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Welcome
Thank you for enrolling your child with Abbotsleigh’s Before and After School Care service. We
welcome all students into our program from Transition to Year 6. The environment is a nurturing
and supportive one where learning, active play and creative pursuits are encouraged. Our staff
look forward to caring for your children and forming a meaningful and lasting relationship with
you and your family.

Staff
Our Before and After School Care Coordinator, Miss Penny Charalambous is assisted by
Mr Andrew Abbott, Mrs Lynne Ho, Mrs Julie Marscham and Ms Michelle Sharpe, who are
all experienced educators. All staff members are first aid trained and our Duke of Edinburgh girls
from the Senior School interact with all children in our activities.
Our service is registered with ACECQA.
We hope that you find this information package helpful and informative.

How to contact us
Miss Penny Charalambous
Phone 9473 7622 or 9473 7700
Email: jsasc@abbotsleigh.nsw.edu.au
Before and After School Care
Abbotsleigh Junior School
22 Woonona Avenue, Wahroonga NSW 2076

Hours
Before School Care is open from 7-8.15 am during term time.
After School Care is open from 2.30-6.30 pm during term time.
The service does not run during holiday periods.
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About our service
1.1 Our philosophy
Abbotsleigh’s Before and After School Care
(BASC) is a safe and nurturing environment that
provides care for children who need supervision in
the mornings and afternoons. We cater for a range
of families; from those with working parents, to
those who have children involved in afternoon
activities at the School. We also care for those
children who enjoy socialising with friends and
for families who want their child’s homework
supervised.
The centre is open to girls from Transition to Year
6. As part of an Anglican school we acknowledge
the significance of the Christian faith in the
development of the child. We honour diversity
and individuality. Our philosophy recognises the
uniqueness of the individual and the importance
of the relationships that children bring to the
centre.

1.2 Our aims
In BASC, we aim to:
• Provide high quality education and care
• Employ staff who are experienced in nurturing,
caring for and educating children
• Provide a safe, secure and happy environment
where children have a sense of belonging
• Develop a program of experiences which will

promote the total development and wellbeing
of children (socially, emotionally, physically,
culturally and cognitively)
• Acknowledge and share the School’s
Christian values
• Provide an environment that is aesthetically
pleasing and rich in resources to stimulate
learning, independence and interdependence
• Foster children’s imagination, creativity
and curiosity
• Build strong relationships with the children in
our care
• Provide opportunities for children to play and
work collaboratively
• Work as partners with parents, families and
educators of the children
• Provide a service to parents and the community
which reflects their needs
• Recognise, be sensitive to and accept individual
differences in children
• Reinforce positive social behaviour
• Forge strong links with other sections of
the School

1.3 Policies and procedures
BASC has an extensive policy and procedure
manual, which reflects the philosophy and aims of
our service. This manual is a large document and
is available for you to read. For easy reference, a
copy is kept with the Coordinator.
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1.6 Respect for children
Our paramount concern at BASC is meeting the
best interests of the child. Our service endeavours
to provide care that respects each child’s dignity
and privacy at all times. We consider children
as unique, valued individuals. Children are to be
considered and, as far as possible, involved in
the ongoing development of the program, rules
of behaviour and the physical and aesthetic
environment of BASC.

1.7 Child protection

In this handbook, a snapshot of the policies
which affect you and your children have been
outlined. Details are correct at the time of
printing, although policies and procedures are
subject to change.

1.4 Enrolment and orientation
Parents are required to complete an enrolment
form before their child can attend the service.
Please let us know what will help make your
daughter’s time with us enjoyable, particularly
in the initial few weeks. Each newly enrolled
family will receive this handbook. You will be
shown the BASC area and be given a rundown
on how our service works, including staffing
and programming.

1.5 How we communicate
with families
We have a number of ways to communicate with
you as a family. These include our notice board,
brochures, email and articles in The Shuttle. Your
feedback is important to us.

BASC regards its role in the protection of children
in its care as of the utmost importance. This
includes our moral and legal duties to care for
children in BASC whilst not in the care of their
parents or primary carers. All staff have been
made aware of the child protection policy and the
reporting of child abuse policy through induction
and training procedures.

1.8 Access to the centre
BASC will ensure that parents and children will
have access to quality care that is appropriate
to their needs, regardless of social, religious or
cultural background. We provide care for primary
school aged children from Transition to Year 6.
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Before and After
School Care

Before and After
School Care
parking

Street parking in Woonona Avenue is available after 4.30 pm. Please do not obstruct any
driveways as these are required for access 24 hours a day. Additionally we wish to model
respectful behaviour to our neighbours.
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The happiness and wellbeing of your child is our
priority and we are continually striving to improve
the quality of care we provide to families. Parents
can make suggestions or identify concerns via
the suggestion book at the sign in desk, or talking
to the Before and After School Care Coordinator.
We value and encourage your participation as we
believe it enhances the service we provide.

Caring for your child
2.1 Arrivals and departures

1.9 Confidentiality
All personal records will be stored securely and
kept confidential. All information will be strictly
limited to use by school staff. Access to your
child’s information is provided through our online
Parent Portal. Please see the Coordinator to assist
in accessing these records.

1.10 Parent code of conduct
Parents are welcome to speak to staff while the
centre is open. If a meeting is needed to discuss
an issue in depth, please make an appointment
with the Coordinator. If you would like to speak to
someone other than the Coordinator, please be in
contact with the Head of Junior School.
We expect that parents will always conduct
themselves in a manner that is respectful of
their child, the School and all students and
staff.1.11 Staffing
All staff qualifications and child/staff ratios are in
accordance with or better than the guidelines set
in the national standards for outside school hours
care policy. Children are supervised at all times to
ensure that they are protected from harm.

1.12 Concerns, complaints
and suggestions
If you have any concerns, a complaint or
suggestion, please speak to the Coordinator.
If the outcome is not satisfactory, our Head of
Junior School or Headmistress will handle any
further concerns.

Children must be signed in and out each day they
attend BASC. It is the responsibility of
the parent/guardian to ensure that the child knows
they will be attending BASC as well as notifying
the centre or School. BASC accepts
no responsibility for children until they have been
presented for signing in after 2.30 pm.
Prior arrangement must be made with BASC for
any person other than those on the enrolment
form to collect the child. Please advise persons
collecting children that they may be required to
provide proof of identity. Please note, persons
under 18 years of age will only be allowed to
collect siblings when written permission from
parents is provided. In emergencies, a phone
callor email of authorisation can be given to BASC.

2.2 Late collection
We ask for your cooperation by collecting your
child by 6.30 pm. Late pick ups are upsetting for
children and stressful for staff. If you are unable to
collect your child by 6.30 pm, please contact the
centre. A late fee of $6 per minute will be charged
to your account and will be acknowledged on pick
up. If contact cannot be made with you, BASC will
phone your emergency contact.

2.3 Children leaving
without permission
If a child leaves BASC in any other circumstances
and for any reason without permission, the staff
will assess the situation immediately and will call
the police and a parent/guardian as quickly as
reasonably possible.
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2.4 Child code of conduct
As part of our commitment to quality care for the
children at our centre, we have basic rules for the
children to follow. These rules are developed with
input from the children themselves, to give them
a sense of ownership over what happens within
‘their’ space.
• Act in a manner that is respectful to all
including ourselves
• Speak to others the way we want to be spoken
to, with respect and dignity
• We will always give things a go
• We will stay where we can see staff at all times
• We have the right to feel safe and the
responsibility to behave in a safe manner

2.5 Custody
Parents/guardians who have custodial rights and do
not wish other parents/guardians to have contact
with their children must provide a current copy of
the custodial papers to the School.
Our staff cannot expose themselves or the
other children to unacceptable risk of personal
harm. If a child is taken, the police will be
called immediately.

2.6 Safety
An evacuation and emergency plan is situated in
the policy folder and on the Coordinator’s desk
for ease of use. We ask all parents and children
to familiarise themselves with the procedures.
Fire drills and lockdowns are practiced regularly
at the School. All fire equipment is serviced every
six months.

2.7 Health and hygiene
The wellbeing of all children who attend the
centre is of the highest priority, so we ask for
your cooperation. To safeguard the health of all
children and prevent infection, please keep your
sick child at home until she has fully recovered.
The centre does not have facilities to cater for
sick children, therefore they will be excluded from
the centre and parents contacted immediately.

Equipment is checked, cleaned and maintained
regularly for children to use safely. In the case of
an injury or illness, a staff member will complete
an incident report and advise you on pick up.
Children and staff will wear appropriate clothing
when outside. This will include a hat for play
and a rash vest in the pool. Parents are asked
to supply sunscreen if reapplication is required.
Please speak to BASC staff to ensure your child’s
health needs are met.
Abbotsleigh is a non-smoking school, therefore
smoking is not tolerated by anyone.

2.8 Illness and injury
BASC actively strives to avoid injuries occurring
and also aims to minimise the impact of injuries
and illnesses by responding appropriately and as
quickly as possible.
Children with infectious diseases will be excluded
from the centre. This is for the safety and
wellbeing of other children and staff.
The Coordinator will promptly call a parent/
guardian if a child has been involved in an
accident or becomes ill. Qualified staff will
administer first aid only. If contact cannot be
made, the child will be taken to hospital. Please
ensure your emergency contact details are
updated regularly.
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2.9 Medication

2.12 Breakfast and afternoon tea

In the case of your child requiring medication
whilst in our care, please supply written
authorisation stating the drug, dosage, dates and
times to be administered.

A simple breakfast is provided during Before
School Care. Nutritious and well balanced snacks
are provided during After School Care. All meals
include a variety of fresh foods and water and
drinks are readily available to children at all times.
Please remember to inform us of any allergies
or special dietary needs your child has. All food
preparation on the premises is carried out within
the guidelines set down in the national food
safety standards.

2.10 Daily routines
Before School Care
Children are signed in each morning. Breakfast
is served at around 7.15 am. Unstructured play is
encouraged as well as a variety of structured activities
such as art, craft, sport, drama and music.
After School Care
Children are signed in each afternoon. A light,
nutritious snack will be served at around 4 pm
after homework/reading has been completed.
A variety of structured activities such as art,
craft, sport, drama and music are organised daily.
Unstructured play is encouraged and a second
afternoon tea for those staying late is provided
at around 5 pm.

2.11 Homework
At BASC, homework is supervised for all children
to provide help and guidance. If you do not wish
your child to complete her homework, please
inform us in writing.

2.13 Behaviour management
The aim of BASC is to provide an atmosphere
where children have positive and active
experiences during their stay. We aim to provide
an environment that minimises the potential
for conflict. We believe that children require
guidance as to what to do, instead of what
not to do. Therefore we endeavour to manage
behaviour through a supportive mode. This
includes efficient supervision, provision of
effective role models, directing or re-directing
children to other activities. We work with children
to set rules, follow the rules and understand the
consequences of breaking those rules.
Each child will be treated sensitively, respectfully
and with dignity, regardless of their social
background, ethnicity or abilities. Encouragement
and appreciation of appropriate behaviour will
be given freely. Physical, verbal and emotional
punishment is regarded as unacceptable and
will not be justified or permitted as a behaviour
management technique. If the disruptive
behaviour continues, the parent will be informed
and the child may be suspended
from the centre.

2.14 Students, visitors and volunteers
No student, volunteer or visitor will be left in
charge of a group of children. All visitors to
our centre are required to operate within our
philosophy and policies.
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Payment for care
3.1 Payment of fees
It is our aim to provide a quality service to families
at an affordable price. The fees are printed in the
handout and handbook for your convenience. The
School will set fees based on the budget required
for the provision of high quality child care that is
in keeping with our philosophy and aims.
Invoices are issued on a monthly basis via email.
Any discrepancies need to be discussed with the
Coordinator. Please note that Before and After
School Care fees are not included in your School
account. Accounts are automatically settled via
direct debit at the end of every month. Statements
are sent via email.

3.2 Fees
Registration fee: $10 per student, per year
Before School Care:
Permanent fee: $18 per morning (set day/s each
week with direct charge)
Casual fee: $20 per morning
After School Care:
Permanent fee: $23 per afternoon (set day/s each
week with direct charge)
Casual fee: $26 per afternoon
Late fee: $6 per minute after 6.30 pm
Please note: Permanent rates apply when a
fixed and continuous booking is in place for
your child to attend BASC. If your child is not
attending BASC as pre arranged, please phone
Junior School Before and After School Care on
9473 7622.

3.3 Childcare Subsidy
Abbotsleigh Before and After School Care is an
approved child care provider and those attending
are eligible to claim the Child Care Subsidy (CCS).
This new means tested subsidy was introduced in
July 2018. To receive this payment you must have

registered for the new subsidy with Centrelink,
and provide us with your family and child’s
Customer Reference Number (CRN) and parent
and child’s dates of birth. Once we have entered
your enrolment, you must confirm the enrolment
in your MyGov account. For assistance with
this process please feel free to contact the
coordinator. For further information, please
contact the Department of Human Services
on 136 150.

3.4 Bookings and attendance
At BASC, we attempt to cater for all families
with regard to days needed for care. To assist
us in the planning of activities and for
catering purposes and staff, we ask that
permanent bookings are made. As much
advance notice as possible is appreciated
when changes to permanent bookings are
made or when casual days are sought.

Junior School &
Early Learning Centre
22 Woonona Avenue
Wahroonga NSW 2076
Telephone 02 9473 7700
Senior School
1666 Pacific Highway
(Cnr Ada Avenue)
Wahroonga NSW 2076
Telephone 02 9473 7777
www.abbotsleigh.nsw.edu.au
CRICOS Provider Code 02270F

