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8.13 WAIT LIST

Westgate Vacation Care has 120 childcare pladeéke Program becomes full, the Priority of Accesls
come into affect (Policy Handbook 3.3).

The excursions and internal activities do havenitdid number of spots and once those positions filkect
there will be a wait list.

8.14 ENROLMENT PROCEDURES

It is important that the application forms aresfillout completely prior to attending the prograrhis
includes your address, contact numbers, parentsafdirth, doctor’s details, medical issues, egaacy
contacts, custody issues and child personal anicaletbtails.

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

8.15 PARTCIPATION AND ACCESS

Westgate Vacation Care encourages all parentgticipate in issues relating to the care of thaitdren.
All parents are welcome and encouraged to visit theldren during the daily program. If parents/b
concerns or complaints, Westgate Vacation Carewzages 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 encoutagéalk to their instructors. This process iSiéip
with any situation such as injury, sickness, naaiéng, bullying, out casting, fighting etc. Ifehissue
cannot be resolved the Co-Ordinator or AssistarO@iinator can be included in discussions. At tims,
parents/guardians may be informed and verbal assistreceived if required. If the matter is obd®IS
nature, parents/guardian will be phoned or spo&eat pick-up time and a resolution discussed.

8.16.2 PARENTS
Families with concerns or complaints are encouragetiscuss these with the
Co-Ordinator of the service in the first instanoe @aomplaints which are not resolved to the farsily’
satisfaction will be referred to the Managing Dicemf 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 PublidlitjaBolicy.
8.18 EVALUATION

During each program Parents and Children compléfereht surveys so we can receive their feedback,
ideas and suggestions, Staff also complete a suikynformation is collated and used to plan foe
upcoming programs. A report is also completedhey@o-Ordinator outlining the successes and areas
required for improvement for the future.

8.19 PETTY CASH

Petty cash is available during the Program to cin@dental costs to assist in the smooth runninhe day
to day activities, i.e.: upkeep of First Aid Boxet
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All Applications are processed and confirmed oragnpent is made. Children will not be booked inlunt
payment is received. If parents are experiendmantial hardship they are able to apply to Westgat
Vacation Program for a payment plan, if the fulideare not able to be paid.

8.7 FEE FOR LATE PICK-UP
If the parents are running late: After 6.00pmp$t minute, per child

Additional needs in the morning will need to beaiged with a minimum of 48 hours notice. In tkierg
that you are running late please inform the ProgEan®©Ordinator or Assistant Co-Ordinator as soon as
possible.

8.8 LATE PICK UP POLICY

The holiday program will ensure the safety of af@iinot collected from the service by the closinget In
the event of a child/ren remaining at the serieefollowing procedure will be followed:

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

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

If still not contactable, Westgate will wait foretfparents until 6.15p.m. If parents have not lzdda
to be contacted by this time, the appropriate aiitbs will be called and staff will wait until thehild
is collected.

Children will be reassured and made comfortabldsivthiis process is taking place. A late fee abD8Iper
minute per child will be charged for child/ren tlaaé picked up after 6.00pm, this payment is requat the
time of late pick-up.

8.9 CANCELLATIONS

All cancellations must be completed in writing 48ihs prior to the booking. Full refunds will beugd
with 48 hours notice or if a medical certificatesigoplied. If cancellation is not received fuktgewill
apply. All children have 30 allowable absenceseciog all forms of day care.

8.10 ATTENDANCE RECORDS

All children attending the Westgate Vacation CamegPam must be signed in and out on the Attendance
Day Sheet. The time of entry and time of depariurequired for each day of attendance.

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

8.11ALLOWABLE ABSENCES

For the purposes of Child Care Benefit, allowattisemces are casual absences when a recipient jhag to
for child care and is paid CCB, even though thkildcdoes NOT attend care at that time. Each dhild
allowed 30 such days per financial year. The nuroberays is cumulative across approved Long DagCar
Family Day Care, in home and specialised Outside&dours Care (Holiday Programs, etc). CCB is
payable for any absence up to 30 days regardlgbe oéason for the absence.

Allowable absences cannot be used to enable C®B paid for fees charged to reserve a place fbilé c
who has not yet commenced care. Nor can they libfasa child who has already ceased care.

8.12 CHILD CARE BENEFIT (CCB)

The Westgate Vacation Care Program calculates @& fGr families who qualify. To find out if your
family does qualify for this rebate, please cadl BEamily Assistance Office on 13 61 50 and linkryou
family to the Provider number below. They will callate your percentage, and send information toayml
Westgate Vacation Care Program. Please inform tifesar Provider Name and Provider Number.

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

0.85 x 3.47 x 10 x yourl9aD = REBATE
0.85 x 3.47 x 5 x your %018 REBATE

Full Day Calculation:
Half Day Calculation:
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1. INTRODUCTION

1.1 SERVICE ESTABLISHMENT & VENUE

Westgate Sports and Leisure Incorporated have ojgselthe School Holiday Program over the past a@syand
continue to contract Westgate Indoor Sports to eteakd manage the Westgate Vacation Care Proghdim.

programmed activities are scheduled within the \g&stSporting Complex, with organised excursioferefl each

week of the program.
1.2 HOURS OF OPERATION & SESSION TIMES

Each day Westgate Vacation Care operates from 8t606:00pm
The day is broken into four activities times:

Sign In 8.00am - 9.30am Early Afternoon 1.30pm - 2.30pm
Early Morning 9.30am - 11.00am Afternoon Tea 2.30pm - 3.00pm
Morning Tea 11.00am - 11.30am Late Afternoon 1 3.00pm - 4.15pm
Late Morning 11.30am - 12.30pm Short Break 4.15pm — 4.30pm

Lunch 12.30pm - 1.30pm Late Afternoon 2 4.30pm — 6.00pm
1.3 MANAGEMENT STRUCTURE

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

1.3.2 CO-ORDINATOR
The Coordinator is responsible for the quality afe; ensuring it is of a high standard and thaptiieies
are updated and are adhered to at all times. Boed@ator ensures that the educational and réoneét
component of the program offers all children safimulating and a supportive environment.

1.3.3 ASSISTANT CO-ORDINATOR
The Assistant Coordinator implements the Prograaily ectivities, thus ensuring that the qualitycafe
and policies are followed and is of the highestd#ad. Included in the role is facilitation ofefive
interaction between groups and individuals, totdista and apply appropriate guidelines that enageira
positive behaviour. The Assistant Coordinatoh&s ¢ommunication link between all staff and also th
Coordinator.

1.3.4 TEAM LEADER
The Team Leader has been implemented to help inutiering of new staff and the development of
existing staff. The Team Leaders role will includeentoring, coaching, motivating and leading tdffson
their allotted shift.

Communication is the key and this will assist stéth regards to the upcoming tasks they have withe
program. This will ensure that all staff have takieeir allocated breaks and are punctual wittr ti@ing
for their startand completion times.

Team Leaders also ensure that all staff are aWaemd are completing their allotted chores fot #pgecific
day.

Importantly it is the Team Leaders role to enshe &ll staff are aware of any medical conditiams f
children for the day.

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

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

2. PHILOSOPHY AND GOALS

2.1 MISSION STATEMENT

Westgate Vacation Care will strive to ensure thiattaldren of a primary school age, staff and péseare
provided with a safe and happy environment. Werd#&milies in the Hobson’s Bay Municipality a dealging
and prosperous child care for children within theiddle childhood through play, self expression and
encouragement to stimulate growth and development.



We cater for children within the middle childhoagkebracket in the local and surrounding districts.
Ultimately we provide for sports orientated childief all abilities. The program incorporates other
activities which develop skills in the areas ofahd crafts, cooking, science, drama, music, probl
solving and lateral thinking.

The focus on children from all backgrounds andurek (in this case it is important to remembereto b
aware of different religious beliefs and custom@hildren with social and learning difficulties fealbecome
involved in our program recently. It is importaatbe aware of these children although it is eszithiat
this information is kept confidential.

Combining the support of local council and the widemmunity, activities and educational sessioes ar
implemented to engage children in a broader urateigtg.

2.2 GOALS

To provide a superior level of care focusing ondbeial development, recreational experiences amise range
of activities whilst offering a service that suite individual requirements of families within thbemmunity.

A fantastic selection of activities to cater faralildren attending the service, including excomsi and
centre-based programs that are age-appropriate.

Improvements and implementation of ideas to beeglilny the Parents, Children and Staff from the
Westgate Vacation Program

With highly skilled and motivated staff, childrerntivadditional needs are encouraged to increase the
recreation and social awareness through the inr@we and co-operation with all children.

Bringing the outdoors in, we provide a safe andthg&nvironment to children.

Westgate Vacation Care encourages positive behtéwimugh the Westgate Award.

Children are counseled to understand the consegaemel to take responsibility for their behavior.

3. GENERAL POLICIES

3.1 PRIVACY & CONFIDENTIALITY
Westgate Vacation Care shall keep in a secure @ebsible office, records for each child relatiog t

« personal details (hame, address, date of birth);

« relevant medical details (if any);

« relevant custody details (if any);

« details of people authorised to collect childreonfrthe program;

« permission for the child to leave the program urmaxpanied (if applicable);

« signing in and out of children at the beginning &mdend of programs;

* name, home and work address and phone numbersesftfguardian/approved person;

* name, address and phone number of persons who enzgntacted in an
emergency (if parents/guardians/approved peisaot available);

* name, address and phone number of the child’s docto

« authorisation to seek emergency medical, hospitelambulance services (or
the chosen alternative of the parents/guardi@msroved person);

« any special needs or considerations relating todhiéd; and

These records shall be confidential. Westgate tuat&are shall ensure that a record is kept dfild’s
illness or accident, where this occurs during tfegmm.

3.2 EQUAL OPPORTUNITY

Every child has a right to feel safe at our Holidkapgram. Every staff member has the right to eted
the Program will be free of discrimination and tsaraent. A safe and supportive Holiday Program lsegin
with strong leadership. Management and Co-Coordisdake on the responsibility of putting effective
strategies in place to provide children and statffiwositive and safe environments and real legrnin
outcomes for all children.

3.3 PRIORITY OF ACCESS GUIDELINES

The Westgate Vacation Care Program offers 120 platfall available positions become full, thedpity of
Access will be followed to allocate available pkte those families with the greatest need fordctélre support.

The Priority of Access is as, in order:

1) Children at risk of abuse or neglect

1) Families with work-related commitments
1) All other enrolments
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Assistant Coordinator or Coordinator.

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

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

Any Red Card offences, parents will be informegiek up time.

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

Receiving 3 Red Cards over the program, will resuitnmediate suspension from the program.

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

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

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

For the smooth running of the day to day activjtthe positive behaviour and conduct of the childre
is encouraged through a program that is diversechalienging.

7.16 ISSUES REGARDING BEHAVIOR OF PARENTS AND CHILDREN

Under many circumstances, parents will requirefication of issues relating to the behavior of thei
child. These issues are to be dealt by authostdtlonly who expects parents to respond in an
appropriate manner. Under no circumstances gpitagriate for parents to approach children or
fellow parents. We remind parents that Westgateatian 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 camfed once accounts are finalised. To receivedhly e
booking price, all forms with payment must be reediby the Early Bird Booking Date.

8.2 ADDITIONAL OR SAME DAY BOOKINGS

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

8.3 FEES

Full Day Half pa
Early Booking Price $35 $21
Standard Price $38 $23
8.4 ACCOUNTS

To receive the Early Booking pre-paid price all@gts must be finalised by the date on the Appboat
Form prior to the program beginning. All bookimgsst be in writing. Applications can be faxed 39
0592, mailed to P.O. Box 114, Altona North, 3025dmpped into Westgate Indoor Sports. Prices are
calculated according to when the account is settfel assistance with calculating your accourgapé
have your CCB% and visit our websitenatw.westgateindoorsports.coon phone 9369 6888. If parents
require additional bookings within the program timsst be completed in writing and payment maderprio
to attending. Fees will be calculated accordintihédate in which the account is paid. Bookinly mot be
confirmed until payment is received.

8.5 RECEIPTS

Parents will be issued a receipt once payment éas teceived. Annual Rebate Statements are sent ou
during the July Program. If you do not attendlhly 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, ataffchildren to complete surveys to help us iatang
the best program with the main focus on what thalfes want. We love to gain any kind of feedb&zk
improve each program we offer. The process aide asaluate and plan for the future.

The Westgate Vacation Care Program encouragesaagtpguardian or child interested in assisting
during our external excursions and educational@ess$o volunteer their time. Please inform the Co
Ordinator or Assistant Co-Ordinator if you are ietged.

7.13 ACCESS AND PARTICPATION OF CHILDREN
7.13.1 PRIORITY OF ACCESS
The Westgate Vacation Care Program offers 120 platfall available positions become full, thedpity of

Access will be followed to allocate available pkate those families with the greatest need fordctélre support.

The Priority of Access is as, in order:

1) Children at risk of abuse or neglect

1) Families with work-related commitments
1) All other enrolments

Parents have access to the Program area betwé@amn8ahd 6:00pm and if they wish visit their chigah'r
during the program hours, a simple arrangemenbeanade with the Program Coordinator.

7.14 POSITIVE GUIDANCE - WESTGATE AWARD

With the knowledge regarding the development ofcthilren, the leaders can become more sensitive to
their needs, capabilities and behaviour. By priagicthoices for the children they are able to dgvel
initiative, whilst using the vital ingredients thegve for creativity and problem solving skillspmmonly
referred to as self directed learning. By utilisself-directed learning, we can help build selffaence,
self esteem and teach children to become indepénden

It is imperative that staff regard themselves mshme way in which management does, with the @tmos
importance. The leaders are capable and havéility to promote a feeling of confidence and
competence within children. They are able to enthat the program has a POSITIVE influence and as
role models they have the ability to communicatwhe children in a language in which theyderstand.
We encourage the staff to take the time to listier,encouragement and take a valid interest iohifes
life, you will be amazed to learn how much childedssorb from a leaders guidance.

To further our dedication to a successful prograach leader will nominate a child daily for the “Sugate
Award”. The three children with the highest numb&nominations will receive a trophy and certifiea
commending their positive attitude throughout thegpam

7.15 DISCIPLINE AND GUIDANCE POLICIES

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

The protocol of our Red/Yellow card system is do¥es:
7.15.1 YELLOW CARDS

Name Calling . Not following Instructors
Littering directions

Rough Play . Running in corridors
Swearing

7.15.2 RED CARDS

Fighting . Swearing at a Leader
Spitting . Repetitive Name Calling
Bullying . Outcasting

Stealing . Ganging Up

Repetitive Swearing . Continually not following
The leader will allocate a White Card to the chilith the description of the incident and the
suggested level of either a Yellow or Red Cardis Tihite Card is to be handed by the child to the
16

3.4 OCCUPATIONAL HEALTH AND SAFETY AND WORK COVER
Westgate Vacation Care will provide a safe andthgalorkplace for our Holiday Program Leaders
Westgate will provide and maintain a safe workinginment

Westgate will implement arrangements for the sa& handling, storage and transport of
chemicals (such as dangerous goods and other Hamaferials)

Westgate will maintain the workplace in a safe d@bol (such as ensuring fire exits are not
blocked, emergency equipment is serviceable, amavtirksite is generally tidy)

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

Westgate will ensure that Program Leaders haveuatednformation, instruction, training and
supervision to work in a safe and healthy manner.

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

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

4. FACILITIES AND EQUIPMENT

4.1 SPACE REQUIREMENTS

School age children in care have a need to movetamal engage in a number of activities. Westgate
Vacation Care provides areas for children whichsafe, which have the space to allow flexibility in
programming and to allow the children a choiceaofi& or small group or individual activities. Many
children will feel the need for boisterous actetj but we also cater for quieter sessions fodehil that
would prefer that. We provide adequate space pomsgo avoid overcrowding and to decrease theafisk
accidents associated with cramped confined spaces.

These spaces are available to allow school agérehito be physically and psychologically comfoléako
safely store their possessions and display thedatisity. To ensure adequate supervision of thielam at
all times, the indoor space opens out onto thetisygoarea.

National Standards

4.1.1 The indoor space requirement shall be 3.2&etes of unencumbered play space per child. When
calculating this space such items as any passagewthoroughfare, kitchen, toilet or shower areadted
in the building or any other facility such as cupbds are to be excluded.

4.1.2 The indoor space requirement may be lessdin be demonstrated that the 3.25 sq metres space
requirement cannot be met, and the approving aitthoan be satisfied that the reduced space requer
will not impact negatively on children using thear

4.1.3 The outdoor space requirement shall be Ietes of usable play space per child.

4.1.4 The outdoor space requirement may be lésis ilemonstrated that a lesser requirement vall n
impact negatively on children using the area anénelalternative sites are not available to meetrtheds
of the community.

4.2 FOOD PREPARATION FACILITIES

Westgate Vacation Care does not supply snacks alsrfe the children attending the program. Howeve
the Cruiser Café within the building offers a Lur@tder for children attending. Westgate VacatiameC
and Cruiser Café continually update the menu tecehealthy choices and diversity of culturesarijone
has any suggestions please forward them to CrGiafér or the Program Co-Ordinator.

Westgate’'s cooking experiences are includes witiérprogram to teach children about basic nutrition

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

Westgate Vacation Care provides safe, hygieniditiasifor the preparation, storage, heating araki
of food for children, including a sink, refrigeratnd hot and cold running water supply is accéssib
staff. These facilities are in the Craft/Cookimgm which the program accesses each day.

4.3 TOILETS AND HAND BASINS

The children and staff have access to toilets (iliolg access for children with disabilities) anddia
washing facilities. There are separate toiletgfds and boys.



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 départments within Westgate Indoor Sports. Many of
our equipment will be packed away at the end of ey .

During the program children have access to all@wtindependent choices of equipment. For health and
safety reasons, however, first aid kit and poissmmudangerous substances or equipment are only
accessible to staff. A lockable facility is usedtie safe and confidential storage of all relevanords.

NATIONAL STANDARD

4.4.1 The service shall have secure storage figsilfor indoor and outdoor equipment.

4.4.2 The service shall have storage facilitiesolvldre secure and inaccessible to children for cieg
materials, disinfectants, flammable, poisonous aihér dangerous substances, tools, toiletriest &id
equipment, medication and program records.

4.5 EQUIPMENT PURCHASES

Following each program, and inventory is takengpfipment that needs to be replaced. During staff
feedback surveys, suggestions are welcomed fotiadslito the equipment supplies. Purchases are imad
the lead up to each program.

5. HEALTH AND SAFETY

5.1 IMMUNISATION/INFECTIOUS DISEASES

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

Westgate Vacation Care’s policy on infectious diesas consistent with Commonwealth and State
Legislation. This outlines the exclusion practifmschildren who have an infectious disease or hvee
been exposed to an infectious disease. The sewilicensure that the policy is practiced.

The service will ensure that parents, guardiansa@ptoved persons are notified of any infectioseakes
present at the holiday program. Where a child ld@gesymptoms at the service, parents will be asked
collect the child and seek medical diagnosis.

We follow the guidelines on theww.health.vic.gov.awebsite and the
Resource: The Blue Bootuidelines 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 heghl lof hygiene through the washing of hands pdor
and after snack and lunch time, prior to any cogliativity.

5.3 TELEPHONE FACILITIES

Within the Program Area, there is a public phonailable to use, however Westgate Indoor Sport2has
phone lines, that can be used to contact pareatsliguns or emergency services if required.

5.4 ACCIDENTS AND ILLNESSES

In the event of a child or staff member sufferimgliness or injury while attending Westgate Vagati
Care, every attempt will be made to ensure thedsaiemagement of the injury to prevent an exacerbati
of the situation. The parent/guardian/approvedgreds the child/staff member or the emergency atinta
person will be informed as soon as possible iienifiediate medical aid or hospitalisation is regdir

The following procedures will be implemented:
the child/staff member is kept under adult sup@misintil they recover or until the
parents/guardian/approved person or other authatiperson takes charge of the child/staff
member

If still not contactable, Westgate will wait foretfparents until 6.15p.m. If parents have not lzdde
to be contacted by this time, the appropriate aittes will be called and staff will wait until the
child is collected.
Children will be reassured and made comfortabldsivthis process is taking place. A late fee abD®lper
minute per child will be charged for child/ren tlaae picked up after 6.00pm, this payment is reguat
the time of late pick-up.

7.9 COURT ORDERS

If any parents have custody issues, they are mdjtirinform the Program Coordinator and approgriat
measures will be put in place.

In order to appropriately manage the care of childn custody situations, a copy of all court osdar
relation to custody must be provided to Westgateatian Care upon enrolment. These documents ®ill b
attached to the child’s records and treated confidky.

Parents are asked to notify Westgate Vacation Gfaaay changes to these documents. If the seddes
not have a copy of the court order, it will assutra both parents have equal custody of the chitt a
therefore both have access. In the event thatemphreaks a custody order and tries to accesshtlie
the parent with custody entitlements will be coteddmmediately, the staff will attempt to staketparent
from taking the child and then the police will bentacted.

Please refer to Custody Related Siege/Harassmefuirfoer information
7.10 STAFF INTERACTION WITH CHILDREN

Westgate Vacation Care encourages staff to sodr#lyact with children during programmed and un-
programmed sessions. Learning and using therehiklname appropriately will help to build a tingt
relationship.

In this day and age there are many issues thatreecpreful thought. Staff members are reminded th
sensitive issues such as personal space and ealdtiteraction are not acceptable either giverrto o
received by children. Please see the Program @adad if you have any questions or concerns reggrd
this matter.

7.11.1 EXCURSIONS

We offer excursions and internal activities forldfen to participate in. Bookings are essentfadrée is an
additional charge for this activity. Payments nhesteceived to confirm booking. Cancellations hines
in writing 48 hours prior.

7.11.2 STAFF RATIOS & SUPERVISION
The program follows the OSHC policy on ‘staff taldken’ ratio:

Normal activities 1:15
QOutside Excursions 1:8

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

One qualified staff member is included in thisadtr every 30 children. There will be a minimufrtwo
staff at all times.

Westgate Vacation Care Program ensures that lbastaexperienced in the field and have undergone

Working with Children Checks prior to commencingittemployment. A Working with Children Check
incorporates, a National Police Record Check awiéweof relevant findings from prescribed professib

disciplinary bodies (currently only the Victoriamstitute of Teaching, but other professional bodiey be
included in the future).

If staff members do not comply with the standami$ ethics of the Westgate Holiday Program, necgssar
actions will be implemented. This could includmare concentrated personal development plan, verbal
written warnings or instant dismissal.
Instant Dismissal could result from the convictafra criminal offence in the following circumstasce
serious sexual offences serious drug-related offences
serious violent offences offences against th&/orking with Children Acitself.

The department in charge of Working with Childreme€ks liaises directly with Victoria Police to mtumi
any changes to a staff members record.
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take on the responsibility of putting effectiveaségies in place to provide children and staff \pitisitive
and safe environments and real learning outconreslifohildren.

The interests and needs of children, rather thardmvenience of adults and staff members, shauttid
overriding principle influencing in programming.h& race, culture, age, sex, level of ability, lieligare
important determinants of personality and selfestand should be valued, respected, celebrated and
acknowledged.

The team-work within the Westgate Vacation CarggRnm and partnerships with parents, family members
and community groups and organisations is essdatialiccess.

Westgate Vacation Care Program offers an anti-dpasoach to programming, which is inclusive of all
children. The Program responds to individual negderests and requests by providing a range of
activities for all children attending the Program.

Westgate Vacation Care Program offers a balaneetifities, ensuring flexibility and providing fahild-
initiated activities. Children and Parents are otiesl when staff are planning the program to enthatit
meets the needs of all concerned. This procebsdagh the survey and evaluation process of thgrano.

7.3.3 INCLUSION OF CHILDREN WITH A DISABILITY

Children with social and learning difficulties havecome involved in our program more recently. The
Westgate Vacation Care Program works in conjunatiith the local council, Noah's Ark and Yooralta t
provide care for such children.

7.4 SIGN IN AND OUT PROCEDURES

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

7.5 CHILDREN LEAVING THE SERVICE WITHOUT PERMISSION

Lunch will be eaten within the seated activity aii€ahildren are ordering food from the kiosk thisist be
completed prior to morning tea. Under no circumegs must a child go to the kiosk alone, or lehee t
building without being signed out by the approgipéerson.

7.6 CHILDREN/INDIVIDUALS WITHIN THE PROGRAM AREA

As a business that caters for members of the patilier than Holiday Program families, it is reqment
of the Coordinator and Assistant Coordinator hasatedge of all visitor and clients within the Pragr
Area.

In the circumstances that a person is unknowndataff, the Coordinator will approach, introduce
themselves and communicate with the person in iquestf the person does not give a suitable resppn
they will be asked to leave the premises. If theyot 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 Pemgrin all circumstances. This way all Leaders,Gbe
Ordinator and Assistance Co-Ordinator are awatkeothildren’s whereabouts.

7.8 PROCEDURES FOR COLLECTING CHILDREN

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

If the parents are running late: After 6.00pmp$t minute, per child

Additional needs in the morning will need to beaiged with a minimum of 48 hours notice. In thkierg
that you are running late please inform the ProgEan®©Ordinator or Assistant Co-Ordinator as soon as
possible.

The holiday program will ensure the safety of af@iinot collected from the service by the closinget In
the event of a child/ren remaining at the serieefollowing procedure will be followed:

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

After 10 minutes, if not contactable, Westgate wilimediately contact the emergency contact
numbers on the enrolment form.
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if the child/staff member requires immediate mddiad all reasonable attempts are taken to
secure that attention and to notify the parent/giiean/approved person of the accident or
iliness;

in the case of medication being required in an gecy without the prior consent of the
parent/guardian/approved person, every attemptaserto secure that consent or the consent
from a registered medical practitioner; and

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

5.5 SUPPORTING CHILDREN WITH HEALTH NEEDS

Staff are required to familiarise themselves wiith inedical report updated daily, this is kept & ¢haft
room.

Children’s medical conditions will include: Asthrradlergies, ADD, ADHD, previous medical conditions
that are important and any other conditions a ahidg suffer from.

Any child that has an epipen must supply an agilan and sign in the epipen each day. The actamip
displayed in the Craft room and with the epipethatfront desk.

5.6 ADMINISTERING MEDICATION/EMERGENCY MEDICATION

Any medication to be administered must be cleadyked, signed in and out with information of dosage
and times by the parents each day. In additishegd\pplication Form a separate Medical Form mest b
filled out when booking in.

The Coordinator and Assistant Coordinator will agister any medication during the course of daye Th
date, time, medication and dosage will be notetherchild’s medical records.

In the case of an emergency and parents are urmtalois only a medical practitioner has the authdoi
prescribe medication.

5.7 FIRST AID FACILITIES AND QUALIFICATIONS

A qualified First Aid staff member is always onfshA First Aid Kit is maintained for each progreend is
accessible to all Leaders, one in the office ar&iorthe craft room. Simple first aid informatiaill be
covered during staff meetings, anything above filesise refer to the Coordinator or Assistant Cortoi.
Any medical situation, parents are informed of@snsas possible and all precautions are takensiaren
safety for children and staff.

5.8 NUTRITION

The Westgate Vacation Program promotes and encesithg use of nutritious food. For children togkee
up their energy levels and get through a hectic kidg need to eat a variety of foods. We suggeahge
of nutritious food including fruit, vegetables, temeat, dairy, fish and plenty of water each dalease
refer to the Healthy Food Guide available on oubsite and in the Parent Resource Folder at theiBign
area. Check out the Westgate Recipe Extra in ewailyout to parents or on the website. Throughioat
Program we offer ‘daily lunch specials’, ‘theme glagnd cooking activities to encourage a healthy
alternative. Our lunch order form is availabledrporating healthier options for the holidays.

5.9 DRINKING WATER

Parents are asked to send along enough drinksdatay. Or supply your child with a refillable thet If
they run out, there is a drink dispenser of waieefill their bottles. Cups will not be availallae to

health issues.

5.10 BUILDING CLEANLINESS, MAINTENANCE AND REPAIRS

After each day of the Program equipment is cheek®etlany damaged equipment is reported on the daily
overview. The Coordinator will then assess theatgerand repair or replace the item. The art arfdamd
sporting areas are cleaned daily.

5.11 HEALTH OF CHILDREN

It is the responsibility of each parent to enshe their child is at a healthy level to attend phegram.



Also each staff member has the responsibility suemthat there health does not compromise thefzare
children or fellow staff members.

If in the opinion of the Coordinator or AssistarddZdinator a child is unwell, parents will be caréal to
collect their child/ren. The service will ensunattthe child is made as comfortable as possiblewh
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 Westgateafimn 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 environn@mtoking within the building is an offence andiwil
not be tolerated.

5.14 SUN SMART

The majority of activities is within the buildingpwever in the event of an outside excursion akp are
to ensure that your child has appropriate clothinun smart hat and sunscreen. Due to HealtiSafedy
it is a vital requirement that parents and childa@low Sun smart Policies, children will be excheifrom
outdoor activities if failure occurs.

All children and staff must wear a broad-rimmedjdanaire or bucket hats whenever they are
outside.

All children and staff are to provide their own SB#+ broad spectrum, water resistant
sunscreen.

All children are required to apply their sunscreeior to going outside.

We encourage children to wear sun protective aigthie.; shirts with a collar, and at least
elbow length sleeves.

We encourage children and staff to use availalddelifor outdoor activities.

Please refer to Appendix A, and the Parents Resdtolder at the Sign-In Table for information.
5.15 CHILD PROTECTION

Child abuse is a serious social problem. Westgatation Care has a duty of care to all childneroked
in the service to monitor any indicators of anyniasf abuse. The presence of indicators may adetd the
possibility that a child is being abused. It is orant that any of our staff who have concerns aéhettild or
young person is in need of protection keeps thiarimation confidential and only discusses this tlita
Co-Ordinator and then in turn Westgate Vacatiore@®aogram would contact our local Child Protection
Service for assistance and advice. Definitionatafse, causes and effects, legislation, statiséssarch
and an overview of the child protection communiggwork are available atww.office-for-
children.vic.gov.au

5.16 EMERGENCY PROCEDURES

Until recently it was only important to ensure tfieg drills were covered in emergency evacuation
procedures, unfortunately this is no longer thecad/e are now made aware of:

Bomb threats; Sieges;
Fire Drills; Floods;
Bush Fires.

We stress the importance of staff co-operatioh@sé¢ cases as we are required to have a levebhdazhn
react without hesitation if any of these problemsea
There are clearly marked fire exists all over thiding area.

Instructors will be in charge of the group thatythee supervising at the time. They will placeitiehildren
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the child/staff member is kept under adult sup@mwisntil they recover or until the
parents/guardian/approved person or other authatiperson takes charge of the child/staff
member

if the child/staff member requires immediate mddi@é all reasonable attempts are taken to
secure that attention and to notify the parent/giiean/approved person of the accident or
iliness;

in the case of medication being required in an gecy without the prior consent of the
parent/guardian/approved person, every attemptaslerto secure that consent or the consent
from a registered medical practitioner; and

in the case of serious injury requiring hospitatisa, 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 imperativat any staff member treats their position wlith titmost
important. Staff that are unwell and contagiousinmform the Coordinator immediately. Staff ac to
be under the influence of drugs or alcohol ana iftey will be dismissed from their shift and woplat in
jeopardy their position within the program. Staifi 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 e@dionditions or dependency on any medicationaand/
substance that may affect their ability to carecfatdren.

7. SERVICE PROCEDURES

7.1 POLICY

Westgate Vacation Care has an operational polingiaok (this document), Parent Handbook and Staff
Handbook. These Policy Documents include sectiorthe service’s philosophy, administration, staffin
facilities and equipment, health and safety, pnogning, fees, participation of parent/guardian/appco
person, cultural relevance, attention to childréth a disability, gender equity, excursions andorépg of
child abuse.

Policy Handbooks are available on our website anldeaprogram. Westgate Vacation Care reviews each
document at least once a year to keep up to détechvanging Standards and Legislative requirements.

7.2 PROGRAM PLANNING, DEVELOPMENT AND EVALUATION

During each program Parents and Children compléfereht surveys so we can receive their feedback,
ideas and suggestions, Staff also complete a suikynformation is collated and used to plan foe
upcoming programs. A report is also completedhigyG@oordinator outlining the successes and areas
required for improvement for the future.

We cater for children within the middle childhoagkzbracket in the local and surrounding districts.
Ultimately we provide for sports orientated childi& all abilities. The program incorporates other
activities which develop skills in the areas obaahd crafts, cooking, science, drama, music, pnobl
solving and lateral thinking.

Our focus is on children from all backgrounds aafiuces (in this case it is important to rememiodoé
aware of different religious beliefs and customShildren with social and learning difficulties feav
become involved in our program recently. It is @rtant to be aware of these children and it isresse
that this information is kept confidential.

7.3 PLANNING FOR INDIVIDUAL NEEDS
7.3.1 CULTURAL RELEVANCE

The program incorporates sessions that focus @uége’s used by the wider community such as: Sign
Language, Lebanese, Greek, Italian, etc. This isdaden the children’s awareness to the multiicail
country that we are. Theme days are incorporatédnithe 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 HolidRkaggram creating a stimulating environment thatefs
all aspects of their social, physical, cognitiveotional and aesthetic development at a paceghat i
developmentally appropriate and meets their needs.

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

Superannuation is paid legislated amount to theimated 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 E@iececk completed prior to commencement of
employment.

All staff members aged 18 years or above must haxerent Working with Children Check prior to
commencement of employment. A Working with Child@éheck incorporates, a National Police Record
Check and review of relevant findings from presediprofessional disciplinary bodies (currently ottig
Victorian Institute of Teaching, but other professl bodies may be included in the future).

Convictions during the time of employment may egelthat staff member from employment.

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

6.15 STAFF MEETINGS & PROFESSIONAL DEVELOPMENT

Prior to each program a compulsory staff meetirbhei set for discussion, implementation of new
policies and team bonding. Professional Developmwéhplay a major role in the structure of staff
meetings. Each staff member has a Professiona|B@went Plan in place and is reviewed twice a.year

Support and training will be available to Full-Tiremployees, and when the Centre Manager deenas fit f
the Assistant Coordinator. Leaders are continualigle aware of seminars, courses or sessionseoésht
that are coming up. Staff members are encourageditease their knowledge through these types of
sessions.

6.16 STAFF APPRAISALS

All staff will be able to review the program andvbeaheir performance reviewed over the duratiothef
program. A performance development review wilfinalised after each program by the Coordinatas, th
will be distributed to each staff member, Centrenifger and Assistant Program Coordinator. Perfocman
Reviews have taken a number of different forms.

The overall staff performance will be discussed atanagement meeting following each program.
Information from feedback and discussion will belirled in the staff meeting. This will include &deand
feedback from staff, which in turn would be implertesl within the next program if necessary.

6.17 ALCOHOL AND ILLEGAL SUBSTANCES

Staff must be of good health and free from any e&dionditions or dependency on any medicationand/
substance that may affect their ability to carecfatdren.

Staff requiring regular medication should hold aipal certificate confirming their ability to cafer
children. No person who is adversely affected tugsl or alcohol shall supervise or remain in thesence
of a child in care.

Staff shall not consume alcohol during the houikirdn are in care.

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

6.18 VOLUNTEERS

In addition to our core staff we also introducesgth by including students within the Universiggtor.
These include students in their second and thiad gerrently studying Bachelor of Education,
Recreational Leadership, Human Movement and coasesich. We offer these students hours to assist
with their field placements and gain their handewperience in the field which they will pursu¢.also

will benefit the program with the fresh ideas andaepts that are brought along with them.

6.19 ACCIDENTS AND ILLNESSES

In the event of a child or staff member sufferimglmess or injury while attending Westgate Vaoati
Care, every attempt will be made to ensure thedaienagement of the injury to prevent an exacevbati
of the situation. The parent/guardian/approvedgreds the child/staff member or the emergency atinta
person will be informed as soon as possible iienifiediate medical aid or hospitalisation is regdir

The following procedures will be implemented:
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in an orderly manner and take them to the Evacua@iea. The Assistant Co-Ordinator will conduct a
sweep of the area to ensure no children or staffedr within the building.

The Co-Ordinator is in charge of calling the appiate authorities and the remaining tenants in the
building.

Please refer to Appendix B on the back cover ferflbor plan of the building, and further detaifs o
evacuations procedures.

5.17 CUSTODY RELATED SIEGES/HARASSMENT

For any families with a Custody Arrangement, a copa current Family Court Order (if applicable) is
required on enrolment for our files and the progwithdo the utmost to abide by them.

If there is any problem with custody orders or thef implementation it is the parent’s responsibility to
notify the centre coordinator of any changes to theourt order.

Westgate would therefore ensure additional careduine daily activities. Photo Identification miag
requested for any person not known to the managemen

To reduce a potential situation, the Co-Ordinatat Assistant Co-ordinator continually monitor the
building area for any potential situations. In tase of a situation arising, the person involvétbe asked
to leave the premises. Failing this the police gl called to alleviate the situation.

An undisclosed area will be allocated within théding for the child or all children to be evacuéte in
the case of such a situation.

5.18 TRANSPORT

For excursions, Westgate Vacation Care contractifesBus Lines to transport children and sta#rd
from the venue. Under no circumstances will cleitdbe transported by staff.

Parent who book their child and sign the excuriom on the day have also given permission forrthei
child to be transported off site to the selectenuee

In the circumstances that a breakdown occurs ofransport, the company Westrans will replace the
broken down bus.

5.19 DANGEROUS PRODUCTS

Dangerous products that are used around the caetiearefully 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, disitaint and kids paints and glues are stored inke&tb
cupboard in the Craft Room.

6. STAFFING

6.1 QUALIFICATION/TRAINING
Outside School Hours Program Leaders fall into tat@gories: Qualified and Unqualified.
To be classed asQualified 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



* Associate Diploma of Art — Fitness, Recreatioratlership
* Bachelor of Arts - Recreation
* Bachelor of Arts — Youth Affairs

Unqualified Staff Member's employed ideally have previous experience in thiel dare 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 chikelsaream within th&/orkplace Relations Act 1996.
All staff members are employed on a casual bagts twe exception of the Co-Ordinator.

The Co-Ordinator and Assistant Co-Ordinator halze\al 2 First Aid Certificate. The First Aid equient
is situated within the office and the craft roonthé building. This is in a central area for afliaties. A
portable kit will be carried on excursions. It idbbe an advantage if leaders to also have theiell2
First Aid.

6.3 JOB DESCRIPTIONS

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

6.4 GRIEVANCE PROCEDURES FOR STAFF

Staff with concerns or complaints are encouragetistcuss these with the Coordinator, Assistant
Coordinator or Team Leader of the service in tha fnstance and complaints which are not resdiedte
Staff Member’s satisfaction, will be referred te thlanaging Director of Westgate Vacation Carethéf
circumstances are that the grievance is betweestaffenember and the Coordinator, the Managing
Director would be in direct contact with the sta&mber.

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 feedbackleir Staff Survey or at Staff Meetings after epobgram.

Westgate also encourages communication with th©@mator, Assistant Co-Ordinator or Team Leaders.

All feedback is considered private and any subjest®red shall remain so. Westgate does not eageur
gossip or hearsay and strongly suggests thatdsiafbt get involved such incidents.

6.6 RECRUITMENT

The recruiting process of the Program enables #reagement to attract people who have the apprepriat
skills and qualifications for the positions. Thidl contribute to a low turnover in staff and teére ensure
a greater stability in the operation of the Prograifhe result of this is a more effective senace helps
the Program to identify the staffing needs forftitare.

Staff will be selected based on the key dutiesrasdonsibilities which are outlined in the position
description. Criteria will then be graded accogdio whether they are essential or desirable ctearstics
needed for the job.

A selection panel which will consist of at leasbtof:
Managing Director Program Coordinator AssisiCoordinator
The available positions will be advertised in tblofving ways:

Word of mouth/Referral
Local Paper Advertisement

6.7 STAFF INDUCTION AND ORIENTATION

University Job Boards
Major Newspapers

Prior to staff recruitment the new staff membet miéet with the Co-Ordinator or Assistant Co-Ordiima
to go over the Staff Policy Handbook and Positi@s®iption. Prior to each School Holiday Program a
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Staff Meeting will be scheduled, attendance is calsgry. Any updates to Handbooks, Staff Rosteds an
any employee information will be covered. At theeting discussions on areas for improvement will be
included. The subject matter may be determinectbgnt survey results from Parents, Children aad th
Staff.

6.8 TERMINATION OF STAFF

Communication between the Team Leader, Assistaotddwator and Coordinator is the key to ongoing
success with all staff. The continual personaktigpment from all areas will only create bettedka.

If staff members do not comply with the standami$ ethics of the Westgate Holiday Program, necgssar
actions will be implemented. This could includmare concentrated personal development plan, verbal
written warnings or instant dismissal.
Instant Dismissal could result from the convictafra criminal offence in the following circumstasce
serious sexual offences serious drug-related offences
serious violent offences offences against th&/orking With Children Adtself.

The department in charge of Working with Childreme€ks liaises directly with Victoria Police to mtumi
any changes to a staff member’s record. Instasini3sal may also result from attending a shift urice
influence of alcohol or drugs, inappropriate bebatowards a child, staff member or management.

6.9 AWARDS
All Holiday Program staff will paid according toeHollowing award:

Health and Community Services Industry Sector - Awed Code Ap784047
Minimum Wage Order - Victoria 1997 Community a@kild 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 | $ 2099
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 Yearsandabove [ $ 2156 |

6.10 PAYMENT OF STAFF

All staff will be paid on a weekly basis. The pagek will run Monday —Sunday. A Tax File Number
Declaration and Banking details are required goarvages being transferred into a staff membersuatc
Wages will be received by the Wednesday after #yeweek.

6.11 ROSTERS

Staff are required to return availabilities to ®e-Ordinator. Shifts will be allocated to staffoerthe
availabilities form is returned. The later that #vailabilities are received by the Coordinatiog; less
likely the shifts would be available. Rosters Wil emailed to staff prior to the Staff Meeting.

6.12 TIME SHEETS

All staff are required to complete a weekly timesthat the end of their shift. This must be sigoédy
the Coordinator, Assistant Coordinator or Team leead
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