete this form, contact the Accounts Team as above.

Enrolled Children/s Names:

1. 1% Child 2" Child 3" Child
Family Name:

Given Names:

Parent and Payee Details:

2. Full legal nhames must be used when completing this form.

Parent/person responsible for the account
(for CCB and Tax Rebate the CRN must belong to
the person responsible for the account and must

be linked to the child)

Family Name:

Given Names:

Parent’s Customer
Reference Number (CRN):

Date of Birth:

Home Address:

Email Address:

Home Phone Number:

Mobile Phone Number:

Work Phone Number:

Parent Signature:

Parent’s Information Book, Vs 1, March 2011, updated June 2011, updated Nov 2011.
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Mailing/Sending of Accounts:

3. Accounts will be emailed to the email address you provide on the Fee Payment Form unless your
tick this box to have your account posted to your home address [.

Fee payment and methods:
4. Payments are to be made to the Woden Community Service Inc (WCS).

5. Fees are payable in the week following the Vacation Care period. A statement will be emailed or
posted to you at this time.

6. The primary contact on the enrolment form must be the person organising the booking,
responsible for the fees and have a CRN if CCB is to be claimed.

7. Please select a payment method below, by ticking the box next to your choice:

a) O Electronic Funds Transfer (direct credit): You or the Payer can pay your account by

arranging an Electronic Funds Transfer. You can use Internet Banking or go into your Bank to

arrange a transfer of funds to pay your account. When making the funds transfer you must

include the following reference information to accompany the payment: Payment is to be

directed to:

* The Woden Community Service Inc.,

= Bank: St. George

= BSB No: 112-908

= Bank Account No: 043612701

= Payment Reference: comprising the Program location and Child’s Initial and_Surname. For
example for Matthew Jones attending the Red Hill Program, the Payment Reference would
appear as: Red Hill M. Jones

b) O Credit Card: If you wish WCS to debit your credit card please complete the Credit Card
Payment Authorisation on page 18.
**Pplease note that Ezi debit Solution is our new financial provider and credit card fees will
be applied to your account.

¢) O Direct Debit: WCS can arrange deductions from your account. If you wish to use the Direct
Debit method please read beforehand, the ‘DDR Service Agreement’ provided on page 19.
Then, please complete the Ezi Debit Form on page 18.

d) O BPAY: Your account will show the Biller Code and Customer Reference Number to
enable you to make a BPAY payment. The minimum payment accepted by WCS via BPAY is
$50. WCS may accumulate statements to meet the minimum amount of $50. Please do not

use your codes from School Age Care as they are different for each program.

e) OO Payments in person can be made if you choose to pay cash, debit via EFTPOS, or Credit
Card. Submit the amount owed and a copy of your account to Reception at our Central Office,
(see physical address at paragraph 8 below). Reception is open for account processing from 8
am to 5 pm on week days. For assistance you may call 6234 6858. Cheques can be made out
to Woden Community Services and posted to the address below.

8. WACS Addresses:

Postal Address: Physical Address:

Attention: Child Care Accounts Woden Community Service Inc.
Woden Community Service Inc. Central Office

PO Box 35 26 Corinna Street

Woden ACT 2606 Phillip ACT 2606.

Page]. 7
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ezidebit.

COmmumny
SERVICE ING. ACND9a 302813 | AFSL 315383

DIRECT DEBIT REQUEST Vacation Care Prog am NEW CUSTOMER FORM

YOUR DETAILS | Pleas= complete this form using a BLACK PEN, * Ind icates a MANDARTORY FIELD

Business: WODEN COMMUNITY SERVICE INC ABM/ACH: BO327 241 781 WDC VAC 20289

Customer
Reference:

*Surname: *Given Name:

*Mobile #:

* Email:

*Address:

*Suburh: *State: *Postcode:

Including payment detaik and associated fees/chamges detailed below andfor the total amount billed for the specified period for
DEEIT ARRANGEMENT I this and any othersubsequent ag mements oramesdments between mefus and the Business and/or Ezde bit

Ifwe authorise and request Ezidebit Pty Ltd ACN 096 902 813 (User 1D 165959) ("Ezidebit") to debit payments from my/our
account, as specified below, at intervals and amounts as directed by Woden Community Service Inc - Vacation Care Program
{"The Business") as per the Terms and Conditions of my agreement with the Business and in accordance with this Direct Debit
Request and the Ezidebit DDR Service Agreement (Ver 1.2).

Adminstation Fee  Faid by BankAccomnt fa72 Credit Card VISAMestorCard 187% (Min 50732} Optional SKS

{orce onlyk Busimess Transaction Fes: Transaction Fee: AMEX Direr= M'A Payment Beminder HiA

CHOOSE YOUR PAYMENT METHOD

| | Debit from Credit Card

TVISA [ MasterCard

Card

MNumber: Expiry Date: i

Mame of
Cardhalder:

Eysigning this form, Vwe authorse Ezddebit acting on bebalf of the Business, to debit payments from sy s pecified Credit Card above, and Vwe acknowledge that Ezide bit will
appearas the merchanton my cred itcand statemest Ferthermore, Vwe agree to mimbuse asd indeminify Ezdebit forany successful claims made by the Carnd Holderthrough
their financial institution sgainst Ezxide=bit.

| | Debit from Bank, Building Society or Credit Union Account

Financial
ftuti Branch:
Institution:
A t
BSE Number: = ccoun
Mumber:
Account
Holder Name:

FiWe authorse Ezdebit Pty Lid ACH 0946 9302 813 (User ID No 183963) to debit my/osraccountat the Financial Institution ideatified above through the Bulk Electronic Clearing
System {BECS) in accordance with the Debit Armegement stated above and thes Direct Debit Reguest and as per the Ezdebit DDR Service Agreement(Yer 1.2] provided.

This Authorisation & to remain ia force in accordance with the terms and cond tions on this Direct Debit Request, the provided Ezdebit DDE Service Agreement {Ver 1.2) and Vwe have read
and undestand same.

Signature(s) of Date: ! !
Mominated Account: Lo MM Y o¥

DDR Service Agreement (Ver 1.2)

Page 1 8
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AMoseso2E13] AFEL 315388

DDR SERVICE AGREEMENT ¢ver 1.2

DDR Service Agreement (ver1.2)

V'We hereby authorise Ezidebit Pty Ltd ACN 096 902 813 (Direct Debit User ID number 185283} (hersin referred to as “Ezikdebit”) to maks pericdic debits on behalf
of the “Busines=" a= indicated on the attached Direct Debit Request (her=in referred to as “the Business").

I'W e acknowledge that Ezidebit i= acting as & Direct D=bit Agent for the Business and that Exidebit does not provide any goods or services (other than the direct
debit coll=ction services to mefus for the Business pursuant to the Direct Debit B=quest and this DDR Service Agresment) and has no express or implied lisbility in

regards to the goods and s=rvices provided by the Business or the terms and conditicons of any agreemeant that Vwe have with the Business

I'W e acknowl=dge that the d=bit amount will be debited from my/our account according to the t=rms and conditio ns of my/our agreement with the Business
and the terms and conditions of the Direct Debit Request {a nd specifically the Debit Arrangement and the Fees/C hamges detailed in the Direct Deb it Beguest) and
this DDR Service Agresment.

I"'We acknowbedge that bank account and/or credit card details have besn verified against a recent ban kstatement to ensure accuracy of the details provided and

Vwwe will contact myfour financial institution if 'we are uncertain of the accuracy of thes= details.

I'We acknowlbedge that is is my/our responsibility to ensure that ther= are sufficient cleared funds in the nominated account by the due date o snable the direct
debit to be honoured on the debit date. Direct debits normally occur overnight, however transactions can take up to thres (3) business days depending on the

financial institution. Accordingly, Fwe acknow ledge and agree that sufficient funds will remain in the nominated account until the direct debit amount has besn
debited from the account and that if there are insufficeent funds available, Vwe agres that Ezidebit will not be held responsible for any fees and charges that may

be charged by sither myfour or its financial instituton.

I'We acknowledge that there may be a delay in processing the debit if-

(1} there = a public or bank holiday on the day of the debit, or any day after the debit date;

(2} a payment regquest s recerwed by Ezidebit on a day that s not a banking business day in Queensland;

(2} a payment request s recered after normal Ezideb it c ut off times, being 400p m Queensland time, Monday to Friday.

Any payments that fall due onany of the above will be processed on the next business day.

V'We authorise Ezidebit to vary the amount of the payments from time to time as may be agresd by mefus and the Business as provided forwithin my/our
agresment with the Business. 'We authoris= Ezidebit to vary the amount of the payments upon receiving instructicons from the Business of the agresd varations.

I'We do not require Ezidebit to notify me/ us of such variations to the debit amount.

VW e acknowledge that Ezikdebit is to provide at keast 14 days’ notice if it proposes to vary any of the terms and conditions of the Direct Debit Request or this DDR

Service Agreement including varying any of the terms of the debit arrangements betwesn us.
I'W e acknowl=dge that l'we will contact the Business if Vwe wish to aber or defer any of the debit armngements.
I'We acknowbkedge that any request by mea‘us to stop orcancel the debit arrangements will be directed to the Business.

I'W e acknowledge that any disputed debit payments will be directed to the Business and/or Exidebit. If no resolution i= forthcoming, we agrees to contact my)/
our financial institution

I'We acknowbedge that ifa debit is returned by my/our financial institution as unpaid, a fail=d pay ment fe= is payable by mefus to Exidebit. ViWe will alzo be
responsible for any fees and charges applisd by my financial institution for =sach unswccessful debit attempt together with any coll=ction fees, including but not
limit=d to any =solicitor fees andfor collection agent fe= as may be incurred by Ezidebit

I"'We authorise Exidebit to attempt to re-pmocess any unsuccessiul pay ments as advised by the Business.

V'We acknowledge that certain fees and charges {including s=tup, variation, SM3 or processing fees) may app ly to the Direct Debit Request and may be payable to
Ezidebit and subject to my/ouragreement with the Business agree to pay those fees and charges to Ezidebit.

Credit Card Pay ments

I'We acknowledge that “Ezid=bit” willap pear as the merchant forall pay ments fram myfour credit card. VWe ac knowledge and agree that Ezidebit will not be
held liakle for any dsputed transactions resulting in the non supply of goods andfor services and that all disputes will b= directed to the Business as Ezidebit is
actingonly asa Direct Debit Agent for the Business. 'We acknowledge and agres that in the event that a claim is made, Ezidebit will not be b= for the refund
of any funds and agree to reimburse Ezidebit for any successful claims made by the Card Holder through their financial institution against Ezidebit.

Ezidebit will k=ep your information about your nominated account at the financial institution private and confidential unless this information s required to
investigate a claim made relating to an alleged incormrectorwrongful dekit, or as othernwise required by law. Further information relating to Ezidebit's Privacy
Policy can be found at www szidsbit.com.au

Vwe acknow k=dge that Credit Card Fees ar= a minimum of the Transaction Fee or the Credit Card Fes, whichever i= greater as detailed on the Direct Debit

Request.

1'% = authorise:
&) Exidebit to verify details of my/our account with myfour financial institution; and

b) my four financial institutio n to rel=ase information allowing Ezidebit to verify myfour account details

PO Box 35, Woden, ACT 2606
Ph: (02): 6234 6858
Fax: (02) 6285 1322
Email: sacaccounts@wcs.org.au
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Cdn WE HELP YOU? Cdn YOU HELP US? community
SERvice Inc.

Debt Policy and Procedure

Accounts are payable as soon as you receive your statement. Your account is overdue if you
do not pay in the week you receive your statement. We use a debt collection agency for unpaid
accounts.

STATEMENT 1

Your statement will be sent in the second week of care. Statements are sent in arrears due to CCB calculations.
Payment is due when you receive your statement. Payment can be made via Bpay, Direct Debit , Direct Credit,
electronic funds transfer, Cheque, or in person at Woden Community Service reception 26 Corinna Street Woden
between 8:00am - 5:00pm.

STATEMENT 2
This is the third week of care. If payment has not been received for all outstanding amounts, then a final notice will be
sent with your second statement. You need to pay your account immediately to ensure continuation of care.

STATEMENT 3

This is week 4 of care. If payment has not been received by the end of this week, your booking will be cancelled.

You will be contacted by Accounts prior to cancellation.

Once a placement is cancelled, it becomes free for families on the waiting lists. For the childcare place to be reinstated
there must be space in the program and full payment of outstanding amounts.

Alternative payment system: If you are having difficulties with your account payment, please ring the Accounts Team.
Your Accounts Officer will discuss alternative, automatic payments which avoid overdue accounts. This is Direct Debit
or credit card payment through Ezidebit.

Please note: If you have an outstanding debt you will no longer be able to access any other WCS Children’s
Service.

Direct Credit Processing
Please contact Accounts if your credit card has expired, so you will not incur a bank charge for a declined transaction.

If paying by cheque please send to Woden Community Service PO Box 35 Woden ACT 2606.
If you have any further queries please telephone the Childcare Accounts Office:
For Torrens SAC, Hughes SAC, Red Hill SAC, Vacation Care and Curtin SAC contact Talha Syed on 6234 6858.

Pagez 0
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LYONS JUNIOR Vacation Care Program

LCoordinators: Michae! Aishi#t & Linda Balding  gmemumy,
o Eir
WEEK TWO el o g,

Mon 9t Jan Tues 10th Jan | Wed 11thJan | Thurs 12th Jan Fri 13th Jan
Treasure BBQ at Fun Walk to Swimming
Hunt - Fadden Factory Woden iers bus
- iers bus to
Lyons Oval | Playground Library T
Be here by 8:30am Be here by 8:30am Be here by 8:30am Be here by 8:30am
Kiers Bus Kiers Bus
The following important people handprint, lizard habitat, height chart comparison, balloon people, musical statues, k’nex, sleeping lions, body
activities will be tracing, grass heads, seed planting, painting, barbies, domino toppling, charades, teddy bear steps, goop, environmental sculptures,
done throughout circus skills, sand pictures, dancing, handball, totem tennis, sand pit, drawing, bookmarks, straw painting, lego, dot to dot, celebrity
the week

heads, rob the nest, hama beads, stick painting, treasure hunt, chess, k-nex, rob the pirate ship

TN
WEEK THREE ~=f
Mon 16t Jan Tues 17th Jan | Wed 18t Jan | Thurs 19t Jan Fri 20th Jan
Zumba Swimming Movies Walking to | Pizza Lunch
Dance Day Kiers bus to Lyons
Tuggeranong Pool Be here by 8:30am
Be here by 8:30am Kiers Bus to Limelight Shops
Tuggeranong
The following board game making, recycled construction, bubble blowing, skits, dancing, joke telling, vet corner, finger puppets, weaving, pancake
activities will be making, puppet theatre, wedgits, snap, chess, robot construction, cubbies, colouring in — movie themed, shop, dress ups, bowling, cars,
done throughout cooking, mummy wrap, hieroglyphics, play dough, home corner, cabin block, red light, green light, connect 4, volcanoes, pom poms,
the week straw towers, doctor kit, musical bobs, me e, sand pit
b s WEEK FOUR %
AR *1].'
s *Mon 2314 Jan Tues 24t Jan | Wed 25t Jan hurs 26t Jan Fri 27t Jan
Excursion  Hot Dogs & @ Aboriginal | Swimming PUBLIC Circus Day
Water play Cultural Kiers bus to HOLIDAY | -comedressed
Tuggeranong Pool up
Experience | g here by g:30am
The following Slime, hama beads, toast painting, cars, dress ups, parachute, memory tray, boomerang, didgeridoo painting, making instruments,
activities will be shakers, tapping sticks, music playing, football toss, Kubb, taking photos, jewellery, tattoos, uno, don’t do what I do, skipping, sewing
done throughout juggling balls, face painting, parachute, juggling, hoops, diablo, apple and potato stamps, pom poms, straw towers, peg dgllies,
the week #m‘
‘M

< /,’: WEEK FIVE

)

Mon 30t Jan [ Tues 31st]Jan Wed 1st Feb thurs 2r Feb Fri 3rd Feb
Excursion Painting Kid City Sponge Big Splash | Party Day
with Picasso izl Toss & Spray
Be here by 8:30am Be here by 8:30am
Kiers Bus to Mitchell Tattoos
The following easel painting, portrait drawing, self portraits, mosaics, connect 4, quilting, polydron, marble drop, hat making, floor jigsaw, chess, ello,
activities will be Pictionary, salt stacking, cardboard hands and feet, blow painting, ice carving, spray bottle targets, rob the nest, line tips, balloon
done throughout rockets, cabin blocks, What's the difference? Make your own mini parachute, heads down, thumbs up, lego, bowling, Othello, dvd
the week ° su %0

o
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