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This handbook aims to provide you with background information about Lighthouse Before and After 

School Care and includes detailed information about our Policies and Procedures.  

We hope that your experience with us will be a happy and fulfilling one, filled with wonderful memories 

and life-long lessons. Our educators look forward to caring for your child and forming meaningful and 

lasting relationships with you and your family as they accompany children along their journey towards 

learning valuable life skills. 

 

Lighthouse Before and After School Care?  

❖ Service Information  

❖ Lighthouse Before and After School Care Philosophy  

❖ Code of Ethics 

 

Lighthouse Before and After School Care Policies and Procedures  

❖ Educator Recruitment and Training 

 

 The Enrolment Process  

❖ Priority of Access Guidelines  

❖ Paperwork and Evidence, what’s required and why  

❖ Daily Routines 

❖ Emergency Contacts and Permissions  

❖ Medical Conditions and / or Additional Needs  

❖ General Medication Permissions  

 

   Vacation Care 

❖ Excursions and experiences 

❖ Daily Requirements 

 

Child Care Fees  

❖ Fees  

❖ Child Care Subsidy  

❖ Operation of the service/Attendance Records 

 

Health and Safety 

❖ List of Infectious Diseases requiring exclusion from the Service 

❖ Administering Medication 

 

Educational Programming  

❖ National Quality Framework  

❖ Early Years Learning Framework and My Time Our Place Framework  

❖ Guiding Children’s Behaviour 

 

Environments and Activities   

❖ Further Information 

❖ Feedback 

 

 



LIGHTHOUSE BEFORE AND AFTER SCHOOL CARE 

 

Our service recognises families at the first, and most influential teacher for children, and it has 

been proven that strong links between the home, school and care environment offer children the 

best opportunities for success! 

 

We endeavour to create a Service that is welcoming for all families and children, and where families 

may actively engage in their child’s learning cycle. 

 

We seek out and form connections with other community groups, agencies and services to share 

resources and information, generating a support network that exposes us to a wider range of social 

and cultural backgrounds that make up our community. We value the links between management, 

schools, our educators and the wider community, as they provide the best foundation for success 

for children. Please enquire with our educators if you would like more information regarding 

community resources, and they will strive to ensure you receive this. 

 

SERVICE INFORMATION 

 

Licencing 

Lighthouse BASC Erina: 42 children per session Lighthouse 

BASC CCGS: 50 children per session 

 

Operating Hours 

Before School Care:  6:30 AM – 9:00 AM    

After School Care:      2:30 PM – 6:00 PM 

Vacation Care (CCGS): 7:00 AM – 6:00 PM (CCGS & Public-School holidays) 

Pupil Free Days:  Open for Vacation Care 

Public Holidays  Closed 

Christmas Period  2 weeks over Christmas & New Years 

 

Contact Details Lighthouse Erina; 

Tel:    43 655588 

Mob:    0452 587 426 

Email                                      erina@lighthousebsc.com.au 

Web page:   www.lighthousebasc.com.au 

Address:   310 Central Coast Highway, Erina NSW 2250 

 

Contact Details Lighthouse CCGS; 

Mob:    0487 951 377 

Email                                       ccgs@lighthousebasc.com.au 

Web page:   www.lighthousebasc.com.au 

Address:   Arundel Road, Erina Heights NSW 2250 

 

Management Contact Details; Greg and Paula Egan Kurhan PTY LTD 

Email: admin@lighthouse.com.au 
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Lighthouse Before and After School Care/ Vacation Care  
Centre Philosophy 

 
 

Our service aims to provide children, parents and guardians of our community with a safe, secure and 
caring environment, which provides a High Quality Before, After School and Vacation Care program. 

Educators seek to create strong ties and partnerships between children, their families and the wider 
community. Our program and attitudes encourage open communication, inclusive practices and diversity. 
This is achieved by educators striving to provide opportunities for fun, freedom, choice, individuality, new 

experiences, challenges and positive memories. 

(NQS, QA1). 

At Lighthouse, we believe that everyone is unique.  By offering a flexible program which is developed on the 
individual child’s abilities and interests we aim to assist in your children’s development in a positive, 

nurturing, safe and caring environment that will support and empathies the needs of both the children and 
their families. Educators take all reasonable precautions to ensure children are protected and free of harm. 
We at Lighthouse believe children should be free to explore their surroundings, both indoors and out. We 
use our program to provide all children with engaging and interest based activities both indoor and out. 
Educators encourage children to take risks and challenge their physical, cognitive and social/emotional 

development in a safe and secure environment.  
(NQS QA1&2&3) 

 
Educators will role model expectations and equity between families, children and other educators. 

Educators encourage your child to engage in a variety of different learning opportunities as they provide 
children with positive role models, promotion of self-esteem, rights and responsibilities, fairness, honesty 

and respect for diversity. (NQS QA5) 
 

Parents, guardians and the wider community are encouraged to participate in the development of 
Lighthouse’s policies and procedures via the use of open-communication via email, phone, parent 

suggestion boxes and other forms of communication. (NQS QA6) 
 

Our curriculum incorporates an anti-bias and non-sexist focus that allows for children to learn about a 
variety of cultures, traditions and values that are respected in our society and community today. This will be 

inclusive of Australia’s Aboriginal and Torres Strait Islander cultures. We give respect to the traditional 
owners of the land, the Darkinjung People. (NQS QA6) 

 
Lighthouse works hand in hand with the Australian Children’s Education & Care Quality Authority. Our 

program reflects the approved learning framework for school age children, “My Time, Our Place” and meets 
the learning outcomes through further planning and by reflecting on the center’s practices will enable us to 

provide a high-quality service for our children, families and educators. (NQS 7) 
 
 

 
(Reviewed August 2018) 

 



 
CODE OF ETHICS 

 

Ethical conduct is founded in respect for, and the valuing of children, families, Educators, Lighthouse 

BASC Management, and the extended Lighthouse BASC community.  

  

We strive to uphold the highest standards in ethical conduct in accordance with the ECA Code of Ethics 

(2016), The United Nations Convention on the Rights of the Child (1991), The Declaration on the Rights 

of indigenous Peoples (2007) and associated Lighthouse Before and After School Care Policies.  

 

LIGHTHOUSE BASC POLICIES AND PROCEDURES 

 

Educators are guided by the Lighthouse Before and After School Care Policies and Procedures and we 

encourage you to regularly review our Policies and Procedures.  

  

All policies developed must be made with in consultation with Lighthouse BASC management & 

staff, with the opportunity for family and stake-holder involvement. To achieve this end, families 

must be alerted of, and invited to consult on, all policy reviews. This will be done via email, with 

the appropriate policy attached.  The Policies and Procedures manual will also be kept on premises. 

All policies will be reviewed annually, unless it is required for them to be reviewed at an earlier date. 

All policies will be read and approved on completion by Lighthouse BASC Management.  

 

Policies are designed to ensure the safety and wellbeing of children in our care and reflect the 

requirements of National Regulations, National Law and the Services Public Liability Insurance.  

 

  Assessment & Rating 

Across Australia, each childcare service is assessed periodically by their Regulatory Authority against 

the National Quality Standards, to ensure that they are prioritising and working towards the highest 

possible quality of service. 

 

The National Quality Standard is divided into seven areas that contribute to early childhood, education 

and care. 

After being assessed against each area, the service receives one of the following ratings: 

  Excellent Rating (awarded by ACECQA) 

Exceeding National Quality Standards 

Meeting National Quality Standard 

Working towards National Quality Standard 

Significant Improvement Required. 

 

The rating of the service your child attends will be displayed in the entrance area. 

 

LIGHTHOUSE EDUCATORS  

 

Our educators endeavour to hold, at all times, current and up to date Child Protection, Asthma 

& Anaphylaxis, and First Aid Certificates. We ensure that all employees, students and volunteers 

contributing to the service hold a current Working with Children Check, verified by NSW Commission 

for Children and Young Persons.  

 

 



Our educators at Lighthouse are passionate about providing a safe and caring environment for all the 

children who attend our service each day. They are committed to ensuring that all daily routines run smoothly 

and that the program is built on a strong pedagogical approach to play-based learning, promoting the 

development and well-being of each child within the service. They are culturally competent, respecting all 

ways of being and knowing, creating an inclusive environment as they embrace diversity and celebrate 

differences. 

 

Lighthouse educators are knowledgeable about the Early Childhood Australia Code of Ethics and use this 

code to guide their interactions with children, colleagues, families and community members. They use 

positive re-direction and praise when engaging with children to ensure that they are modeling respectful 

ways of behaving, subsequently instilling empathetic values within the children within the environment. 

 

Students, Visitors and Volunteers 

Students, visitors and volunteers may visit the service from time to time. During this time, they are 

required to sign in to indicate the purpose of the visit and may be required to complete tasks pertaining to 

the course they are undertaking, including general observations of the service operations and 

programs. If individual child observations are required, parents will be informed, and written permission will 

be sought prior to any observation taking place. In addition, no student, volunteer or visitor will be left alone 

with any child. All visitors to our service are required to operate within our philosophy and policies. 

 

THE ENROLMENT PROCESS 

 

To attend Lighthouse BASC, you will need to complete an enrolment form. This must be submitted to 

the Nominated Supervisor of the service BEFORE your child’s first day of care, alongside up to date 

information regarding the immunisation status of your child, and their birth certificate. 

 

An administration fee of $25 will be charged at this time to ensure that your place is held. A $50 Toy 

Levy will also be charged per family annually each February. 

 

PRIORITY OF ACCESS GUIDELINES 

  

We are required to follow the Federal Government’s Priority of Access Guidelines when allocating 

placements. All child care services are required to follow these guidelines.  

 

PAPERWORK AND EVIDENCE, WHAT’S REQUIRED AND WHY 

  

We are required under Law to hold the following information to support your enrolment in an Approved 

Education and Care Provider.  

  

❖ Proof of each child’s ID  

❖ Information relating the immunisation status of each child in care (Australian Immunisation 

Record)  

❖ Health Management Plans, where applicable  

❖ Parenting Orders, where applicable  

  

 

 

 

 



We are also required to provide documentation to the Federal Government regarding your 

Aboriginality, country of birth, languages spoken at home and family status.  

  

It is also a legal requirement to record your Medicare number and, if you are claiming Child Care 

Subsidy (CCS), we also need to record and provide the Centrelink Customer Reference Number (CRN) 

of the CCS claimant and the CRN of each child in care.  

 

DAILY ROUTINES 

 

Each service will have an individualised routine suitable to their space and the needs of the children 

attending. Please ask your service’s Nominated Supervisor for a copy of this? It can also be found 

displayed at the sign in area within the service. 

 

Before School Care 

Before School Care (BSC) opens at 6:30 am. A light breakfast, consisting of variety healthy foods, 

including lactose & gluten free options will be served until 7:45 AM. Children are encouraged to explore 

their environment during the morning session, choosing from a range of programmed and spontaneous 

quiet play opportunities. 

 

At 8:00 AM, the Lighthouse Bus will depart from the Erina service to deliver the children in attendance 

to school. Our educators have a duty of care to make sure the children arrive at their destination 

before school commences. Please ensure that your child has arrived at the centre no later than 7.55 

AM, and been signed in. 

 

After School Care 

Each service opens for operation at 2:00 PM as the educators prepare the space for the afternoon 

session. 

 

The Lighthouse Bus departs the Erina service at 2:30 PM, delivering educators to EHPS to wait for 

the children on premises until the bus’s return. After collecting the children from Holgate PS and Our 

Lady Star of the Sea Terrigal and delivering them with a second educator to the service, the bus will 

then return to EHPS to collect the children and deliver them to the service. 

 

Children are encouraged to explore their environment during the afternoon, choosing to engage in a 

range of programmed and spontaneous play opportunities. Educators actively move about the space 

facilitating play and ensuring the wellbeing of all children in attendance. Each service closes at 6:00 

PM. If you arrive later than 6:00 PM to collect your child, you will incur a late fee of $30 per 15 

minutes. 

 

Lighthouse transportation vehicles used to transport children are required to be correctly fitted with 

appropriate restraints and undergo six monthly safety checks at a registered Roads and Maritime 

Services (RMS) Inspection Station.  

 

 

EMERGENCY CONTACTS AND PERMISSION 

  

We ask for two emergency contacts as part of your enrolment process and these are used if, and when 

there is an emergency. 

 

 

 



 

As part of your enrolment you will be asked to indicate what permission are given:  

  

Collect my child  

Consent to an excursion  

Consent to medical treatment/administration of medication 

Consent to photography/videography  

  

Please remember to update your emergency contacts if these change.  

  

You will also be asked as part of your enrolment to give permission for Educators, or a staff member 

from the Lighthouse basc, to administer paracetamol or ibuprofen in case of a fever and to seek 

medical / dental treatment or ambulance transportation if necessary.  

  

Prior to administering paracetamol or ibuprofen, Parent/Guardians will be contacted.  

 

MEDICAL CONDITIONS AND/OR ADDITIONAL NEEDS  

  

Medical Conditions 

If your child suffers from any medical conditions, including but not limited to allergy, anaphylaxis, 

asthma, diabetes, and epilepsy, you will be required to submit the Action Plan prepared by your doctor 

with your enrolment form, supply any prescribed medication to the service, and complete a Risk 

Minimisation Form in collaboration with the Nominated Supervisor. Your child will not be eligible to 

attend until this is completed. Families with medical conditions will receive a copy of the Lighthouse 

basc Medical Conditions policy upon enrolment with the service. 

 

Additional Needs 

Lighthouse BASC works with inclusion support agencies to ensure that all children feel a sense of 

belonging and inclusion within our services! 

 

If your child has been diagnosed with additional needs, including trauma, please notify the Nominated 

Supervisor upon enrolment, so that they may set up an extended meeting with you before the child 

commences 

 

During this meeting, discussion points will include: 

Level of support required/requested. 

Diagnosis, including information supplied by the diagnosing doctor within the last 12 months 

Amendments required within the physical environment 

Barriers to inclusion 

Safety considerations, including during excursions 

Additional information educators may need to be aware of 

 

With this information we can evaluate our facilities, environment and resources, and determine their 

suitability to your child’s needs. The Director of the service will invite you to complete a form 

permitting her to share information with our inclusion support agency, with the intent of seeking 

additional support for your child. 

 

 

 

 

 



 

Confidentiality 

All information obtained through the enrolment process will be kept in the strictest confidence and 

used only for the purposes for which it was obtained. Staff will never, at any point, share information 

regarding your child with anyone other than the authorised persons collecting that child, between one 

another for continuity of care, and, if written permission from families is obtained, with support 

agencies. 

All personal records will be stored securely. You may access your child’s records at any time if you are 

the authorised guardian who enrolled the child via request to the Nominated Supervisor! 

 

GENERAL MEDICATION PERMISSION 

 

You will also be asked on enrolment to give permission for the administration of general medication or 

preventative measures, such as; sunscreen, insect repellent, etc. When you start care please discuss 

with the Educator(s) any specific requirements that you may have relating to the brand and / or 

ingredients.  

 

VACATION CARE 

 

EXCURSIONS AND INSERVICE EXPERIENCES 

 

Lighthouse BASC loves to offer excursions that get our children out and about within our local 

community, learning how to be safe within, and interact with, our natural local environment, 

including water and bush land. Educators role model respectful ways on engaging with other 

members of the community during our excursions, and offer meaningful experiences that promote 

our children feeling a sense of belonging to both the Central  Coast  community,  and  the  smaller  

Lighthouse  community. 

 

All activities offered by Lighthouse BASC are subject to a complete risk assessment, which evaluates 

the nature of each individual activity and informs all planning and staff ratios. These risk 

assessments are available to parents on request at any time. Some planned excursions may require a 

signed waiver from parents, which will be provided to you within this document. Written 

authorisation for your child to attend each excursion must be provided before the excursion takes 

place, or your child will not be eligible to attend. 

 

Due to limitations of transport, Lighthouse BASC has a maximum number of children that will be able 

to attend our excursions. Excursions will be booked on a first come, first served basis. When our 

bookings have reached capacity, any other bookings will be placed on a waiting list and offered places 

in the absence of booked children. 

 

The centre operates with staff to child ratios of: 

1:15  Centre 

1:10  Excursions 

1:5  Swimming/Water excursions 

 

 

 

 

 

 



 

DAILY REQUIREMENTS 

 

Food  

Families will need to provide a snack for both morning and afternoon tea, as well as lunch for their 

child(ren). A water bottle is a necessity for children to stay hydrated during a fun day at Vacation 

Care. Lighthouse BASC asks that children bring their water bottle to each day of care, particularly 

excursion days where access to immediate water may be restricted.  

 

Lighthouse BASC is a nut-free centre due to life-threatening allergies within our community. 

Please be mindful and only send nut free foods in your child’s lunchbox. 

 

Lighthouse BASC may provide snacks and/or lunch on special occasions, which will be advised ahead 

of time. 

 

Clothing 

Children are asked to wear enclosed, comfortable shoes. Some excursions may involve walking, 

running or other physical activity, meaning that Lighthouse staff advise that children wear 

clothing that is comfortable for them, and that will allow them to fully engage with the activities 

offered.  

Lighthouse advise children bring a “just in case” change of clothing (including underwear!), including 

variable weather options (jumper and/or shorts and/or long pants) in order for children to feel 

comfortable at all times. 

 

When out in the community on excursions Lighthouse children wear Lighthouse shirts emblazoned 

with staff contact numbers. These are provided, and washed after each excursion/use, by Lighthouse 

BASC. 

 

Belongings 

Lighthouse BASC asks that children do not bring electronic devices or personal toys into the 

centre during their time with us, as we are mindful of their susceptibility to breakage or loss. Please 

refer to our Children’s Belongings Policy for further information, with understanding that we are 

not liable to any issues that may arise from non-compliance with this policy. Children will also be 

restricted from accessing mobile phone devices when in the centre environment. Parents wishing 

to communicate with their children throughout the day are invited to call the centre phone. 

 

Money 

Children are asked not to bring any spending money with them into the centre. In the interest of 

equity, there will be no opportunity for children to spend money at any excursion venue visited, 

and they are asked to bring their own lunch on these days rather than organise to buy their lunch. 

Lighthouse will provide lunch at a small charge to the family. 

 

Sun Protection 

Children are required to wear capped sleeves due to sun protection policy. Children s h o u l d  n o t  

b e  wearing singlets or similar items of clothing exposing their shoulders. 

 

Children who do not bring hats to Lighthouse BASC will be offered outdoor space in the shade where 

possible but will unfortunately be unable to engage in outdoor play if this is not available. 

 

 



 

CHILD CARE FEES 

 

FEES  

Before School Care:  $19.50 (per session) 

$21.00 casual booking (per session) 

 

After School Care:  $26.00 permanent booking (per session) 

$30.00 casual booking (per session) 

 

Vacation Care:  $55.00 per day (not including in-service activities/excursion cost) 

 

Administration Fee:  $25.00 one-off fee, payable at enrolment 

 

Toy Levy:   $50 annual fee (on enrolment then annually each February) 

 

 

Late Fee:   $30 per 15 minutes past 6:00 pm 

 

Notification Fee: $15 (per child per occasion – parents must notify Lighthouse of absence 

or booking, or risk incurring this fee) see Arrival and Departure Policy 

 

Lighthouse BASC uses the direct debit system NumeroPro to debit fees via either a bank account 

or credit card. Families may also transfer owing fees to the Lighthouse Before and After School 

Care bank account.  

Absences will still incur the full cost of the session for permanent bookings, as the Nominated 

Supervisor uses these bookings as indicators to create rosters and delegate budget allowances. 

 

The Nominated Supervisor issues all families a customer account statement via email, weekly. You may 

also obtain this at any other time via request to management. 

 

Should you choose to withdraw your child from the service, 2 weeks’ notice is required in writing (or 

via email) to advise the Service that the child will be withdrawn. This must state the date of their last 

day.  Fees will be charged up to the end of the two weeks from the date at which notice was received 

in writing, whether or not the child has attended the Service during those 2 weeks. CCS will not be 

paid if the child’s last day is an absent day, meaning that if the child does not attend during their 2 

weeks of notice, CCS will not be paid after their last day of attendance and full fees will be applicable. 

(a policy of the Family Assistance Office in relation to Child Care Subsidy). 

 

CHILD CARE SUBSIDY 

 

When using child care provided by Approved Provider all Australian Residents may be eligible for Child 

Care Subsidy (CCS).  

  

To assess your eligibility to claim CCS you will need to register with Centrelink who will assess your 

family income and activity level and they will advise us of the number of hours of subsided care that 

you are eligible to receive and confirm your CCS percentage.   

  

 

 



 

To apply for CCS please register with the Department of Human Services, or Centrelink. Visit 

www.humanservices.gov.au/customer/themes/families.  

  

Where CCS is claimed you can also claim for up to 42 ‘allowable absences’ each financial year. ‘Allowable 

absences’ include Public Holidays, illness (without a medical certificate), holidays and any occasional 

absences.  

  

Once the 42 ‘allowable absences’ are exceeded, your CCS claim will only be considered when evidence 

is provided of;  

  

❖ Illness (with a medical certificate),  

❖ rotating shift work,  

❖ rostered days off or pupil free days  

  

CCS will not be paid for absences before a child actually starts care, or for last day(s) absences when 

they are finishing care. 

 

OPERATION OF THE SERVICE/ATTENDANCE RECORDS 

 

Children Arriving and Departing 

All children must be signed into the service by an authorised person, with the time of arrival clearly 

indicated. 

 

Under no circumstances are families and children to enter the premises or be left on the premises 

before the time of opening. 

 

In the morning, children will be signed out by an educator as they leave the care of Lighthouse BASC 

at their school, with the time and signature of the educator recorded. 

 

In the afternoon, as the children arrive at their collection point at each school, they will be signed 

into the care of Lighthouse BASC, with the time and signature of the educator recorded. This 

responsibility will continue until they depart the service. 

 

Upon departure, children can only be signed out by an authorised person (someone who you have 

nominated on their enrolment form as authorised to pick up them up). 

 

Prior arrangement must be made with the Responsible Person for any person other than those on the 

enrolment form to collect a child, and staff members must be able to clearly confirm their identity. 

Please advise persons collecting children that they will be required to provide photo ID to the service, 

which will be photocopied and kept on file.  

 

If a child leaves the service in any other circumstances, and for any reason without permission, our 

Educators will assess the situation immediately and will call the police and nominated emergency 

contact as quickly as reasonably possible. 

 

We ask for your co-operation by collecting your child by 6.00pm. If there is an emergency and you are 

unable to collect your child on time, please contact the service and try to arrange for another of your 

authorised emergency contacts to collect your child.   
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If your child is not collected on time, a late fee of $30.00 will be charged immediately after 6.00pm, 

with a further $30.00 payable every 15 minutes thereafter. The correct time will be recorded on sign 

out sheet. If a child is not collected by 7.30pm and emergency contacts cannot be reached, the 

Director will contact the police to collect children who are still at the service. 

 

 

Extra-Curricular Activities 

If you require your child to attend activities within the school grounds for CCGS children or in the 

Lifestyle Building for Erina Heights/Holgate children written authority must be given. Educators will 

only be available to escort children to these activities when staff ratio allows. Parents should consider 

this when enrolling children in these activities. 

 

Parental Custody 

If there is a court order relating to the custody of the child, parents should ensure that this is 

recorded on the child's enrolment form and a copy of the order attached to the form. 

 

Educators cannot refuse access to either parent if there is no court order in force. In the event of a 

non-custodial parent attempting to take the child from the centre, staff will contact the custodial 

parent immediately and staff will make every effort to keep the child at the centre, without putting 

themselves or any of the other children at risk. If the non-custodial parent does take a child, 

Educators will record the time, licence number and make of car. The custodial parent will be contacted, 

and the police notified. 

 

HEALTH AND SAFETY  

 

The wellbeing of all children who attend the Service is of the highest priority. Educators and children 

observe and role model stringent hygiene practices throughout the day, including Hand Washing, and 

the service is cleaned daily. 

 

All Lighthouse BASC services are Drug, Alcohol and Smoke-Free zones. If you are deemed to be under 

the influence of drugs or alcohol, you will be asked to leave the premises. If you are deemed to be 

driving under the influence with children, educators will alert the police, providing identifying details. 

 

Illness and Injury 

The service endeavours to avoid injuries occurring at the service via the completion of Risk 

Assessments and through thoughtful implementation of programming within the environment available. 

Educators strive to minimise the impact of injuries and illnesses by responding appropriately and as 

quickly as possible. The rights and responsibilities of families with respect to injuries and illnesses of 

their children are acknowledged and will be considered in administering all procedures. 

 

In the case of a minor injury or illness, educators will attend to the incident and all incidents of injuries 

and illness will be recorded on the appropriate form, sighted and signed by a guardian, and then filed 

with the child’s information. If the incident is deemed serious, it will be reported to the Department 

of Education. 

 

The Responsible Person will promptly telephone a parent/guardian if a child has been involved in an 

accident or becomes ill. Please ensure the emergency contact details on your enrolment form are 

updated regularly. Qualified educators administer basic First Aid only. 

 



 

 If contact cannot be made and it is necessary to seek medical attention immediately, an ambulance 

will be called, and the child will be taken to hospital. The cost of the ambulance will be the family’s 

financial responsibility. 

 

First Aid 

Lighthouse BASC always has at minimum one First Aid trained educator on the premises, but 

endeavours to ensure that all educators are trained in first aid. Appropriately stocked first aid kits 

are always accessible, with one on each bus, and these are audited every six months. 

 

Exclusion 

To safeguard the health of all children and prevent the spread of infection, please keep your child at 

home until he/she is fully recovered from an illness. The Service does not have facilities to care for 

sick children. The centre has the right to exclude children and notify families to collect their child if 

the child displays any symptoms of a contagious infection or is otherwise unwell. This is for the safety 

and wellbeing of all children, staff and families within the service as well as your child. Your child will 

be permitted to return when they have received clearance from a medical professional, and the 

services has consulted with and obtained the recommendations of the Department of Health. 

 

This includes head lice. You child will not be able to return to care until the hair has been treated with 

an anti-lice shampoo, and the lice AND EGGS have been removed from the hair. If you send your child 

to school and then subsequently Lighthouse BASC, you or your next nominated emergency contact will 

be called to collect you child, and you will incur the full charge of the afternoon. 

 

 

INFECTIOUS DISEASES REQUIRING EXCLUSION FROM THE SERVICE 

 

Disease    Length of Exclusion 

 

Acute Conjunctivitis   Until all discharge from the eyes has ceased. 

 

Diarrhoea    Until symptoms have stopped 

 

Gastroenteritis   Clear fluids should be given from the first symptoms for 

24 hours. If symptoms persist, the child must be isolated and 

checked by a Doctor 

 

Febrile Condition   Any child with a consistent temperature above 37.5C 

for 2 or more days must be examined by a Doctor and supply a 

clearance certificate before they can return to care 

 

Chicken Pox    At minimum, 7 days from first appearance of rash/spots 

 

Measles    At minimum, 5 days from first appearance of rash 

 

Rubella    At minimum, 5 days from first appearance of rash 

 

Mumps    At minimum, 10 days from when the swelling appears 

 

Diphtheria    Until a Doctor’s certificate is produced 

 



 

Whooping Cough   At minimum, 3 weeks or when cleared by a doctor  

 

Glandular Fever   Until fully recovered and cleared by a doctor  

 

Infectious Hepatitis   Until cleared by a doctor 

 

Impetigo No exclusion if sores are being treated and covered, If not 

treated, until sores heal 

 

 

Pediculosis (Nits)   Until treated with anti-lice shampoo and the head is 

free from live lice and eggs 

 

Ringworm    Until medical treatment has begun and cleared by a doctor 

 

Scabies    Until medical treatment has begun and cleared by a doctor 

 

Giardiasis Contagious parasite in the bowel (symptoms: severe stomach 

cramps and often severe vomiting). Must be examined by a 

doctor and cleared to return 

 

Please have a read through our Health and Safety, Sick Children, Control of Infectious Disease, 

Administration of Medication, Injury/Illness/Incident, Nutrition and Food Safety and Hand Washing 

Policies for more information regarding any of this information! 

 

ADMINISTERING MEDICATION 

  

In the case of prescribed medication: To enable a child to receive prescribed medication in care, 

authorisation via the completion of a medication form must be given by the parent or legal guardian 

of the child, with assistance from the Responsible Person. 

Each medication form must include: 

❖ The name of the child 

❖ The name of the medication 

❖ The date 

❖ The time of the last dose given 

❖ The amount of medication that is to be given 

❖ The time the medication is required 

❖ The name and signature of the person authorising the medication to be given 

 

In the case of children with on-going prescription medication, the parent/legal guardian will be 

required to fill out a long-term medication form, which will be adhered to until the service is notified 

otherwise and reviewed by the Nominated Supervisor in conjunction with the legal guardian after 

three months. 

The medication must be in its original container with the original label detailing the child’s name, 

the expiry date and dosage to be given. If any of the details are missing or incorrect, the medication 

will not be able given to the child and we will attempt to contact you to make alternative arrangements.  

Expired medication must not be given, and the parent/guardian of the child must be notified of the 

expiry immediately. 

 

 



 

In the case of non-prescription medicine: 

Non-prescription medication will not be given to children unless it is accompanied by a doctor’s letter 

stating the following: 

❖ The reason for the medication 

❖ Period that medication is required, if applicable 

❖ Dosage required 

❖ Any other information detailing the medication and administration 

❖ The doctor’s name and signature 

 

Children on such medication will only be allowed to attend if the Responsible Person feels that they 

are well enough to do so. If a child presents with a temperature of 38◦ or higher, the child’s 

emergency contact will be notified and asked to pick up the child as soon as possible. 

 

To enable a child to receive non-prescribed medication in care, authorisation via the completion of 

a short- t e r m  medication form must be given by the parent or legal guardian of the child, with 

assistance from the Responsible Person 

 

Educators must record and sign off the administering of all medication on the appropriate medication 

form for the child. This medication form will be kept in a locked cupboard known to all staff, 

and when complete, filed with the child’s enrolment form. 

Children may self- administer medication if a medication form signed by a parent/guardian h as  

b e e n  co mp l et e d , i n  wh ich  t h e  pa r en t /guardian ha s  g i v e n  permission for the child to self-

administer. Two educators must witness this occur and will sign off on the medication form to confirm 

that this took place. 

 

Educators will invite children to consume their medication at the required time using dialogue that 

respects their right to privacy and dignity. To allow for this, children will be given a private space in 

which to consume their medication. 

 

The Responsible Person will wave compliance with these procedures if a child requires emergency 

medical treatment (e.g. asthma, anaphylaxis). The Responsible Person will be allowed to administer 

these medications without authorisation in such an event and will endeavour to contact the 

parent/caregiver at the first available opportunity after it has been administered. 

 

EDUCATIONAL PROGRAMMING 

 

Lighthouse Before and After School Care educational programming is designed to ensure all children 

experience learning that is engaging and builds success for life.  

  

Educators embrace the ‘My Time Our Place’ principles; secure, respectful and reciprocal relationships, 

partnerships, high expectations and equity, respect for diversity, ongoing learning and reflective 

practice.  

  

Educators have the opportunity to develop trusting relationships with children and families, providing 

a secure base for exploration and learning.  

  

Educators acknowledge that families are a child’s first and most influential teachers and trusting 

relationships with families provide the opportunity for Educators to work in partnership with families, 

sharing insights and perspectives.  

  



 

Educators and staff from Lighthouse Before and After School Care share a commitment to respect 

diversity, access ongoing learning and maintain reflective practice.  

  

High expectations and equity are at the centre of all decision-making, programming and documentation.  

  

 

NATIONAL QUALITY FRAMEWORK (NQF)  

  

The National Quality Framework (NQF) is the result of an agreement between all Australian 

Governments to work together to provide better educational and developmental outcomes for children 

using education and care services.  

  

The NQF acknowledges that quality education and care shape every child’s future and lays the 

foundation for development and learning.  

  

EARLY YEARS LEARNING FRAMEWORK AND MY TIME OUR PLACE FRAMEWORK 

 

Both the Early Years Learning Framework (EYLF) and My Time Our Place Framework (MTOP) are key 

components of the National Quality Framework.  

  

The EYLF guides Educators in developing quality programming for non-school aged children and places 

an importance on supporting parents to best support their children’s early learning. The EYLF 

emphasises the importance of play-based learning and recognises the importance of communication, 

language, social and emotional development.  

  

The MTOP guides Educators in developing quality programming for school aged children and places an 

importance on promoting collaborative partnerships between Educators and schools.   

 

 

GUIDING CHILDRENS BEHAVIOUR  

 

 Educators are encouraged to model acceptable behaviour, set clear and consistent rules, use voice 

intonations, facial expressions, explanations, positive reinforcement and distraction as methods of 

encouraging appropriate behaviour.  

  

Educators follow the ‘Guiding Children’s Behaviour Policy’ and physical punishment, exclusion and 

negative criticism are never acceptable.  

  

Lighthouse Before and After School Care will provide support for ongoing situations and encourage 

parents and Educators, in conjunction with the Service, to work together for a positive outcome.  

 

ENVIRONMENTS AND ACTIVITIES 

 

Lighthouse Before and After School Care offers families a unique education and care environment, 

designed to provide a balance of indoor and outdoor experiences which reflect the interests and 

development needs of each child.  

  

Although each service is unique, Educators share a commitment to respond to the NQF, meet the 

legislative requirements whilst providing developmentally appropriate activities.  



 

FURTHER INFORMATION 

 

Lighthouse BASC will do their utmost to ensure that school uniforms remain presentable by 

supplying protective wear for craft activities, and verbally reminding children to put their uniforms 

(including shoes) in their bags but are not liable for the misplacement of uniform items by children. 

Educators will endeavour to find these items if practical. There is a lost property box where all 

clothing, shoes and any toys that have been left by the children can be collected. At the end of 

each term, any remaining clothing is taken to the relevant feeder school for their uniform pool. 

 

Parking 

Families at the Erina service are invited to use the car park offered for the Lifestyle building, 

including the 15m drop off zone, with respect to the fact that we share this space with families 

utilising the dance studio and nearby preschool. 

 

Families at the CCGS service are invited to use the bottom car park close to the RLC, accessible 

from Carlton Road. 

 

Use of Photographs 

On occasion your child may be photographed participating in the day-to-day activities that we provide 

at Lighthouse basc including vacation care. These photographs may be used within the service on 

walls, or in the daybook. Children take great pride in having their day documented in this way. If 

you do not wish your child to be photographed, please make sure that it is recorded on the 

enrolment form in the photograph/social media sections. 

 

 

FEEDBACK 

 

Once you start care please remember to provide feedback about your first weeks with the Nominated 

Supervisor or Assistant Co-Ordinator.   

 

Thank you for choosing Lighthouse Before and After School Care as your preferred outside School 

Hours Service. 

We look forward too many years of working in partnership with you, your family and child.   

Please do not hesitate to contact the Nominated Supervisor or Assistant Co-Ordinator if you have any 

further questions.  

  

 

 

 

 


