
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PARENT HANDBOOK 
 
HAPPY EDUCATORS = HAPPY CENTRE = HAPPY CHILDREN = HAPPY PARENTS  



 

At LCOOS we……… 
 

 Provide a fun and safe environment for children to unwind outside of school hours 
 We encourage variety and choice to foster individual and group interests, needs and 

wants to build on skills, talents and abilities in all children. 
 Collaborate with children to provide active play, structured activities, and 

spontaneous leisure opportunities that are meaningful to children and support their 
well-being, self-esteem, confidence, learning and development 

 We believe in creating strong relationships and promoting respect for all things and 
people 

 We welcome families from all over the world and will endeavor to provide any 
information regarding your child enrolling and ongoing attendance at the centre in 
any given language 

 
WELCOME 
Welcome to LCOOS Inc. we look forward 
to getting to know your family as we guide 
your child’s development and learning 
whilst in our care. 
 

- Our programme is designed and 
tailored to our students, students are 
invited to help with the development 
of all aspects of our weekly 
programming 

- We participate in the Active after 
School care sports program twice 
weekly 

- We provide a unique service where 
we deliver your child to and from after 
school activities so they are not 
missing out attending while their 
parents are working 

- We use the My time our place 
framework throughout our centre 

- We would like to encourage you to 
complete the ‘All about my child’ form 
so we can tailor our program to suit 
your child’s needs 

 
 
GENERAL INFORMATION 
Lane Cove Out of School Hours Inc 
(LCOOS) is a community based non - 
profit organisation operating outside of 
Government School hours. LCOOS 
operates two Centres’ – Longueville Road 
and Lane Cove Public School (LCPS).   
LCOOS is working within the requirements 
of the National Quality Framework (NQF) 

and National Quality Standards (NQS).  
LCOOS is also guided by the Australian 
Children’s Education & Care Quality 
Authority (ACECQA).  ACECQA oversee 
how the NQS is applied across the country 
and ensure that services are meeting the 
new requirements. 
 
LCOOS aims to meet the needs of the 
families in our community (Lane Cove 
Public School) 
 
The centre runs from two sites: The LCPS 
Site provides After Care only for Yr. 3-Yr 6 
(60 places).  The Longueville Road Site 
runs Vacation Care and Before School 
care for all ages (55 Places) and After 
School - Kindergarten – Yr. 2 (75 places) 
The office for both centres is located up 
the brown wooden stairs upon entering the 
Longueville Rd site 
 
Hours of Operation 
Opening Hours before school care 7:15 
am to 9:00am.  After school care is 
3:00pm to 6:00pm.  Vacation care days 
open at 7:15am and close at 6:00pm.   
 
The centre is open for 50 weeks per year, 
closing for up to 2 weeks over the 
Christmas/ New Year period and on public 
holidays. 
 
The centre closes at 6pm each evening.  
We suggest family members arrive before 
6pm to allow time to collect your child and 
if needed have a chat with the staff. 



 

 
 
The Philosophy of LCOOS 
 
 
Lane Cove Out of School Hours Inc (LCOOS) is a community based non - profit organisation 
operating outside of Government School hours. LCOOS operates two Centres’ – Longueville 
Road and Lane Cove Public School (LCPS).  We aim to meet the needs of school aged 
children within the local community. 
 
 
We believe that the children of parents/guardians who have work, study or other 
commitments should be afforded every opportunity to be cared for in a relaxed, safe and 
secure environment with a friendly, fun and enjoyable atmosphere. LCOOS educators aim to 
work with children during their development and learning process.  
We encourage variety and choice to foster individual and group interests, needs and wants 
to build on skills, talents and abilities in all children. 
 
 
Educators collaborate with children to provide active play, structured activities, and 
spontaneous leisure opportunities that are meaningful to children and support their well-
being, self-esteem, confidence, learning and development. 
 
We aim to work with children while they construct their own identities and understanding of 
their world. We emphasis the importance of diversity and support each child’s values, family 
ideals, beliefs, religion, gender and cultural background in a non-judgmental environment 
 
Furthermore we believe in creating strong relationships and promoting respect for all things 
and people. LCOOS support parents and families during their child’s development, in an 
environment aiming to promote a sense of belonging, being and becoming by following 
these policies and guidelines which we have set out in this document. 



 
 

 
Policies and Procedures 

 
The following is a list of guidelines and 
procedures at LCOOS.  Should you wish 
to read any of these a copy is available in 
each centre 
 
A-1: Hours of Operation. 

A-2: Service Access. 

A-3: Enrollment and Orientation  

A-4: Fees. 

A-5: Dropping off and Picking up. 

A-6: Absent and Missing Children. 

A-7: Maintenance of Records.  

A-8: Policy Development and Review. 

A-9: Participation and Access. 

A-10: Complaints Procedures. 

A-11: Roles of Management. 

A-12: Financial Management. 

A-13: Acceptance and Refusal of 
Authorizations 

A-14: National Quality Framework 
B-1: Security. 

B-2: Building Equipment Repairs and 
Maintenance. 

B-3: Storage.  

B-4: Heating, Ventilation and Lighting. 

B-5: Pest Control. 

B-6: Indoor Environment. 

B-7: Outdoor Environment 

C-1:   Educators Selection 

C-2:   Conditions of Employment. 

C-3:   Educators Orientation and Induction. 

C-4:   Educators Professionalism. 

C-5:   In-service Training and Development. 

C-6:   Educators Review and Appraisal. 

C-7:   Grievance Procedures. 

C-8:   Disciplinary Action. 

C-9:   Relief Educators. 

C-10:   Volunteers/Students/Visitors. 

C-11:   Educators: Child Ratios. 

C-12:   Communication. 

C-13: Stress 

C-14:  Social Networking 

C-15: Code of Conduct 
D-1:   Hygiene. 

D-2:   Food and Nutrition 



D-3:   Hazardous Materials. 

D-4:   Transportation.  

D-5:   Animals. 

D-6:   Sun Protection. 

D-7:   Emergency and Evacuation 

D-8:   First Aid.  

D-9:   Management of Incident, Injury and 
Trauma  

D-10:   Illness and Infectious Diseases. 

D-11:   Immunisation. 

D-12:   Dealing with Allergies and medical 
conditions 

D-13:   Medication. 

D-14:   Child Protection. 

D-15:   Child Management. 

D-16:  Manual Handling 

D-17:  Aggressive Behaviour and Violence 

D-18:  Water Safety 

D-19:  Bullying 
E-1:   Daily Routines 

E-2:   Written Programs 

E-3:   Gender Equity 

E-4:   Diversity & Inclusion/Anti- Bias 

E-5:   Excursions 

E-6:   Videos and Film 
 
 
  



The Program  
The staff at LCOOS are committed to providing a quality program 
that caters to the needs of the needs, interests and abilities of the 
children.  
 
At LCOOS we use the My Time our Place (MYOP) curriculum.  It is 
broken up into sections: Belonging, Becoming and Being.   
 
Five learning outcomes for Children 

1. Children have a strong sense of identity 
2. Children are connected with and contribute to their world 
3. Children have a strong sense of wellbeing 
4. Children are confident and involved learners 
5. Children are effective communicators 

 
Each child’s current knowledge, ideas, culture, abilities and interests 
are the foundation of the program which is displayed through our 
learning journal (on display near the sign in area).  Parents are 
welcome at any time to ask staff about any questions they have 
regarding their child or the programming each day.   
 
Staff 
We believe that Educators are the most valuable asset to the quality 
of LCOOS and that high quality Educators are imperative to the 
smooth running of LCOOS. We aim to employ the best possible 
Educators for the position.  The staff works as a team and is 
committed to making your child’s day enjoyable. 
 
All our staff are screened through a Working with Children Check, 
carried out by the NSW Commission for Young Children and Young 
People.  If you are ever unsure of a staff’s role at the centre please 
ask.  LCOOS has 2 full time workers and permanent part time 
workers along with casual employees.  All our staff are regularly 
rostered each week in order to provide continuity for the children 
each day. 
 
 
Volunteers 
Volunteers are welcome at LCOOS and the directors meet with them 
prior to commencement.  We do have a number of high school 
students participating in the Duke of Edinburgh Scheme and local 
Community Service regularly at the centre.   
 
Enrolment & Waiting List 
Enrolments into LCOOS are strictly in line with our enrolment policy 
(which can be found in our centre policies at each centre).  
Enrolments for the next school year are found on our website the 
January prior to starting school (you can only enroll your child a year 
prior to starting school).  If you wish to add days to your current 
booking you need to request this in writing to the director. 
 
Fees 
Upon initial enrolment a nonrefundable fee of $50 is payable per 
child.  All fees need to be paid in advance (please see fee policy).   
 

QUALITY ASSURANCE 

 
LCOOS is involved in the 
new National Quality 
Standard (NQS) assessment 
process. This process is 
managed by the Department 
of Education and 
Communities (DEC). As this 
is a new 
Assessment system Lane 
Cove Out Of School Inc will 
be initially assessed as – 
Provisional – Not Yet 
Assessed under the National 
Quality Framework. This 
rating will be in place until 
their first assessment is 
completed and a rating 
awarded. More information 
about assessments and 
ratings can be found at 
www.acecqa.gov.au 
 
We are continually 
examining our practices and 
seeking to improve the 
service we provide to 
children and families. We 
run a centre that is up to 
date with all modern studies 
and Government Policies 
and Procedures. If you have 
ideas for improvements you 
would like to see 
Implemented please talk to 
the Director or Staff 

 



Fees can be paid via chq, direct deposit or direct debit request.  
Failure to keep fees up to date may result in your place being 
jeopardized.  Fees remain payable even when your child is absent 
through illness, excursion or holidays during school term or for any 
other reason.  
 
Late Pick Up 
The centre closes at 6pm each day so all children MUST be 
collected by then.  If you are running late please inform the centre or 
arrange for a listed contact to collect your child.  Charges for pickup 
after 6pm, $10 per family for the first 10minutes then $2 for every 
minute thereafter 
 
Booking  
Each term families are required to return a term booking form inorder 
to confirm your place for the following year; these formscan be found 
online in week 6 of each term.  Fees can be paid fortnightly in 
advance or paid for the term in advance attracting a discounted rate 
(please see fee schedule) 
 
Vacation Care 
We provide vacation care for families with children attending Lane 
Cove Public School.  The centre is closed on Christmas Eve 
reopening early in the New Year.  Please check with Director for 
exact dates.  LCOOS is open all other school holidays.  Excursions 
are compulsory when programmed as no one remains at the  centre.  
The program varies each break and is available from week 6 online 
to make bookings.  If your child attends  before/ after care those 
days are not held automatically for vacation care, you must complete 
the booking form. 
 

Absences 
A LCOOS all absences need to be paid.  Children are allowed to 
have up to 42 days absent per financial year.  No proofis needed for 
these days.  Additional days absent may be approved for specific 
reasons only.  All absent days need to be paid.  If your child is going 
to be absent, sick or   away please call the centre to avoid getting a 
search fee ($10 per child) for failure to call (as per fee schedule 
 

 

Child Care Benefit (CCB) 

 

Upon enrolment of your child, 
parents are responsible for 
contacting the Family Assistance 
Office (FAO) PH: 13 61 50 to be 
issued with a centrelink reference 
number (CRN) for both you and 
your child.  You then need to 
provide these numbers to 
LCOOS (there is a space 
allocated for these numbers on 
the enrolment form) 
CCB is based on a Government 
approved hourly fee, not on our 
standard fee. Therefore, it can be 
complicated to work out what 
your reduced fee will be. 100% 
Childcare Benefit does not mean 
you do not pay at all. CCB is paid 
in arrears to LCOOS and 
therefore full fees must be paid 
and then credited back onto your 
account if requested towards 
your next invoice. 
 
Child Care Rebate (CCR) 
Child Care Rebate is a non-
means tested payment Federal 
Government initiative to assist 
working families with the cost of 
child care. LCOOS is an 
approved child care service for 
this rebate, therefore parents can 
claim CCR for care used in 
OOSH if they are working. Your 
care usage will be reported 
weekly to the Family Assistance 
Office. The rebate is 50% of your 
fees, up to $7,500 per year. 
Parents who also receive CCB 
have a responsibility to report 
changes to the Family 
Assistance Office. It is the 
parent’s responsibility to provide 
the centre with CRN numbers to 
receive CCR. In order to receive 
all benefits and rebates you must 
sign and initial attendance 
records daily to show when your 
child starts care (‘time in’) and 
finishes care (‘time out’). 

 



 
 
 
Cancellation of booking 
When you no longer require your child to attend the centre or wish to 
make amendments to your booking you must give TWO WEEKS 
WRITTEN notice.  Failure to provide two weeks written notice may 
result in fees still being invoiced. 
 
No Toy policy  
At LCOOS we have found that treasured belongings from home can 
be lost or broken if bought into the centre.  Therefore, we strongly 
discourage children from bringing these in and ask you to encourage 
your child to not bring into the centre as well.  The centre will take no 
responsibilities for any lost, missing or broken toys/ treasures. 
 
What to bring to LCOOS 
Parents are requested to apply SPF30+ to their child before they 
arrive each morning.  Each child should also have a broad brim hat.  
We advise that singlet tops not be work during vacation care.  In 
summer this choice of clothing is inappropriate as children become 
more exposed to the sun.  Please see our sun protection policy for 
further information 
 
During before school care children are provided with a nutritious 
breakfast until 830am.  After school care children are given an 
afternoon tea snack at around 330-4pm and then another smaller 
snack around 5pm. So they do not need to bring any food. 
Vacation care children are given afternoon tea each day unless 
otherwise stated in the program.  They need to provide morning tea 
and lunch each day they attend along with suitable clothing. 
 
 
Extra Curricular 
LCOOS provide a service to collect and deliver your child from after 
school activities within close proximity to LCOOS.  There is a fee 

 

QUALITY ASSURANCE 

 

LCOOS is involved in the 
new National Quality 
Standard (NQS) 
assessment process.  
This process is managed 
by the Department of 
Education and 
Communities (DEC).  As 
this is a new 
assessmentsystem Lane 
Cove out of School Inc will 
be initially assessed as – 
Provisional – Not yet 
assessed under the 
National Quality 
Framework.  This rating 
will be in place until the 
first assessment is 
completed and a rating 
awarded.  More 
information about 
assessments and ratings 
can be found at 
www.aceqa.gov.au 

We are continually 
examining our practices 
and seeking to improve 
the service we provide to 
children and families.   If 
you have any ideas for 
improvements you would 
like to see implemented 
please talk to the director 
or staff. 



$2.50 per drop.  A separate form must be completed should you require this service (this can 
be found online).  
 
Orientation 
At the start of the year we have an open afternoon / evening where both parents and 
children are invited into the centre to view the centre and meet the staff.  If your child is 
starting throughout the year we encourage you to bring your child into the centre before they 
commence to familiarise themselves. 
 
At the start of each new school year the staff collects Kindergarten at 2:30 pm for the first 
two weeks and brings them back to the centre without the other children so they can get 
comfortable in the environment until the other children join after 3 pm.  New children in other 
years are welcomed to the centre upon their first day and shown around by the other 
children and staff. 
 
Meals 
Al LCOOS we aim to provide a healthy snack for the children.  The children receive 
breakfast in the mornings and an afternoon tea and second afternoon tea in after school 
care.  In vacation care both breakfast and afternoon is provided.  The menu is on display for 
the day near the sign in area.  LCOOS also is a nut aware centre so please do not send your 
child with any products that contains nuts.  Anaphylaxis is the most acute and serious 
form of allergy.  Nuts are responsible for many such reactions.  For this reason we are 
Nut Aware and do not serve any nut products. 
 
Emergency contacts 
Parents must provide LCOOS with the names and contact numbers of at least two 
responsible persons who can collect your child in case of an emergency or illness.   
 
A child can only be released into the care of parents, a guardian or a responsible person.  
Parents MUST inform staff personally if anyone other than a parent will collect their child.  
The person MUST be over 18 years of age and be able to produce proof of identity.  Staff 
have a duty of care to your child and therefore unable to allow adults under the influence of 
alcohol or illegal drugs to collect your child.  In the event a parent or other person is under 
the influence of alcohol or drugs another person on the authority to collect will be contacted 
to collect your child. 
 
Change of Details 
Please inform LCOOS as soon as possible if any of your details such as address, phone 
numbers, allergies and collection authorities have changed.  This is vital in case of 
emergency situations. 
 
Drop off and collection procedures 
 
Upon arrival in the morning 

 On arrival sign your child in immediately  
 Say hello to at least one staff member 
 Ensure your child’s bags is placed on a hook 
 Inform staff if your child needs breakfast 
 Pass on any other information regarding your child to do with the day 

 
Pick up in the afternoon 

 Collect your child and ensure they have their CORRECT school bag and all their 
belongings 

 Sign your child out 
 Hand over any necessary paperwork/ booking forms/ message for the week 



 Please say goodbye and acknowledge at least one staff member before you leave 
 

 
Please ensure that the safety gates have closed properly when entering or leaving the 
premises.  Please discourage your child or siblings from swinging on the gate. 
 
Please do not park in the driveway area outside on Longueville Road this is our main 
evacuation point in the event of an emergency and MUST not be used by parents. 
Also please be considerate when parking on Longueville Road near the disabled parking 
spot and be aware that parking is of a premium sp consider other parents when parking. 
 
Please do not drop your child off before 7:15am and make sure you arrive by 555pm to 
collect your child.  This allows sufficient time to collect all your child’s belongings and talk to 
staff is needed.  If you child is collected after 6pm, two staff are required to stay back until 
you arrive.  Please also consider that staff has other responsibilities outside of work. If you 
are late to collect your child, a late fee will be charged. 
 
LCOOS hours of operation relate directly to the terms of our license and insurance policies.  
Therefore caring for children outside normal hours means that we may be in breach of the 
child care regulations, which is a serious offence. 

 
  



Exclusion due to illness 
A child will not be able to attend the centre 
for any period of time during which: 
• Directors follow the NSW ‘Staying 
Healthy in Childcare’ documentation. 
Please see office copy. 
• The child is suffering from a disease or 
Condition that is contagious through 
normal social contact. 
• A medical practitioner has recommended 
the child not attend childcare. 
Please use your own judgement. Your 
child may not be contagious but if 
generally feeling unwell may need to stay 
at home for rest. Children who have had a 
Contagious illness or an unspecified rash 
must produce a doctor’s certificate stating 
the details of the illness that they are no 
longer contagious and are fit to return to 
the centre. We require written proof that 
the child is immunised appropriately for 
his/her age prior to commencement at the 
centre (effective January 2014). A child 
who has not been immunised may be 
excluded from centre if a condition 
usually prevented by immunisation 
occurs at the Pre School. This is a 
Department of Health 
Requirement. 
 
Asthma Action Plan 
If your child suffers from asthma or 
develops asthma whilst enrolled at the 
centre, please let staff know as soon as 
possible. You will need to provide an 
asthma action plan, to be filled out by your 
child’s doctor. Please update this 
whenever your child’s asthma plan 
changes. If your child has an asthma plan, 
the medication required in the plan must 
accompany the child to care on each care 
day. Alternatively asthma medication can 
be left at the centre for the term. 
 
Smoke Free Environment 
LCOOS is a smoke free area. Parents, 
staff and all other visitors are requested to 
refrain from smoking within the indoor OR 
outdoor play spaces at all times. 
 
 

 
 
 

Medication 
A parent whose child requires medication 
will: 
• Complete and sign the appropriate 
medication permission form. 
• Give permission to administer 
medication can only be given by the 
parent. Therefore, if someone else is 
dropping off the child, they will need to be 
provided with a permission note from the 
parent. The permission note needs to 
include the child’s name, date the 
medication is to be administered, name of 
medication, dosage, time to be given, and 
signed by the parent. 
• Authorisation must be in compliance with 
the prescription label that is in the child’s 
name. Non-prescription medication will 
only be given if accompanied by a 
doctor’s certificate stating the dosage, 
times to be given and length of time to be 
given. If it is an ongoing dosage we 
require an updated doctor’s certificate 
every 3 months. 
• Provide the correct medication in its 
original container. 
• Inform a staff member of the child’s need 
for medication. 
• Place the medication in the kitchen 
cupboard or fridge (medication must never 
be left in children’s bags). 
• upon administering sign the check on the 
Medication Authority to acknowledge the 
medication has been given. 
• Collect the medication. 
LCOOS  staff are authorised to administer 
medication only in accordance with the 
parents written authority. In doing so the 
staff are to be regarded as acting in place 
of the parent. Staff are not liable for any 
allergic reaction or injury caused to the 
child by the administration of the 
medication in accordance with the parent’s 
written authority. Nor will they be 
responsible for any error contained in the 
written permission, or the supply of 
incorrect medication by the parent. Staff 
are not permitted to give medication using 
their own discretion. Therefore medication 
to be given ‘when needed’ cannot be 
accepted. 
 
 
 
 



 
Parent Management Committee 
LCOOS is run by a Parent Management committee and are always looking for new parents 
to join the committee.  If you are interested please contact the director.  They meet around 
once a term for around 2 hours.  This is a great opportunity for families to be involved in the 
service and contribute to service decisions.   
 
Complaints Handling 
If a parent has complaint, the first line of action is the certified supervisor on the day.  If a 
suitable solution is not worked out, the next step would be to discuss this with the director.  If 
an agreement cannot be reached within the centre the PMC may arrange for a mediator to 
come in and help solve the complaint.  Alternatively staff or parents are able to lodge a 
formal complaint with the Department of Community Services and the NSW Ombudsman 
 
Communication 
We encourage collaboration between families and educators to engage in shared decision 
making.  We encourage the following avenues for effective communication at LCOOS: 

 Day to day conversations with educators 
 Daily learning journal 
 Children’s individual learning journal 
 Website 
 Emails 
 Phone 
 Meetings 

 
Child Protection 
Each staff member is a mandatory child protection reporter at LCOOS.  This means that all 
staff are required by law to report any suspicions of child abuse to the Department of 
community Services.  For further information please see our child protection policy. 
 
Confidentiality 

All staff are aware that confidentiality of all matters concerning the centre must be 
maintained at all times Staff cannot give out any details contained in children’s 
records to any other parent or discuss details of any child who has caused injury to 
other children at the centre. Parents are assured that any information shared with a 
staff member will remain confidential. 
 
Evacuation and Lockdown Procedures 
Staff at the centre practice the evacuation & lockdown procedure with the children each 
term. All procedures are done in a calm and positive manner. An evaluation of evacuation & 
lockdown is completed after each practice session. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 


