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8.13 WAIT LIST 
 

Westgate Vacation Care has 120 childcare places.  If the Program becomes full, the Priority of Access will 
come into affect (Policy Handbook 3.3).  
 

The excursions and internal activities do have a limited number of spots and once those positions have filled 
there will be a wait list. 
 

8.14 ENROLMENT PROCEDURES 
 

It is important that the application forms are filled out completely prior to attending the program.  This 
includes your address, contact numbers, parent’s date of birth, doctor’s details, medical issues, emergency 
contacts, custody issues and child personal and medical details. 
 

Once the Application Form has been returned to Westgate Vacation Program, payment is required to 
confirm the booking.   
 

8.15 PARTCIPATION AND ACCESS 
 

Westgate Vacation Care encourages all parents to participate in issues relating to the care of their children.  
All parents are welcome and encouraged to visit their children during the daily program.  If parents have 
concerns or complaints, Westgate Vacation Care encourages them to discuss these with the Managing 
Director, Coordinator or Assistant Coordinator. 
 

8.16 GREIVANCE AND COMPLAINTS PROCEDURES 
 

8.16.1 CHILDREN 
Children with concerns during the day are encouraged to talk to their instructors.  This process is to help 
with any situation such as injury, sickness, name-calling, bullying, out casting, fighting etc.  If the issue 
cannot be resolved the Co-Ordinator or Assistant Co-Ordinator can be included in discussions.  At this time, 
parents/guardians may be informed and verbal assistance received if required.  If the matter is of a serious 
nature, parents/guardian will be phoned or spoken to at pick-up time and a resolution discussed. 
 

8.16.2 PARENTS 
Families with concerns or complaints are encouraged to discuss these with the 
Co-Ordinator of the service in the first instance and complaints which are not resolved to the family’s 
satisfaction will be referred to the Managing Director of Westgate Vacation Care. 
 

These concerns can also be forwarded by letter to: 
 

Managing Director or Holiday Program Co-Ordinator 
Westgate Vacation Care 

P.O. Box 114 
Altona North      3025 

Or emailed 
westgate@bigblue.net.au 

 

 
8.17 INSURANCE 
 

The Westgate Indoor Sports Centre has a Public Liability Policy. 
 

8.18 EVALUATION 
 

During each program Parents and Children complete different surveys so we can receive their feedback, 
ideas and suggestions, Staff also complete a survey.  All information is collated and used to plan for the 
upcoming programs.  A report is also completed by the Co-Ordinator outlining the successes and areas 
required for improvement for the future. 
 

8.19 PETTY CASH 
 

Petty cash is available during the Program to cover incidental costs to assist in the smooth running of the day 
to day activities, i.e.: upkeep of First Aid Box etc. 
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All Applications are processed and confirmed once payment is made.  Children will not be booked in until 
payment is received.  If parents are experiencing financial hardship they are able to apply to Westgate 
Vacation Program for a payment plan, if the full fees are not able to be paid. 
 

8.7 FEE FOR LATE PICK-UP 
 

If the parents are running late:   After 6.00pm, $1 per minute, per child 
 

Additional needs in the morning will need to be organised with a minimum of 48 hours notice.  In the event 
that you are running late please inform the Program Co-Ordinator or Assistant Co-Ordinator as soon as 
possible. 
 

8.8 LATE PICK UP POLICY 
 

The holiday program will ensure the safety of children not collected from the service by the closing time. In 
the event of a child/ren remaining at the service the following procedure will be followed: 
 

�  Staff will inform the Co-Ordinator or Assistant Co-Ordinator and they will contact the parents/ 
guardians/authorised persons. 

�  After 10 minutes, if not contactable, Westgate will immediately contact the emergency contact 
numbers on the enrolment form. 

�  If still not contactable, Westgate will wait for the parents until 6.15p.m.  If parents have not been able 
to be contacted by this time, the appropriate authorities will be called and staff will wait until the child 
is collected.  

 

Children will be reassured and made comfortable whilst this process is taking place.  A late fee of $1.00 per 
minute per child will be charged for child/ren that are picked up after 6.00pm, this payment is required at the 
time of late pick-up. 
 

8.9 CANCELLATIONS 
 

All cancellations must be completed in writing 48 hours prior to the booking.  Full refunds will be issued 
with 48 hours notice or if a medical certificate is supplied.  If cancellation is not received full fees will 
apply.  All children have 30 allowable absences covering all forms of day care. 
 

8.10 ATTENDANCE RECORDS 
 

All children attending the Westgate Vacation Care Program must be signed in and out on the Attendance 
Day Sheet.  The time of entry and time of departure is required for each day of attendance. 
 

If in the event of a child not being signed in by Morning Tea, the Coordinator or Assistant Coordinator will 
phone to verify the child has not been signed in. 
 

 
8.11 ALLOWABLE ABSENCES 
 

For the purposes of Child Care Benefit, allowable absences are casual absences when a recipient has to pay 
for child care and is paid CCB, even though their child does NOT attend care at that time. Each child is 
allowed 30 such days per financial year. The number of days is cumulative across approved Long Day Care, 
Family Day Care, in home and specialised Outside School Hours Care (Holiday Programs, etc). CCB is 
payable for any absence up to 30 days regardless of the reason for the absence. 
  

Allowable absences cannot be used to enable CCB to be paid for fees charged to reserve a place for a child 
who has not yet commenced care. Nor can they be used for a child who has already ceased care. 
 

8.12 CHILD CARE BENEFIT (CCB) 
 

The Westgate Vacation Care Program calculates the CCB for families who qualify.  To find out if your 
family does qualify for this rebate, please call the Family Assistance Office on 13 61 50 and link your 
family to the Provider number below.  They will calculate your percentage, and send information to you and 
Westgate Vacation Care Program.  Please inform them of our Provider Name and Provider Number. 
 

Provider Name:    Westgate Vacation Care 
Provider Number:    555 008 499C 
 

Full Day Calculation:    0.85 x 3.47 x 10 x your %/100 = REBATE 
Half Day Calculation:   0.85 x 3.47 x 5 x your %/100 = REBATE 
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1. INTRODUCTION 
 

1.1 SERVICE ESTABLISHMENT & VENUE 
 

Westgate Sports and Leisure Incorporated have developed the School Holiday Program over the past 10 years and 
continue to contract Westgate Indoor Sports to market and manage the Westgate Vacation Care Program.  All 
programmed activities are scheduled within the Westgate Sporting Complex, with organised excursions offered each 
week of the program. 

1.2 HOURS OF OPERATION & SESSION TIMES 
 

Each day Westgate Vacation Care operates from 8:00am – 6:00pm 
The day is broken into four activities times: 
 

Sign In  8.00am - 9.30am 
Early Morning  9.30am - 11.00am 
Morning Tea 11.00am - 11.30am 
Late Morning  11.30am - 12.30pm 
Lunch  12.30pm - 1.30pm 

Early Afternoon  1.30pm - 2.30pm 
Afternoon Tea 2.30pm - 3.00pm 
Late Afternoon 1  3.00pm - 4.15pm 
Short Break 4.15pm – 4.30pm 
Late Afternoon 2  4.30pm – 6.00pm 

 

1.3 MANAGEMENT STRUCTURE 
 

1.3.1 MANAGING DIRECTOR 
The Managing Director is responsible for the overall running of Westgate Indoor Sports.  Daily 
communication between the Coordinator and the Managing Director enable information to flow and smooth 
running of the program. 
 

1.3.2 CO-ORDINATOR 
The Coordinator is responsible for the quality of care, ensuring it is of a high standard and that the policies 
are updated and are adhered to at all times.  The Coordinator ensures that the educational and recreational 
component of the program offers all children safe, stimulating and a supportive environment. 
 

1.3.3 ASSISTANT CO-ORDINATOR 
The Assistant Coordinator implements the Programs daily activities, thus ensuring that the quality of care 
and policies are followed and is of the highest standard.  Included in the role is facilitation of effective 
interaction between groups and individuals, to establish and apply appropriate guidelines that encourage 
positive behaviour.  The Assistant Coordinator is the communication link between all staff and also the 
Coordinator. 
 

1.3.4 TEAM LEADER 
The Team Leader has been implemented to help in the nurturing of new staff and the development of 
existing staff.  The Team Leaders role will include: mentoring, coaching, motivating and leading all staff on 
their allotted shift. 
 

Communication is the key and this will assist staff with regards to the upcoming tasks they have within the 
program.  This will ensure that all staff have taken their allocated breaks and are punctual with their timing 
for their start and completion times. 
 

Team Leaders also ensure that all staff are aware of, and are completing their allotted chores for that specific 
day. 
 

Importantly it is the Team Leaders role to ensure that all staff are aware of any medical conditions for 
children for the day. 
 

The Team Leader will evaluate each day and the effectiveness of activities throughout, prepare 
feedback and present to the Coordinator or Assistant Coordinator.  Communication is the key and 
main purpose of this role. 
 

A Self Evaluation Report is presented to the Coordinator or Assistant Coordinator after each Team Leader 
shift. 
 

2. PHILOSOPHY AND GOALS 
 

2.1 MISSION STATEMENT 
 

Westgate Vacation Care will strive to ensure that all children of a primary school age, staff and parents are 
provided with a safe and happy environment.  We offer families in the Hobson’s Bay Municipality a challenging 
and prosperous child care for children within their middle childhood through play, self expression and 
encouragement to stimulate growth and development. 



 4 

 

We cater for children within the middle childhood age bracket in the local and surrounding districts.  
Ultimately we provide for sports orientated children of all abilities. The program incorporates other 
activities which develop skills in the areas of arts and crafts, cooking, science, drama, music, problem 
solving and lateral thinking. 
 

The focus on children from all backgrounds and cultures (in this case it is important to remember to be 
aware of different religious beliefs and customs).  Children with social and learning difficulties have become 
involved in our program recently.  It is important to be aware of these children although it is essential that 
this information is kept confidential.   
 

Combining the support of local council and the wider community, activities and educational sessions are 
implemented to engage children in a broader understanding. 
 

2.2 GOALS 
 

To provide a superior level of care focusing on the social development, recreational experiences and diverse range 
of activities whilst offering a service that suits the individual requirements of families within the community. 
 

·  A fantastic selection of activities to cater for all children attending the service, including excursions and 
centre-based programs that are age-appropriate. 

·  Improvements and implementation of ideas to be guided by the Parents, Children and Staff from the 
Westgate Vacation Program 

·  With highly skilled and motivated staff, children with additional needs are encouraged to increase their 
recreation and social awareness through the involvement and co-operation with all children.  

·  Bringing the outdoors in, we provide a safe and healthy environment to children. 
·  Westgate Vacation Care encourages positive behavior through the Westgate Award.  
·  Children are counseled to understand the consequences and to take responsibility for their behavior. 
  

3. GENERAL POLICIES 
 

3.1 PRIVACY & CONFIDENTIALITY 
 

Westgate Vacation Care shall keep in a secure and accessible office, records for each child relating to: 
�

• personal details (name, address, date of birth);  
• relevant medical details (if any);  
• relevant custody details (if any);  
• details of people authorised to collect children from the program;  
• permission for the child to leave the program unaccompanied (if applicable);  
• signing in and out of children at the beginning and/or end of programs;  
• name, home and work address and phone numbers of parent/guardian/approved person;  
• name, address and phone number of persons who may be contacted in an    
     emergency (if parents/guardians/approved person is not available);  
• name, address and phone number of the child’s doctor;  
• authorisation to seek emergency medical, hospital and ambulance services (or         
    the chosen alternative of the parents/guardians/approved person);  
• any special needs or considerations relating to the child; and  

 

These records shall be confidential.  Westgate Vacation Care shall ensure that a record is kept of a child’s 
illness or accident, where this occurs during the program.  
 

3.2 EQUAL OPPORTUNITY 
 

Every child has a right to feel safe at our Holiday Program. Every staff member has the right to expect that 
the Program will be free of discrimination and harassment. A safe and supportive Holiday Program begins 
with strong leadership. Management and Co-Coordinators take on the responsibility of putting effective 
strategies in place to provide children and staff with positive and safe environments and real learning 
outcomes for all children. 
 

3.3 PRIORITY OF ACCESS GUIDELINES 
 

The Westgate Vacation Care Program offers 120 places.  If all available positions become full, the Priority of 
Access will be followed to allocate available places to those families with the greatest need for child care support.   
 

The Priority of Access is as, in order: 
I)     Children at risk of abuse or neglect 
II) Families with work-related commitments 
III) All other enrolments 
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Assistant Coordinator or Coordinator.   
 

Any time an issue is dealt with by a leader, Assistant Coordinator or Coordinator it will be noted in 
the Incident Report Book. 
 

Each child is able to receive 1 Yellow Card per day.  They however can only receive 3 Red Card over 
a two week period. 
 

Any Red Card offences, parents will be informed at pick up time. 
 

If a child has received 2 Red Cards, a Behavioural Program will be implemented by the Coordinator 
in conjunction with the Parent/Guardian. 
 

Receiving 3 Red Cards over the program, will result in immediate suspension from the program. 
 

A serious incident, such as fighting, may result in an automatic 3 Red Card Penalty, which would 
result in immediate Suspension from the Program. 
 

All behaviour issues are to be reported in the Incident Report Book.  By recording incidents, 
parents will be informed at the conclusion of the day.  
 

This process is simply to lay boundaries for the children; we would love nothing better than to 
never have to issue warnings or cards. 
 

For the smooth running of the day to day activities, the positive behaviour and conduct of the children 
is encouraged through a program that is diverse and challenging. 

 

7.16 ISSUES REGARDING BEHAVIOR OF PARENTS AND CHILDREN 
 

Under many circumstances, parents will require notification of issues relating to the behavior of their 
child.  These issues are to be dealt by authorised staff only who expects parents to respond in an 
appropriate manner.  Under no circumstances is it appropriate for parents to approach children or 
fellow parents.  We remind parents that Westgate Vacation care reserves the right to refuse and 
cancel its services to those who cannot comply. 
 

8. ADMINISTRATIVE FUNCTIONS 
 

8.1 EARLY BOOKINGS 
 

This is a pre-paid program.  Bookings will be confirmed once accounts are finalised.  To receive the early 
booking price, all forms with payment must be received by the Early Bird Booking Date. 
 

 
8.2 ADDITIONAL OR SAME DAY BOOKINGS 
 

Additional bookings during the program fall under the standard price, and payment is required on the 
morning of your booking.   
 

8.3 FEES 
                           Full Day         Half Day 
Early Booking Price    $35            $21 
Standard Price     $38             $23 
 

8.4 ACCOUNTS 
 

To receive the Early Booking pre-paid price all accounts must be finalised by the date on the Application 
Form prior to the program beginning.  All bookings must be in writing.  Applications can be faxed to 9931 
0592, mailed to P.O. Box 114, Altona North, 3025, or dropped into Westgate Indoor Sports.  Prices are 
calculated according to when the account is settled.  For assistance with calculating your account, please 
have your CCB% and visit our website at www.westgateindoorsports.com or phone 9369 6888.  If parents 
require additional bookings within the program this must be completed in writing and payment made prior 
to attending.  Fees will be calculated according to the date in which the account is paid.  Booking will not be 
confirmed until payment is received. 
 

8.5 RECEIPTS 
 

Parents will be issued a receipt once payment has been received.  Annual Rebate Statements are sent out 
during the July Program.  If you do not attend the July Program please request one. 
 

8.6 NON PAYMENT OF FEES 
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7.12 FAMILY/CHILDREN INPUT AND EVALUATION 
 

Westgate Vacation Care regularly ask parents, staff and children to complete surveys to help us in creating 
the best program with the main focus on what the families want.  We love to gain any kind of feedback to 
improve each program we offer.  The process aids us to evaluate and plan for the future. 
 

The Westgate Vacation Care Program encourages any parent, guardian or child interested in assisting 
during our external excursions and educational sessions to volunteer their time.  Please inform the Co-
Ordinator or Assistant Co-Ordinator if you are interested. 
 

7.13 ACCESS AND PARTICPATION OF CHILDREN 
 

7.13.1 PRIORITY OF ACCESS 
 

The Westgate Vacation Care Program offers 120 places.  If all available positions become full, the Priority of 
Access will be followed to allocate available places to those families with the greatest need for child care support.   
 

The Priority of Access is as, in order: 
I)     Children at risk of abuse or neglect 
II) Families with work-related commitments 
III) All other enrolments 
 

Parents have access to the Program area between 8:00am and 6:00pm and if they wish visit their child/ren 
during the program hours, a simple arrangement can be made with the Program Coordinator. 
 

7.14 POSITIVE GUIDANCE - WESTGATE AWARD 
 

With the knowledge regarding the development of the children, the leaders can become more sensitive to 
their needs, capabilities and behaviour.  By providing choices for the children they are able to develop 
initiative, whilst using the vital ingredients they have for creativity and problem solving skills; commonly 
referred to as self directed learning.  By utilising self-directed learning, we can help build self–confidence, 
self esteem and teach children to become independent. 
 

It is imperative that staff regard themselves in the same way in which management does, with the utmost 
importance.  The leaders are capable and have the ability to promote a feeling of confidence and 
competence within children.  They are able to ensure that the program has a POSITIVE influence and as 
role models they have the ability to communicate with the children in a language in which they understand.  
We encourage the staff to take the time to listen, use encouragement and take a valid interest in the child’s 
life, you will be amazed to learn how much children absorb from a leaders guidance. 
 

To further our dedication to a successful program, each leader will nominate a child daily for the “Westgate 
Award”.  The three children with the highest number of nominations will receive a trophy and certificate 
commending their positive attitude throughout the program 
 

7.15 DISCIPLINE AND GUIDANCE POLICIES 
 

During the Program there will be incidents that will require the intervention of leaders.  Fighting, 
swearing, name-calling, outcasting, ‘ganging up on others’ are all situations that we will endeavour 
to stamp out.  Staff are encouraged to deal with the issue at hand and solve it.  Labelling the 
behaviour and not focusing on the child is paramount whilst dealing with situations. 
 

The protocol of our Red/Yellow card system is as follows: 
 

7.15.1 YELLOW CARDS 
·  Name Calling 
·  Littering 
·  Rough Play 
·  Swearing 

·  Not following Instructors 
directions 

·  Running in corridors 

 
7.15.2 RED CARDS 
 

·  Fighting 
·  Spitting 
·  Bullying 
·  Stealing 
·  Repetitive Swearing 

·  Swearing at a Leader 
·  Repetitive Name Calling 
·  Outcasting 
·  Ganging Up 
·  Continually not following 

 

The leader will allocate a White Card to the child, with the description of the incident and the 
suggested level of either a Yellow or Red Card.  This White Card is to be handed by the child to the 
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3.4 OCCUPATIONAL HEALTH AND SAFETY AND WORK COVER 
 

Westgate Vacation Care will provide a safe and healthy workplace for our Holiday Program Leaders 

·  Westgate will provide and maintain a safe working environment  

·  Westgate will implement arrangements for the safe use, handling, storage and transport of 
chemicals (such as dangerous goods and other harmful materials)  

·  Westgate will maintain the workplace in a safe condition (such as ensuring fire exits are not 
blocked, emergency equipment is serviceable, and the worksite is generally tidy)  

·  Westgate will provide Program Leader’s with facilities (such as clean toilets, cool and clean 
drinking water, and hygienic eating areas)  

·  Westgate will ensure that Program Leaders have adequate information, instruction, training and 
supervision to work in a safe and healthy manner.  

 
All workers have a duty of care to ensure that they work in a manner that is not harmful to their own health 
and safety and the health and safety of others. 
 

Westgate Vacation Care has a Work Safe Injury Insurance with a Work Safe Agent. 
 

4. FACILITIES AND EQUIPMENT 
 

4.1 SPACE REQUIREMENTS 
�

School age children in care have a need to move about and engage in a number of activities. Westgate 
Vacation Care provides areas for children which are safe, which have the space to allow flexibility in 
programming and to allow the children a choice of large or small group or individual activities.  Many 
children will feel the need for boisterous activities, but we also cater for quieter sessions for children that 
would prefer that. We provide adequate space provisions to avoid overcrowding and to decrease the risk of 
accidents associated with cramped confined spaces.  
 

These spaces are available to allow school age children to be physically and psychologically comfortable, to 
safely store their possessions and display their creativity. To ensure adequate supervision of the children at 
all times, the indoor space opens out onto the sporting area.   
 

National Standards 
4.1.1 The indoor space requirement shall be 3.25 sq metres of unencumbered play space per child. When 
calculating this space such items as any passageway or thoroughfare, kitchen, toilet or shower area located 
in the building or any other facility such as cupboards are to be excluded.  
4.1.2 The indoor space requirement may be less if it can be demonstrated that the 3.25 sq metres space 
requirement cannot be met, and the approving authority can be satisfied that the reduced space requirement 
will not impact negatively on children using the area.  
4.1.3 The outdoor space requirement shall be 12 sq metres of usable play space per child.  
4.1.4 The outdoor space requirement may be less if it is demonstrated that a lesser requirement will not 
impact negatively on children using the area and where alternative sites are not available to meet the needs 
of the community.  
 

4.2 FOOD PREPARATION FACILITIES 
 

Westgate Vacation Care does not supply snacks or meals for the children attending the program.  However, 
the Cruiser Café within the building offers a Lunch Order for children attending.  Westgate Vacation Care 
and Cruiser Café continually update the menu to reflect healthy choices and diversity of cultures.  If anyone 
has any suggestions please forward them to Cruiser Café or the Program Co-Ordinator.  
 

Westgate’s cooking experiences are includes within the program to teach children about basic nutrition.  
�

For health and safety reasons, where food is prepared and stored, we ensure it is kept free from 
contamination and stored, prepared and handled hygienically.  
 

Westgate Vacation Care provides safe, hygienic facilities for the preparation, storage, heating and cooking 
of food for children, including a sink, refrigerator and hot and cold running water supply is accessible to 
staff.  These facilities are in the Craft/Cooking room which the program accesses each day. 
 

4.3 TOILETS AND HAND BASINS 
�
The children and staff have access to toilets (including access for children with disabilities) and hand-
washing facilities.  There are separate toilets for girls and boys.  
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National Standard  
4.3.1 Services shall provide:  
 

A) 1 toilet for every 15 children or part thereof;  
B) Hand washing facilities; and  
C) Soap and hand drying equipment.  

 

4.4 STORAGE FACILITIES 
 

Westgate Vacation Care shares the space with other departments within Westgate Indoor Sports.  Many of 
our equipment will be packed away at the end of each day.  
 

During the program children have access to allow them independent choices of equipment. For health and 
safety reasons, however, first aid kit and poisonous or dangerous substances or equipment are only 
accessible to staff. A lockable facility is used for the safe and confidential storage of all relevant records.  
 

NATIONAL STANDARD 
4.4.1 The service shall have secure storage facilities for indoor and outdoor equipment.  
4.4.2 The service shall have storage facilities which are secure and inaccessible to children for cleaning 
materials, disinfectants, flammable, poisonous and other dangerous substances, tools, toiletries, first aid 
equipment, medication and program records.  
 

4.5 EQUIPMENT PURCHASES 
 

Following each program, and inventory is taken of equipment that needs to be replaced.  During staff 
feedback surveys, suggestions are welcomed for additions to the equipment supplies.  Purchases are made in 
the lead up to each program. 
 

5. HEALTH AND SAFETY 
 

5.1 IMMUNISATION/INFECTIOUS DISEASES 
 

Westgate Vacation Care supports the Hobson’s Bay and Public Health Victoria’s process of Immunisation.  
For more information on this matter please visit: 
www.hobsons.vic.gov.au/Page/page.asp?Page_Id=106&h=1 
 

Westgate Vacation Care’s policy on infectious diseases is consistent with Commonwealth and State 
Legislation.  This outlines the exclusion practices for children who have an infectious disease or who have 
been exposed to an infectious disease.  The service will ensure that the policy is practiced. 
 

The service will ensure that parents, guardians and approved persons are notified of any infectious diseases 
present at the holiday program.  Where a child develops symptoms at the service, parents will be asked to 
collect the child and seek medical diagnosis. 
 

We follow the guidelines on the www.health.vic.gov.au website and the  
Resource:  The Blue Book: Guidelines for the control of infectious diseases 
(For a copy please see the Co-Ordinator) 
 

5.2 HYGIENE 
 

Children and Staff are encouraged to adopt a high level of hygiene through the washing of hands prior to 
and after snack and lunch time, prior to any cooking activity. 
 

5.3 TELEPHONE FACILITIES 
 

Within the Program Area, there is a public phone available to use, however Westgate Indoor Sports has 2 
phone lines, that can be used to contact parents/guardians or emergency services if required. 
 

5.4 ACCIDENTS AND ILLNESSES 
 

In the event of a child or staff member suffering an illness or injury while attending Westgate Vacation 
Care, every attempt will be made to ensure the sound management of the injury to prevent an exacerbation 
of the situation. The parent/guardian/approved person of the child/staff member or the emergency contact 
person will be informed as soon as possible i.e. if immediate medical aid or hospitalisation is required.  
 

The following procedures will be implemented: 
·  the child/staff member is kept under adult supervision until they recover or until the 

parents/guardian/approved person or other authorised person takes charge of the child/staff 
member 

 15 

�  If still not contactable, Westgate will wait for the parents until 6.15p.m.  If parents have not been able 
to be contacted by this time, the appropriate authorities will be called and staff will wait until the 
child is collected.  

Children will be reassured and made comfortable whilst this process is taking place.  A late fee of $1.00 per 
minute per child will be charged for child/ren that are picked up after 6.00pm, this payment is required at 
the time of late pick-up. 
 

7.9 COURT ORDERS 
 

If any parents have custody issues, they are required to inform the Program Coordinator and appropriate 
measures will be put in place.   
 

In order to appropriately manage the care of children in custody situations, a copy of all court orders in 
relation to custody must be provided to Westgate Vacation Care upon enrolment.  These documents will be 
attached to the child’s records and treated confidentially. 
 

Parents are asked to notify Westgate Vacation Care of any changes to these documents.  If the service does 
not have a copy of the court order, it will assume that both parents have equal custody of the child and 
therefore both have access. In the event that a parent breaks a custody order and tries to access the child, 
the parent with custody entitlements will be contacted immediately, the staff will attempt to stall the parent 
from taking the child and then the police will be contacted. 
 

Please refer to Custody Related Siege/Harassment for further information 
 

7.10 STAFF INTERACTION WITH CHILDREN 
 

Westgate Vacation Care encourages staff to socially interact with children during programmed and un-
programmed sessions.   Learning and using the children’s name appropriately will help to build a trusting 
relationship.  
 

In this day and age there are many issues that require careful thought.  Staff members are reminded that 
sensitive issues such as personal space and emotional interaction are not acceptable either given to or 
received by children.  Please see the Program Coordinator if you have any questions or concerns regarding 
this matter. 
 

7.11.1 EXCURSIONS 
 

We offer excursions and internal activities for children to participate in.  Bookings are essential; there is an 
additional charge for this activity.  Payments must be received to confirm booking.  Cancellations must be 
in writing 48 hours prior.   
 

7.11.2 STAFF RATIOS & SUPERVISION 
 

The program follows the OSHC policy on ‘staff to children’ ratio:   
 

Normal activities   1:15 
Outside Excursions 1:8 
 

During each day of the program the Co-Ordinator and Assistant Co-Ordinator are scheduled in addition to 
the Program Leaders.   Thus ensuring that the program runs smoothly and the follows the Industry 
Standards required. 
 

One qualified staff member is included in this ratio for every 30 children.  There will be a minimum of two 
staff at all times. 
 

Westgate Vacation Care Program ensures that all staff are experienced in the field and have undergone 
Working with Children Checks prior to commencing their employment.  A Working with Children Check 
incorporates, a National Police Record Check and review of relevant findings from prescribed professional 
disciplinary bodies (currently only the Victorian Institute of Teaching, but other professional bodies may be 
included in the future). 
 

If staff members do not comply with the standards and ethics of the Westgate Holiday Program, necessary 
actions will be implemented.  This could include a more concentrated personal development plan, verbal or 
written warnings or instant dismissal. 
 

Instant Dismissal could result from the conviction of a criminal offence in the following circumstances: 

·  serious sexual offences  

·  serious violent offences  

·  serious drug-related offences  

·  offences against the Working with Children Act itself.  
 

The department in charge of Working with Children Checks liaises directly with Victoria Police to monitor 
any changes to a staff members record. 
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take on the responsibility of putting effective strategies in place to provide children and staff with positive 
and safe environments and real learning outcomes for all children. 
 

The interests and needs of children, rather than the convenience of adults and staff members, should be the 
overriding principle influencing in programming.  The race, culture, age, sex, level of ability, religion are 
important determinants of personality and self esteem and should be valued, respected, celebrated and 
acknowledged.   
 

The team-work within the Westgate Vacation Care Program and partnerships with parents, family members 
and community groups and organisations is essential for success.  
 

Westgate Vacation Care Program offers an anti–bias approach to programming, which is inclusive of all 
children. The Program responds to individual needs, interests and requests by providing a range of 
activities for all children attending the Program. 
 

Westgate Vacation Care Program offers a balance of activities, ensuring flexibility and providing for child-
initiated activities. Children and Parents are consulted when staff are planning the program to ensure that it 
meets the needs of all concerned. This process is through the survey and evaluation process of the program. 
 

7.3.3 INCLUSION OF CHILDREN WITH A DISABILITY 
 

Children with social and learning difficulties have become involved in our program more recently.  The 
Westgate Vacation Care Program works in conjunction with the local council, Noah’s Ark  and Yooralla to 
provide care for such children.  
 

7.4 SIGN IN AND OUT PROCEDURES 
 

A parent or guardian must sign the child/ren in on the daily attendance form.  At this time the collection 
person must be nominated, that person must also be nominated on the Application Form.  The nominated 
person must also sign-out at collection.  Staff may ask for identification to confirm this. 
 

7.5 CHILDREN LEAVING THE SERVICE WITHOUT PERMISSION  
 

Lunch will be eaten within the seated activity area, if children are ordering food from the kiosk this must be 
completed prior to morning tea.  Under no circumstances must a child go to the kiosk alone, or leave the 
building without being signed out by the appropriate person. 
 

7.6 CHILDREN/INDIVIDUALS WITHIN THE PROGRAM AREA 
As a business that caters for members of the public other than Holiday Program families, it is requirement 
of the Coordinator and Assistant Coordinator has knowledge of all visitor and clients within the Program 
Area.   
 
 

In the circumstances that a person is unknown to the staff, the Coordinator will approach, introduce 
themselves and communicate with the person in question.  If the person does not give a suitable response, 
they will be asked to leave the premises.  If they do not comply, the Police will be called. 
 

7.7 CHILDREN ATTENDING OTHER ACTIVITIES OUTSIDE THE  SERVICE 
 

All children must be signed in and out of the Program in all circumstances.  This way all Leaders, the Co-
Ordinator and Assistance Co-Ordinator are aware of the children’s whereabouts. 
 

7.8 PROCEDURES FOR COLLECTING CHILDREN 
 

A parent or guardian must sign the child/ren in on the daily attendance form.  At this time the collection 
person must be nominated, that person must also be nominated on the Application Form.  The nominated 
person must also sign-out at collection.  Staff may ask for identification to confirm this. 
 

If the parents are running late:   After 6.00pm, $1 per minute, per child 
 

Additional needs in the morning will need to be organised with a minimum of 48 hours notice.  In the event 
that you are running late please inform the Program Co-Ordinator or Assistant Co-Ordinator as soon as 
possible. 
 

The holiday program will ensure the safety of children not collected from the service by the closing time. In 
the event of a child/ren remaining at the service the following procedure will be followed: 
 

�  Staff will inform the Co-Ordinator or Assistant Co-Ordinator and they will contact the parents/ 
guardians/authorised persons. 

�  After 10 minutes, if not contactable, Westgate will immediately contact the emergency contact 
numbers on the enrolment form. 
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·  if the child/staff member requires immediate medical aid, all reasonable attempts are taken to 
secure that attention and to notify the parent/guardian/approved person of the accident or 
illness;  

·  in the case of medication being required in an emergency without the prior consent of the 
parent/guardian/approved person, every attempt is made to secure that consent or the consent 
from a registered medical practitioner; and  

·  In the case of serious injury requiring hospitalisation, procedures for the transportation of the 
child to hospital are implemented.  

 

5.5 SUPPORTING CHILDREN WITH HEALTH NEEDS 
 

Staff are required to familiarise themselves with the medical report updated daily, this is kept in the craft 
room. 
 

Children’s medical conditions will include: Asthma, allergies, ADD, ADHD, previous medical conditions 
that are important and any other conditions a child may suffer from. 
 

Any child that has an epipen must supply an action plan and sign in the epipen each day.  The action plan is 
displayed in the Craft room and with the epipen at the front desk. 
 

5.6 ADMINISTERING MEDICATION/EMERGENCY MEDICATION 
 
Any medication to be administered must be clearly marked, signed in and out with information of dosages 
and times by the parents each day.  In addition to the Application Form a separate Medical Form must be 
filled out when booking in.   
 
The Coordinator and Assistant Coordinator will administer any medication during the course of day.  The 
date, time, medication and dosage will be noted on the child’s medical records.   
 
In the case of an emergency and parents are uncontactable, only a medical practitioner has the authority to 
prescribe medication. 
 
5.7 FIRST AID FACILITIES AND QUALIFICATIONS 
 
A qualified First Aid staff member is always on shift. A First Aid Kit is maintained for each program and is 
accessible to all Leaders, one in the office and one in the craft room.  Simple first aid information will be 
covered during staff meetings, anything above that please refer to the Coordinator or Assistant Coordinator.  
Any medical situation, parents are informed of as soon as possible and all precautions are taken to ensure 
safety for children and staff. 
 
5.8 NUTRITION 
 
The Westgate Vacation Program promotes and encourages the use of nutritious food.  For children to keep 
up their energy levels and get through a hectic day, kids need to eat a variety of foods.  We suggest a range 
of nutritious food including fruit, vegetables, lean meat, dairy, fish and plenty of water each day.  Please 
refer to the Healthy Food Guide available on our website and in the Parent Resource Folder at the Sign-in 
area.  Check out the Westgate Recipe Extra in every mail out to parents or on the website.  Throughout the 
Program we offer ‘daily lunch specials’, ‘theme days’ and cooking activities to encourage a healthy 
alternative.  Our lunch order form is available incorporating healthier options for the holidays.  
 

5.9 DRINKING WATER 
 
Parents are asked to send along enough drinks for the day.  Or supply your child with a refillable bottle.  If 
they run out, there is a drink dispenser of water to refill their bottles.  Cups will not be available due to 
health issues.      
 
5.10 BUILDING CLEANLINESS, MAINTENANCE AND REPAIRS 
 
After each day of the Program equipment is checked and any damaged equipment is reported on the daily 
overview.  The Coordinator will then assess the damage and repair or replace the item. The art and craft and 
sporting areas are cleaned daily. 
 
5.11 HEALTH OF CHILDREN 
 
It is the responsibility of each parent to ensure that their child is at a healthy level to attend the program.  
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Also each staff member has the responsibility to ensure that there health does not compromise the parents, 
children or fellow staff members. 
  
If in the opinion of the Coordinator or Assistant Coordinator a child is unwell, parents will be contacted to 
collect their child/ren.  The service will ensure that the child is made as comfortable as possible while 
waiting for their parent or guardian. 
 
Westgate Vacation Care is a smoke-free environment. 
 
5.12 BIRDS AND ANIMALS 
 
Children shall not bring animals to the Westgate Vacation Care Program.  An internal session may be 
organised with a licensed animal presenter. 
 
5.13 SMOKE FREE ENVIRONMENT 
 
Westgate Vacation Care is a smoke free environment.  Smoking within the building is an offence and will 
not be tolerated. 
 
5.14 SUN SMART  
 
The majority of activities is within the building; however in the event of an outside excursion all parents are 
to ensure that your child has appropriate clothing, a Sun smart hat and sunscreen.  Due to Health and Safety 
it is a vital requirement that parents and children follow Sun smart Policies, children will be excluded from 
outdoor activities if failure occurs. 
 

·  All children and staff must wear a broad-rimmed, legionnaire or bucket hats whenever they are 
outside. 

·  All children and staff are to provide their own SPF 30+ broad spectrum, water resistant 
sunscreen. 

·  All children are required to apply their sunscreen prior to going outside. 
·  We encourage children to wear sun protective clothing, i.e.; shirts with a collar, and at least 

elbow length sleeves. 
·  We encourage children and staff to use available shade for outdoor activities. 

 
Please refer to Appendix A, and the Parents Resource Folder at the Sign-In Table for information. 
 
5.15 CHILD PROTECTION 
 
Child abuse is a serious social problem.   Westgate Vacation Care has a duty of care to all children enrolled 
in the service to monitor any indicators of any form of abuse.  The presence of indicators may alert us to the 
possibility that a child is being abused. It is important that any of our staff who have concerns that a child or 
young person is in need of protection keeps this information confidential and only discusses this with the 
Co-Ordinator and then in turn Westgate Vacation Care Program would contact our local Child Protection 
Service for assistance and advice.  Definitions of abuse, causes and effects, legislation, statistics, research 
and an overview of the child protection community network are available at www.office-for-
children.vic.gov.au. 
 
5.16 EMERGENCY PROCEDURES 
 
Until recently it was only important to ensure that fire drills were covered in emergency evacuation 
procedures, unfortunately this is no longer the case.  We are now made aware of: 

 
Bomb threats; 
Fire Drills; 
 

 
Sieges; 
Floods; 
Bush Fires. 

 
We stress the importance of staff co-operation in these cases as we are required to have a level head and can 
react without hesitation if any of these problems arise. 
There are clearly marked fire exists all over the building area.   
 
Instructors will be in charge of the group that they are supervising at the time.  They will place their children 
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·  the child/staff member is kept under adult supervision until they recover or until the 
parents/guardian/approved person or other authorised person takes charge of the child/staff 
member 

·  if the child/staff member requires immediate medical aid, all reasonable attempts are taken to 
secure that attention and to notify the parent/guardian/approved person of the accident or 
illness;  

·  in the case of medication being required in an emergency without the prior consent of the 
parent/guardian/approved person, every attempt is made to secure that consent or the consent 
from a registered medical practitioner; and  

·  in the case of serious injury requiring hospitalisation, procedures for the transportation of the 
child to hospital are implemented.  

 

6.20 FIT AND PROPER PERSONS 
 

Due to the nature of the industry, it is imperative that any staff member treats their position with the utmost 
important.  Staff that are unwell and contagious must inform the Coordinator immediately.   Staff are not to 
be under the influence of drugs or alcohol and if so they will be dismissed from their shift and would put in 
jeopardy their position within the program.  Staff will not be able to work in these circumstances.  A 
replacement will be organised by the Coordinator.  
 

Staff must be of good health and free from any medical conditions or dependency on any medication and/or 
substance that may affect their ability to care for children.  
 

7. SERVICE PROCEDURES 
 

7.1 POLICY 
 

Westgate Vacation Care has an operational policy handbook (this document), Parent Handbook and Staff 
Handbook. These Policy Documents include sections on the service’s philosophy, administration, staffing, 
facilities and equipment, health and safety, programming, fees, participation of parent/guardian/approved 
person, cultural relevance, attention to children with a disability, gender equity, excursions and reporting of 
child abuse.  
 

Policy Handbooks are available on our website and at the program.  Westgate Vacation Care reviews each 
document at least once a year to keep up to date with changing Standards and Legislative requirements. 
 

7.2 PROGRAM PLANNING, DEVELOPMENT AND EVALUATION 
 

During each program Parents and Children complete different surveys so we can receive their feedback, 
ideas and suggestions, Staff also complete a survey.  All information is collated and used to plan for the 
upcoming programs.  A report is also completed by the Coordinator outlining the successes and areas 
required for improvement for the future. 
 

We cater for children within the middle childhood age bracket in the local and surrounding districts.  
Ultimately we provide for sports orientated children of all abilities. The program incorporates other 
activities which develop skills in the areas of arts and crafts, cooking, science, drama, music, problem 
solving and lateral thinking. 
 

Our focus is on children from all backgrounds and cultures (in this case it is important to remember to be 
aware of different religious beliefs and customs).  Children with social and learning difficulties have 
become involved in our program recently.  It is important to be aware of these children and it is essential 
that this information is kept confidential.   
 

7.3 PLANNING FOR INDIVIDUAL NEEDS 
 

7.3.1 CULTURAL RELEVANCE 
 

The program incorporates sessions that focus on language’s used by the wider community such as: Sign 
Language, Lebanese, Greek, Italian, etc.  This is to broaden the children’s awareness to the multi-cultural 
country that we are.  Theme days are incorporated within the program to incorporate a wide range of 
celebrations and cultural beliefs. 
 

7.3.2 INCLUSIVE PRACTICES AND EQUAL OPPORTUNITY 
 

Every child has a right to feel safe at our Holiday Program creating a stimulating environment that fosters 
all aspects of their social, physical, cognitive, emotional and aesthetic development at a pace that is 
developmentally appropriate and meets their needs.   
 

Every staff member has the right to expect that the Program will be free of discrimination and harassment. 
A safe and supportive Holiday Program begins with strong leadership. Management and Co-Coordinators 
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6.13 SUPERANNUATION 
 

Superannuation is paid legislated amount to the nominated Super Fund. 
 

6.14 POLICE CHECKS/WORKING WITH CHILDREN CHECKS 
 

All staff must be aged 17 years or above.   
 

All staff members aged 17 must have a current Police Check completed prior to commencement of 
employment. 
 

All staff members aged 18 years or above must have a current Working with Children Check prior to 
commencement of employment.  A Working with Children Check incorporates, a National Police Record 
Check and review of relevant findings from prescribed professional disciplinary bodies (currently only the 
Victorian Institute of Teaching, but other professional bodies may be included in the future). 
 

Convictions during the time of employment may exclude that staff member from employment. 
 

All Police Checks and Working with Children Checks are done at the Employees expense, they are tax 
deductible. 
 

6.15 STAFF MEETINGS & PROFESSIONAL DEVELOPMENT 
 

Prior to each program a compulsory staff meeting will be set for discussion, implementation of new 
policies and team bonding.  Professional Development will play a major role in the structure of staff 
meetings.  Each staff member has a Professional Development Plan in place and is reviewed twice a year. 
 

Support and training will be available to Full-Time employees, and when the Centre Manager deems fit for 
the Assistant Coordinator.  Leaders are continually made aware of seminars, courses or sessions of interest 
that are coming up.  Staff members are encouraged to increase their knowledge through these types of 
sessions.    
 

6.16 STAFF APPRAISALS 
 

All staff will be able to review the program and have their performance reviewed over the duration of the 
program.  A performance development review will be finalised after each program by the Coordinator, this 
will be distributed to each staff member, Centre Manager and Assistant Program Coordinator.  Performance 
Reviews have taken a number of different forms. 
 

The overall staff performance will be discussed at a management meeting following each program.  
Information from feedback and discussion will be included in the staff meeting.  This will include ideas and 
feedback from staff, which in turn would be implemented within the next program if necessary. 
 
 

6.17 ALCOHOL AND ILLEGAL SUBSTANCES 
 

Staff must be of good health and free from any medical conditions or dependency on any medication and/or 
substance that may affect their ability to care for children.  
 

Staff requiring regular medication should hold a medical certificate confirming their ability to care for 
children.  No person who is adversely affected by drugs or alcohol shall supervise or remain in the presence 
of a child in care.  
 

Staff shall not consume alcohol during the hours children are in care.  
 

Westgate Vacation Care provides a smoke-free environment, and expects staff to abide by this law. 
 
6.18 VOLUNTEERS 
 

In addition to our core staff we also introduce strength by including students within the University sector.  
These include students in their second and third year currently studying Bachelor of Education, 
Recreational Leadership, Human Movement and courses as such.  We offer these students hours to assist 
with their field placements and gain their hands on experience in the field which they will pursue.  It also 
will benefit the program with the fresh ideas and concepts that are brought along with them. 
 

6.19 ACCIDENTS AND ILLNESSES 
 

In the event of a child or staff member suffering an illness or injury while attending Westgate Vacation 
Care, every attempt will be made to ensure the sound management of the injury to prevent an exacerbation 
of the situation. The parent/guardian/approved person of the child/staff member or the emergency contact 
person will be informed as soon as possible i.e. if immediate medical aid or hospitalisation is required.  
 

The following procedures will be implemented: 
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in an orderly manner and take them to the Evacuation Area.  The Assistant Co-Ordinator will conduct a 
sweep of the area to ensure no children or staff are left within the building. 
 
The Co-Ordinator is in charge of calling the appropriate authorities and the remaining tenants in the 
building. 
Please refer to Appendix B on the back cover for the floor plan of the building, and further details of 
evacuations procedures. 
 
5.17 CUSTODY RELATED SIEGES/HARASSMENT 
 
For any families with a Custody Arrangement, a copy of a current Family Court Order (if applicable) is 
required on enrolment for our files and the program will do the utmost to abide by them. 
 
If there is any problem with custody orders or their implementation it is the parent’s responsibility to 
notify the centre coordinator of any changes to the court order. 
Westgate would therefore ensure additional care during the daily activities.  Photo Identification may be 
requested for any person not known to the management. 
 
To reduce a potential situation, the Co-Ordinator and Assistant Co-ordinator continually monitor the 
building area for any potential situations.  In the case of a situation arising, the person involved will be asked 
to leave the premises.  Failing this the police will be called to alleviate the situation. 
 
An undisclosed area will be allocated within the building for the child or all children to be evacuated to in 
the case of such a situation. 
 
5.18 TRANSPORT 
 
For excursions, Westgate Vacation Care contract Westrans Bus Lines to transport children and staff to and 
from the venue.  Under no circumstances will children be transported by staff. 
 
Parent who book their child and sign the excursion form on the day have also given permission for their 
child to be transported off site to the selected venue.   
 
In the circumstances that a breakdown occurs of our transport, the company Westrans will replace the 
broken down bus. 
 
5.19 DANGEROUS PRODUCTS 
 
Dangerous products that are used around the centre are carefully stored in a locked area away from the 
Program area.  These products can include: 
 
Paint 
Cleaning Chemicals 
Maintenance Tools 
 
Cleaning products such as washing up liquid, disinfectant and kids paints and glues are stored in a locked 
cupboard in the Craft Room. 
 

6. STAFFING 
 

6.1 QUALIFICATION/TRAINING 
 

Outside School Hours Program Leaders fall into two categories:  Qualified and Unqualified. 
 

To be classed as a Qualified Leader the following qualifications are needed: 
 

* Bachelor of Teaching – Early Childhood Education 
* Bachelor of Teaching – Primary 
* Bachelor of Education – P -12 
* Bachelor of Education – Early Childhood 
* Bachelor of Education – Primary 
* Bachelor of Early Childhood Studies 
* Diploma of Community Services/Children’s Services 
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* Associate Diploma of Art – Fitness, Recreation Leadership 
* Bachelor of Arts - Recreation 
* Bachelor of Arts – Youth Affairs 
 

Unqualified Staff Member’s employed ideally have previous experience in the child care field. 
 

6.2 STAFF: CHILD RATIOS 
 

Qualified Staff Members   1:30 
Unqualified Staff Members   1:15 
Outside centre excursions  1:8 
 

Staff are employed under the Community and childcare stream within the Workplace Relations Act 1996.   
All staff members are employed on a casual basis with the exception of the Co-Ordinator. 
 

The Co-Ordinator and Assistant Co-Ordinator have a Level 2 First Aid Certificate.  The First Aid equipment 
is situated within the office and the craft room of the building.  This is in a central area for all activities.  A 
portable kit will be carried on excursions.  It would be an advantage if leaders to also have their Level 2 
First Aid. 
 

6.3 JOB DESCRIPTIONS 
 

All staff will receive a Position Description and Staff Handbook at the time of Induction Meeting.  
Staff are required to thoroughly read and ensure they understand these documents.  The Staff 
Resources folder will also have a copy if it is required to refresh on any/all areas. 
 

6.4 GRIEVANCE PROCEDURES FOR STAFF 
 

Staff with concerns or complaints are encouraged to discuss these with the Coordinator, Assistant 
Coordinator or Team Leader of the service in the first instance and complaints which are not resolved to the 
Staff Member’s satisfaction, will be referred to the Managing Director of Westgate Vacation Care.  If the 
circumstances are that the grievance is between the staff member and the Coordinator, the Managing 
Director would be in direct contact with the staff member. 
 

These concerns can also be forwarded by letter to: 
 

Managing Director or Holiday Program Coordinator 
Westgate Vacation Care 

P.O. Box 114      Altona North      3025 
Or emailed 

westgate@bigblue.net.au 
 

6.5 RAISING SUGGESTIONS, COMMENTS OR FEEDBACK 
 

All staff have the opportunity to give feedback in their Staff Survey or at Staff Meetings after each program.  
Westgate also encourages communication with the Co-Ordinator, Assistant Co-Ordinator or Team Leaders.  
All feedback is considered private and any subjects covered shall remain so.  Westgate does not encourage 
gossip or hearsay and strongly suggests that staff do not get involved such incidents. 
 

6.6 RECRUITMENT 
 

The recruiting process of the Program enables the management to attract people who have the appropriate 
skills and qualifications for the positions.  This will contribute to a low turnover in staff and therefore ensure 
a greater stability in the operation of the Program.   The result of this is a more effective service and helps 
the Program to identify the staffing needs for the future. 
 

Staff will be selected based on the key duties and responsibilities which are outlined in the position 
description.  Criteria will then be graded according to whether they are essential or desirable characteristics 
needed for the job. 
 

A selection panel which will consist of at least two of: 
 

Managing Director Program Coordinator        Assistant Coordinator 
 

The available positions will be advertised in the following ways: 
 

Word of mouth/Referral   
Local Paper Advertisement  
  

University Job Boards   
Major Newspapers 

6.7 STAFF INDUCTION AND ORIENTATION 
 

Prior to staff recruitment the new staff member will meet with the Co-Ordinator or Assistant Co-Ordinator 
to go over the Staff Policy Handbook and Position Description.  Prior to each School Holiday Program a 
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Staff Meeting will be scheduled, attendance is compulsory.  Any updates to Handbooks, Staff Rosters and 
any employee information will be covered.  At the meeting discussions on areas for improvement will be 
included.  The subject matter may be determined by recent survey results from Parents, Children and the 
Staff. 
 

6.8 TERMINATION OF STAFF 
 

Communication between the Team Leader, Assistant Coordinator and Coordinator is the key to ongoing 
success with all staff.  The continual personal development from all areas will only create better leaders.   
 

If staff members do not comply with the standards and ethics of the Westgate Holiday Program, necessary 
actions will be implemented.  This could include a more concentrated personal development plan, verbal or 
written warnings or instant dismissal. 
 

Instant Dismissal could result from the conviction of a criminal offence in the following circumstances: 

·  serious sexual offences  

·  serious violent offences  

·  serious drug-related offences  

·  offences against the Working With Children Act itself.  
 

The department in charge of Working with Children Checks liaises directly with Victoria Police to monitor 
any changes to a staff member’s record.  Instant Dismissal may also result from attending a shift under the 
influence of alcohol or drugs, inappropriate behavior towards a child, staff member or management. 
 

6.9 AWARDS 
 

All Holiday Program staff will paid according to the following award: 
 

Health and Community Services Industry Sector - Award Code Ap784047 
Minimum Wage Order - Victoria 1997   Community and Child Care Stream 
 

Current Pay Structure 
  LEVEL 1 
17 Years  $   10.69  
18 Years  $   12.30  
19 Years  $   13.92  
20 Years  $   15.54  
21 Years and Above  $   17.17  
  

LEVEL 6 - QUALIFIED TEACHERS, etc 
21 Years and above  $   20.99  

 

New Pay Structure – 6 October 2008  
  LEVEL 1 
17 Years  $   11.26  
18 Years  $   12.87  
19 Years  $   14.49  
20 Years  $   16.11  
21 Years and Above  $   17.89  
   
LEVEL 6 - QUALIFIED TEACHERS, etc 
21 Years and above  $   21.56  

 

6.10 PAYMENT OF STAFF 
 

All staff will be paid on a weekly basis.  The pay week will run Monday –Sunday.  A Tax File Number 
Declaration and Banking details are required prior to wages being transferred into a staff members account.  
Wages will be received by the Wednesday after the pay week. 
 

6.11 ROSTERS 
 

Staff are required to return availabilities to the Co-Ordinator.  Shifts will be allocated to staff once the 
availabilities form is returned.  The later that the availabilities are received by the Coordinator; the less 
likely the shifts would be available.  Rosters will be emailed to staff prior to the Staff Meeting. 
 

6.12 TIME SHEETS 
 

All staff are required to complete a weekly time sheet at the end of their shift.  This must be signed off by 
the Coordinator, Assistant Coordinator or Team Leader. 


