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Welcome
The YMCA Geelong is a non-profit community organisation that aims to build 
healthy, happy and connected communities. 

Our Children’s Services are approved by ACECQA (Federal) and licensed with the 
Department of Education and Training (DET). We operate under the Education and 
Care Services National Law Act (2010) and Education and Care Services National 
Regulations (2011).

This Handbook aims to provide you with all the necessary information you require 
regarding YMCA St Mary Mackillop Bannockburn OSHC programs.

If you require additional information on completion of reading the handbook, please 
contact our friendly OSHC leaders within each service. We look forward to providing a 
quality service, focusing on learning, laughter, leisure and play.



6

 

Goals & 
Philosophy

YMCA Geelong Mission
The YMCA works from a base of Christian values to provide 
opportunities for all people to grow in Body, Mind and Spirit. 

YMCA Geelong Values
Honesty   I   Caring   I   Respect   I   Responsibility   I   Safety 

YMCA Geelong Vision

YMCA Geelong Philosophy

YMCA makes a difference to people’s lives providing 
healthier, happier connected communities 

Our philosophy is to provide a quality School Holiday Program which is safe and
stimulating, and to create an environment that provides children with choices.

• To provide high quality care which exceeds the standards of the National Quality Framework
• For the children to develop respect for others, equipment and their environment
• To foster the social, emotional, physical, intellectual development of each child
• To continuously improve our service to meet the needs of the community
• To involve parents and staff with appropriate and continuing interaction
• To provide continuing education and training of staff 
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National Quality Framework
In our everyday practice, our programs aim to exceed the National Quality Framework 
(NQF). The NQF governs all early childhood and school age education and care 
services in Australia. This Framework is overseen by the Australian Children’s 
Education and Care Quality Authority (ACECQA) and ensures all services operate to 
a high-quality standard. 

The following legislation applies to our services: 

• The Education and Care Services National Law Act 2010 

• The Education and Care Services Regulations 2011 

Children enrolled in YMCA Programs will: 

• Have their ideas, interests and capabilities enthusiastically developed and nurtured. 

• Learn from educators who receive regular training and professional development 
opportunities. 

• Have parental feedback and insights incorporated in their care plans. 

• Have their daily routines and transitions incorporated into their time in care. 

• Experience the benefits of regularly audited programs. 

You can learn more about the NQF by visiting the Australian Children’s Education and 
Care Quality Authority website (www.acecqa.gov.au) or by speaking to any of our 
experienced educators.
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• To provide a safe environment for those children requiring care during the school 
holidays. This program is specifically for school ages children of all backgrounds and 
abilities.

• To provide a program suitable for all ages and abilities of children attending the 
program, taking into consideration the following guidelines:

- Safety for all children, staff and visitors to the centre 
- Improve physical health through play and social recreation 
- A choice of activities at all times 
- Develop leadership and life skills 
- Total effective supervision for the duration of the program

• To promote the YMCA’s name in a positive way to participants, local organizations 
and the general public in the area.

• To promote and introduce new participants to other YMCA activities.

• To provide a quality program we can all be proud of.

• To provide participants with qualified and friendly staff.

• To operate a program that complies with our funding and service agreement and 
the National Standards for Outside School Hours Care/School Holiday Program. 

• To recognize that every child is a unique individual with particular physical, 
intellectual, social and emotional potential, and to address this in our program 
planning.

Aims & Goals



10

Access &
Inclusion
YMCA Outside School Hours Care supports and encourages the attendance 
and participation of all children regardless of ability, social, financial or cultural 
circumstances.

This service acknowledges the diversity within the community and aims to ensure all 
children have the opportunity to participate in activities in a fun, nurturing environment.

To do this staff will:

· Interact with and include all children.

· Model appropriate behaviour in relation to cultural awareness.

· Respect the difference in backgrounds of individuals and encourage children and
  families to do the same.

· Commit to professional development relevant to diversity, multiculturalism and
  assisting children with additional needs.

· Liaise with various external agencies to gain assistance and expertise in these areas.

· Connect families with services that may be able to provide financial assistance
  when needed.

· English as a second language? If you require assistance accessing our service or
  would like further information, please contact our staff on 0477 677 149 and we will
  happily provide you with the necessary resources.
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Safeguarding Children 
& Young People

The YMCA is committed to the safety and wellbeing of all children and young people 
accessing its programs and services. The YMCA supports the rights of the child and 
will strive to deliver a child safe environment at all times. YMCA also supports the rights 
and wellbeing of our staff and encourages their active participation in building and 
maintaining a safe environment for children. 

Our Commitment to Children & Young People

• We are committed to providing children with positive and nurturing experiences 

• We will support families and communities to promote children’s healthy development 
and wellbeing 

• We will take action to ensure that children and young people are protected from all 
forms of abuse 

• We will take action to ensure that children are not exploited, abused or harmed 
during the time they are involved with any or our programs; services or facilities

• We will listen to children and address any concerns they raise with us 

Our Commitment to Parents & Carers 

• We are committed to supporting parents and carers to protect their children 

• We will offer assistance that builds in a family’s strengths and empowers them to 
meet the changing needs of their children

•  We are committed to communicating honesty and openly with parents and carers 
about the safety and wellbeing of their children 

• We aim to be transparent in our decision making with parents and carers as long  as 
doing so does not compromise the safety of children or young people.    



Our Employees will:

• Conduct themselves in a manner consistent with their position as a positive role 
model to children and young people

• Adhere to the Safeguarding Children and Young People Policy Code of Conduct 

• Be committed to the safety and wellbeing of all children and young people attending 
YMCA programs 

• Have read, understood and formally agreed to abide by YMCA policies and 
guidelines around the safety of children as outlined in the Safeguarding Children 
and Young People Policy 

• Support the rights of the child and strive to deliver a child safe environment at all 
times

• Remain alert to the risk indicators of child abuse and promptly report suspected 
incidents to their Supervisor and where required by law, to the relevant authorities 

A copy of the YMCA Safeguarding Children and Young People Policy is available for 
parents and carers to access, at every Children’s program and/or service operated by 
YMCA Geelong or on our website  policy library:

https://www.geelong.ymca.org.au/who-we-are/ymca-policies
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SCYP 
Commitment Statement
We believe in the power of inspired young people 

Our Safeguarding Vision is that all Children and Young People are empowered to feel 
safe and be safe at the Y, in their families and their communities.

In order for young people to be inspired, they must Feel Safe and Be Safe. As part of 
our Safeguarding Strategy at the Y, we have developed our Safeguarding Framework 
which aspires to ensure that all Children and Young People are safe and feel safe at 
the Y, in their families and in their communities.

14



Safeguarding Children and Young 
People Commitment Statement

Our Safeguarding Framework aims to develop:

 • A safe culture nationally which empowers Children and Young People by 
   promoting Children and Young Person focused leadership and governance;

 • Safe operations to ensure Y People have the right policies, processes and 
   practices to keep Children and Young People safe; and

 • Safe environments at the Y and in communities which empower Children 
   and Young People to thrive.

At the Y we commit to embedding our Safeguarding Framework across all our 
Member Y programs and services, and to continue to work towards achieving our 
mission. In doing this, we commit to providing an environment that ensures the safety 
and wellbeing of all Children and Young People, families and communities and our Y 
People.

We commit to implementing our Stay Safe, Tell Someone Program by supporting 
Children and Young People as well as Y People to understand that if they see, hear, or 
feel something that makes them feel worried or concerned, they can tell someone at 
the Y.

We commit to listening to Children and Young People, empowering them to speak up 
and amplifying their voices. This includes those from diverse backgrounds including 
our First Nations Children and Young People, those living with disability, those from 
culturally and linguistically diverse communities and those who identify as LGBTIQA+.
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1. Acceptance and Refusal of   
    Authorisations Policy

2. Administration of First Aid Policy

3. Administration of Medication Policy

4. Anaphylaxis Policy

5. Asthma Policy

6. Child Safe Environment Policy

7. Code of Conduct Policy

8. Complaints and Grievances Policy

9. Curriculum Development Policy

10. Dealing with Infectious Diseases  
      Policy

11. Delivery & Collection of Children

12. Determining the Responsible Person  
      Policy

13. Diabetes Policy

14. Emergency and Evacuation Policy

15. Environmental Sustainability Policy

16. Epilepsy Policy

17. Excursions and Service Events Policy  
      (OSHC)

18. Fee Policy

19. Food Safety Policy

20. Governance and Management of  
      Service Policy 

21. Healthy Living Policy

22. Hygiene Policy

23. Incident, Injury, Trauma and Illness    
      Policy

24. Inclusion and Equity Policy

25. Interactions with Children Policy

26. Medical Conditions in Children’s      
      Services Policy

27. Nutrition, Oral Health & Active Play  
      Policy

28. Participation of Students and   
      Volunteers Policy

29. Privacy and Confidentiality Policy

30. Relaxation and Sleep Policy

31. Safeguarding Children and Young  
      People Policy

32. Staffing Policy

33. Sun Protection Policy

34. Supervision of Children Policy

35. Water Safety Policy

Policies
YMCA Geelong Children’s Services Policies

YMCA Geelong regularly reviews all policies. When policies are due for review families 
and staff are advised and invited to contribute to the process. These policies are 
available at your service or on our website: www.geelong.ymca.org.au



Service 
Information

Before School Care 
6:45am - 8:45am

After School Care
3:15pm - 6:00pm

Vacation Care
School Holidays
(Service not provided onsite at SMMB)

32 High Street, Bannockburn
Telephone: 0477 677 149
Email: smmb.oshc@ymca.org.au

32 High Street, Bannockburn
Telephone: 0477 677 149
Email: smmb.oshc@ymca.org.au

Geelong & District YMCA Vacation Care
Located at YMCA Newtown Stadium
25 Riversdale Road, Newtown.

Telephone: (03) 5223 2714
Email: shp.geelong@ymca.org.au

St Mary MacKillop Primary School 
Outside School Hours Care (OSHC) 
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Program
Contacts
Outside School Hours Care 
Program Coordinator

Outside School Hours Care 
Director 

Phone: (03) 5223 2714
Mobile: 0477 677 149

smmb.oshc@ymca.org.au

19
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Pupil Free Days
Full Day services may be provided on Pupil Free Days at OSHC site schools only when 
a viable amount of bookings are confirmed by families via email at least one week 
before the date of the pupil free day. Services will operate 6:45am - 6:00pm. 

After School Care Services will be provided as normal for children, from non-base 
schools when a pupil free day is in operation. 

**It is important to note that families with permanent bookings that fall on a pupil 
free day who do not require service will be charged their applicable After School 
rate unless the required notice to YMCA is given.
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Feedback

Observations

Complaints, Grievances 
& Appeals

Confidentiality

Feedback from families, including children, in relation to program delivery and our 
organisation is valuable to management and all staff involved in the programs’ daily 
operations.

YMCA provides online feedback forms and encourages families using our services to 
complete these termly. Feedback gained through this is communicated with the OSHC 
management team and is considered in future planning and professional development. 

The Educators at the service use observations of children to inform their practice and 
programs. Observations enable the Educators to engage with the children, learn about 
their interests and consider these interests when planning the program offering.

We also use the observations to provide evidence of our services engagement with 
families. Families will received updates of their childs development and at the service 
through our software platform ‘Playground’.

In line with our Complaints Policy, any concerns regarding your child and/or the program 
should be discussed with the Lead Educator at the service. 
Any other concerns or any issues you feel are still unresolved after meeting with the 
Lead Educator should be referred to the YMCA by calling or emailing:  

Phone 03 5223 2714       Email smmb.oshc@ymca.org.au 

This policy is available at the service and online along with all our current policies. 

The YMCA collects sensitive information for enrolment records, with family consent. 
This information is stored on our data base, and in secured filing cabinets on site. 
The YMCA does not disclose this information without consent. Please refer to our 
‘Privacy and Confidentiality’ policy for further information. 

mailto:smmb.oshc%40ymca.org.au?subject=


Babysitting & Private 
Coching Services
The YMCA does not provide private services (eg babysitting). We take all reasonable 
steps to keep your children safe while they are the YMCA, and we take this responsibility 
very seriously. 

However, any private arrangement is outside of our control, and we cannot ensure 
the safety of your children if you choose to enter into private arrangement with our 
volunteers or employees. 

23
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Enrolments & 
Orientation
Families enrolling for the first time or who last enrolled over 12 months ago must 
complete the following forms; 

    • Register online for the My Family Lounge App here

    • Direct Debit Form (Before & After School Care) (Vacation Care is pre-paid)  

    • Asthma and Medical Management Plans (if applicable) 

    • Court Orders (if applicable) 

    • Medical diagnosis letters (if applicable)

These are available at our website www.geelong.ymca.org.au. 

Once completed, families will need to email all forms to the following email 
address: smmb.oshc@ymca.org.au  

Please Note

• The YMCA Geelong upholds a two-day processing policy for all new enrolments. 

• The processing period commences from the time all required documentation is 
received via email and is fully completed. 

• If documents are missing or incomplete, the two-day period cannot commence.

• The timeframe supports our National legislative requirements regarding enrolment 
documentation, we must ensure they are being met and understood by families prior to 
the first day of attendance occurring. 

• After submitting all forms, families will be contacted by the YMCA Geelong OSHC 
administrator who will offer an opportunity for the family to engage in an orientation visit 
to the OSHC service. Where a tour, an explanation of the leisure based program, the 
flexible routines will occur and an opportunity to ask further questions. 

A copy of this Family Handbook can be found at all OSHC services:

• YMCA St Mary Mackillop OSHC Office: 32 High Street, Bannockburn

• https://www.geelong.ymca.org.au/school-holiday-community-programs/ymca-st- 
  mary-mackillop-bannockburn-oshc

https://geelong.ymca.org.au/oshc
mailto:smmb.oshc%40ymca.org.au?subject=
https://www.geelong.ymca.org.au/school-holiday-community-programs/ymca-st-mary-mackillop-bannockburn-oshc
https://www.geelong.ymca.org.au/school-holiday-community-programs/ymca-st-mary-mackillop-bannockburn-oshc


How to Register
It’s now easier than ever to register for our OSHC Program. 
If you haven’t enrolled or booked our service before, 
follow the instructions below to get started!

Download the App from
the App Store or Google Play

STEP 1 Head online to our website 
at www.ymca.geelong.org.au.

STEP 2 Navigate to the 
‘Children’s Services’ section.

STEP 4 Scroll down to ‘Registrations’

STEP 3 Select YMCA St Mary Mackillop
Bannockburn OSHC

STEP 5 Register for the ‘My Family App’

STEP 6 Download and open the app
to book your first session!

If you have questions or need assistance 
with your bookings, get in touch with our 
OSHC Coordinator, Amiee Macheras.

E: smmb.oshc@ymca.org.au
PH: 0477 677 149 

25
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Priority 
Access
To comply with the Child Care Benefits, the YMCA must observe Commonwealth 
Government Priority of Access Guidelines.

These guidelines are referred to when a service has families on the waiting list.

Priority Levels

Level 1

A child at risk of abuse or neglect is regarded as a priority group for access to quality 
child care. These families in crisis should have the support and assistance from child 
care services to the maximum extent possible.

Level 2

A child of a single parent who satisfies, or of parents who both satisfy the work/training/
study test under Section 14 of the Family Assistance Act (via Centrelink).

Level 3

Any other child. When the demand for child care exceeds availability, it is imperative 
for services to allocate available places to those families with the greatest need for 
support. These places will be offered in accordance with the Commonwealth’s Priority 
of Access Guidelines. What this means, is that your child’s place is not guaranteed

If a child on the waiting list, who is considered by the service to be of greater need, 
requests care, parents may be required to relinquish their place to these families. It is 
with sensitivity and care that these guidelines are adhered to by the YMCA.
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Lawful Authority 
Parents
All parents have powers and responsibilities in relation to their children that can only be 
changed by a court order. The Education and Care Services National Regulations 2011 
refer to these powers and responsibilities as “lawful authority”. It is not affected by the 
relationship between the parents, such as whether or not they have lived together or are 
married. A court order, such as under the Family Law Act, may take away the authority  
of a parent to do something, or may give it to another person.

Guardians
A guardian of a child also has lawful authority. A legal guardian is given lawful authority 
by a court order. The definition of “guardian”, under the Education and Care Services 
Nation Law Act 2010, also covers situations where a child does not live with his or her 
parents and there are no court orders. In these cases, the guardian is the person the 
child lives with who has day-to-day care and control of the child.

Cancellation Policy
• All cancellations or booking alterations are required in writing (email), you can ring 
and let the team know but you are still required to email through the cancellation notice.

• All cancellations more than one week prior to the program commencement will not 
incur charges.

• Cancellation of a booking less than one week from the commencement of the program 
(ie: first day of program) will incur fee charges (no refund or credit will apply).

• Cancellations during the program will be charged a service fee however if families 
provide a medical certificate/s within 24hrs of the absence/cancellation for children with 
illnesses you will be refunded/credited for the absence.

28



Babysitting & Private 
Coching Services
The YMCA does not provide private services (eg babysitting). We take all reasonable 
steps to keep your children safe while they are the YMCA, and we take this responsibility 
very seriously. 

However, any private arrangement is outside of our control, and we cannot ensure 
the safety of your children if you choose to enter into private arrangement with our 
volunteers or employees. 

29



Orientation Visit

Children with
Medical Conditions

To ensure both child and family feel settled and supported within our YMCA service 
we encourage an orientation visit is completed prior to the child’s first paid day of 
attendance with any of our OSHC programs. 

This is where the child’s enrolment form will be reviewed by the service educator to 
ensure all required asthma, medical management plans, court orders and medical 
diagnosis letters have been provided. 

This visit also provides families an opportunity to ask any additional questions which 
may have arisen. 

To best support children with medical conditions, there is a plan which an educator will 
need to complete as part of the child’s enrolment. This must be done in consultation 
with the family, so you may receive a phone call, or it may be requested that you attend 
a meeting prior to any bookings being made. 

*A copy of the letter of diagnosis from the medical practitioner will also need to be 
provided at the orientation visit at the service. 
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Children with
Additional Needs

Children with 
Specific Care Needs

To best support children with additional needs, we require on enrolment a copy of the 
medical diagnosis (if applicable). Prior to bookings being made, OSHC educators will 
work with families on the orientation visit to develop an individual inclusion plan as part 
of the child’s enrolment. 

The purpose of the plan is to ensure the child’s needs and abilities are discussed and 
recorded, including agreed strategies for educators to implement to support the child’s 
needs. 

Respect for diversity is very important at the YMCA, and to ensure that these needs are 
met with the knowledge and respect they deserve, staff may contact families prior to 
bookings being made in order to discuss additional care needs which do not fall into 
the above categories, such as specific cultural practices, family beliefs or personal 
lifestyle choices. This may take place over the phone, or a meeting  may be requested. 

Please note 

• Educators at the programs legally cannot accept a child into their program until  
  the enrolment and orientation process documented above has been completed. 

• Parents are responsible for ensuring that all contact details and authorisations on  
  the enrolment form are kept current at ALL times. 



We offer two types of bookings for the OSHC service. 

Casual Bookings and Permanent Bookings. 

Fees will vary for each type of booking with price increase annually in July each year.

To book a place from 1st February 2021 each child needs to be enrolled in the service  
(this requires the parent or guardian to provide CRN, medical, immunisation records, 
emergency contacts, etc)

Once your child is enrolled you can make a permanent or casual booking.

Register for the My Family Lounge App here

Bookings

32
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How to Book
It’s now easier than ever to make a booking for our OSHC Program. 
If you used our service before, make sure you complete and submit 
your enrolment online first. 

Already enrolled? Follow the steps below to get started!

Download the App from
the App Store or Google Play

STEP 1 Download and log into the ‘My Family Lounge app

STEP 2 Click Add Permanent/
Casual Booking

If you have questions or need assistance 
with your bookings, get in touch with our 
OSHC Coordinator, Amiee Macheras.

E: smmb.oshc@ymca.org.au
PH: 0477 677 149 

STEP 3
Select service type (Before/A�er School Care). 
Select service (YMCA St Mary Mackilliop Bannockburn). 
Select preferred days.

STEP 4 Select Save Changes. To book additional children, repeat Step 3. 

STEP 5
Check your email for confirmation of placement and 
ACCEPT the booking (this can take up to 24hrs).

You need to accept the booking to confirm it.

Once bookings are confirmed your OSHC bookings 
will appear purple on your calendar.
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Permanent 
(BSC & ASC Only)
A permanent booking is defined as a child booked to attend the service on the 
same day/s each week or fortnight. 

We follow the Victorian School Holidays and Term Dates if your child’s school finishes 
early an Absent, Cancellation of Permanent Bookings form will need to be submitted at 
least 5 days before the required change. 

Please refer to the Cancellation section of this handbook for information relating to 
changing or cancelling permanent bookings. 

Permanent bookings require payment via direct debit. Please refer to the direct debit 
schedule in this booklet under the direct debit heading below. 
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Casual
(BSC & ASC Attendance Only)

Vacation Care
Program

Casual bookings are days that do not fall into a regular weekly pattern. 

These bookings can be made via services at least 24hours before the required session. 
Last minute bookings will be dependent on available spaces. Casual bookings require 
payment via direct debit only. Please refer to the direct debit schedule underneath the 
direct debit heading below. 

Bookings for our Vacation Programs open three weeks prior to the commencement 
of the programs. 

The opening date for each program is advertised on our website, www.geelong.ymca.
org.au. You can also contact us via email at shp.geelong@ymca.org.au. 

At this time School Holiday Programs will be based at YMCA Geelong Newtown Stadium.  

Bookings can be made at any time after the opening date, however places for 
these programs fill quickly and it is recommended that family’s book early to avoid 
disappointment. 



If there is a change to care arrangements made during the school day, it is the 
family’s responsibility to contact both the school General Office on 5281 8500 and 
the YMCA OSHC Coordinator on 0477 677 149 prior to 1:00pm to notify them of 
the change.

In the event that a child/ren presents to After School Care and they are not on the 
attendance list, staff will refer the child to the school office. School staff will contact 
parents and obtain information as to where the child/ren should be. At this point the duty 
of care remains in the hands of the school.  

In the event that a child/ren presents to Before School Care and they are not on the 
attendance list, the Before School Care Lead Educator will check to see if the child is 
currently enrolled into the program and if there is space available for the child to attend. 

If so, the parent/guardian will be asked to stay until the child is booked and signed into 
the service.

If the child is enrolled or there is no space available the parent/guardian will be required 
to take the child and find alternative care. 

Changes to Booking 
Arrangements

36



This is to allow for any necessary modifications that may be needed to consumable 
orders and staff requirements. The Leave of Absence Form can also be used for 
occasions where child illness prevents attendance and a medical certificate is supplied 
within five (5) days of the absence/s. 

To change or cancel a permanent booking a Change or Cancellation of Permanent 
Bookings Form will need to be submitted at least five (5) days before the required 
change. Once submitted, forms will be processed, and families notified of the outcome. 

Casual bookings can be removed without charge up to two (2) business days before 
the absence. 

A Leave of Absence Form is not required except in the case of child illness where this 
form can be submitted up to one week after the absence/s and must include a medical 
certificate.

37



If you have a current booking during lockdown periods, there is no action required, 
your child is permitted to attend the service. 

If you choose to keep your child home during this lockdown period, please contact us 
on  0477 677 149 or email smmb.oshc@geelong.ymca.org.au immediately to notify of 
your absence.

Casual Bookings that have notified us that they will not be attending the service will be 
marked as absent for the days booked unless they have provided 48 hours notice and 
therefore will not be charged.

If requesting to cancel a permanent (5 days notice) or casual booking (48 hrs notice) 
please remember that when lockdown is lifted no future bookings will be in the system, 
you will need to re-booked on the My Family Lounge App and as per normal practice 
this will take up to 48hrs to approve.

Covid Lockdowns

38
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Frequently Asked
Questions

Q: Why am I paying for the sessions I do not attend?

A: The service is operational therefore permanent bookings apply. If you no longer 
require the booking  you can cancel the booking on My Family Lounge. 

We recommend using a desktop/laptop as the mobile app doesn’t work very well. 

This will cancel all future bookings and you will need to re-apply if you need the service 
in the future. If you choose to cancel your current days you will not be guaranteed, as 
families on the waitlist will be offered the position.

Q: Will you be operating the service every day during a lockdown?

A: Yes, we will operate our Before School Care on – Tuesday, Thursday and Friday 
mornings as per usual and our After School Care Monday to Friday.

Q: Do I need to notify you if my child is not attending a session?

A: Yes, you need to advise the Educators if your child is not attending the session, 
otherwise staff spend time contacting the school and parents looking for the child that 
is meant to be attending. 

Simply call 0477 677 149 or email smmb.oshc@geelong.ymca.org.au to notify us.
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On Your Child’s First Day
Children may experience some anxiety about going to a new place for the first 
time.

It is important that both parents and staff work together to build the relationship required 
for successful adjustment. Before the commencement of the Before and After Care 
service, the YMCA welcomes you to come and visit the service to tour the facilities.

If you arrive at the program and it is your child’s first visit, please inform a staff member 
so that someone can show your child/ren where their bag areas are, the toilets, and 
introduce them to the service, the activities and children in their group.

Please telephone the staff at any time if you are concerned. The staff will also call you 
if your child does not settle within a reasonable amount of time, and we will appreciate 
your assistance in working through this.
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Children Sent Home
Children will be sent home in instances of:
• Illness
• Repeated inappropriate behavior
• Injury preventing participation in activities

Refunds and time in lieu are not available when children are sent home by staff during 
the course of the program due to illness, injury or behavior. If you believe your child may 
become ill during the day your child should see a doctor or remain at home.
Please note that this policy applies also to children who have had an accident while in 
care or have been asked to leave the program for inappropriate behavior.
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Signing In & Out

Custody Information

Please note that only individuals identified on a child’s enrolment form are 
authorised to sign them in or out of a service. 

Written permission must be given for children to be collected by anyone not already 
identified on the enrolment form. ID may need to be shown upon pick up. 

**Under no circumstances will any staff member allow a child to be removed from the 
service by an unauthorised person.** 

Please Remember

• Only the person who enrolled the child can make changes to the enrolment form  
  and it is solely the responsibility of the parent/guardian to ensure the enrolment  
  authorisations are kept up to date at all times. 

• Aggressive behaviour or interactions towards educators regarding releasing a child  
  to a friend/relative who is not listed on the authorisations will not be tolerated and will  
  result in cancellation of future bookings. 

Before School Care: Children must be signed in on arrival of the program.  

After School Care: Children must be signed out by an authorised person upon pick up. 

Vacation Care Program: Children must be signed in and out of our Vacation Care 
programs by an authorised person. 

Please refer to our ‘Delivery and Collection of Children’ and ‘Acceptance and Refusal of 
Authorisations’ policies for further information. 

If there is any custody information that the staff need to be aware of, please notify 
accordingly, and provide copies of all legal documents to staff in accordance with our 
regulation requirements. 

We appreciate any information you can provide in caring for your children and will 
maintain complete confidentiality. 

Please note that educators cannot legally refuse the release of a child into the care of a 
parent without a provided copy of current court order.
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The YMCA Geelong are committed to providing engaging programs which support 
each children’s needs and interests. 

Our programs align with the ‘My Time, Our Place’ Framework for School Age Care in 
Australia and through this target five developmental outcomes; identity, community, 
wellbeing, learning and communication.
Our services utilise both indoor and outdoor spaces and use a combination of flexible 
and structured components in the delivery of their service. We pride ourselves on 
providing programs that are enjoyable and beneficial for all involved.
Each OSHC service provides a unique experience, with their own philosophy and 
pedagogy reflective of their staff, children, families, environment and community. 

The services’ current program and philosophy are on display at each site and we 
encourage family contribution and feedback at all times. 

Programming

Staffing
Educator to child ratios must be met whenever children are being educated and cared 
for by the service (section 169). To be counted in the educator to child ratios, educators 
must be working directly with children (regulation 122).

The educator to child ratio for children over preschool age is 1 educator to 15 children 
(regulation 355). 



YMCA Behaviour Guidance
In order for the program to run smoothly and safely, we expect that all families and 
children will act in a safe and sensible manner whilst participating in activities and 
excursions. 

If educators experience any concerns with a child’s behaviour being a potential risk 
to themselves, other children or educators. Then parents/ guardians will be notified for 
either further discussion or may simply be required to collect their child early. 

Having supportive relationships with the educators supports children to develop 
confidence in their ability to express themselves, work through differences, learn new 
things and take calculated risks. 

Please inform staff at the time of enrolment or orientation if your child requires any 
assistance with settling or behaviour guidance. If so, educators will ensure a behaviour 
plan is completed documenting all agreed strategies consistent with the child’s school 
and home environment. 

This ensures the child is set up to  have a successful and positive experience at the 
program inclusive of their individual needs. 

Please refer to our ‘Interactions with Children Policy’ for further information. 
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What to Bring
Children will need to bring the following items when attending our services; 

• An appropriate Sunhat (Sun Smart recommends broad-brimmed, legionnaire or  
  bucket-style hats) for outdoor activities. 

• Hats must be worn from September 1st to April 30th. Children without hats will be  
  encouraged to access shaded or undercover areas. 

• Personal sunscreen if allergies exist 

• A refillable drink bottle 

• Vacation Care Program Only – Morning tea, lunch and afternoon tea 

Clothing should be; 

• Suitable for weather conditions (warm coat, rain coat, long sleeves etc.) 

• Comfortable and allow for easy participation in activities 

All belongings should be labelled

Please note that valuables, including mobile phones, and money must be left at home. 
YMCA Geelong will not accept any responsibility for lost, damaged or stolen valuable 
personal possessions brought to the program. 
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Sunscreen

Lost Property

Sunscreen will be supplied by the program and applied in accordance with the 
manufacturer’s directions (apply at least 20 minutes before going outdoors and reapply 
every two hours or more frequently if sweating or swimming). 

• Children are encouraged to apply their own sunscreen, educators supervising and  
  ready to assist if requested or required 

• Sunscreen is stored in a cool place, out of the sun and the expiry date is monitored. 

• Please provide own Personal Sunscreen clearly labelled, if allergies exist 

• Please refer to our ‘Sun Protection’ Policy for further information.

Families are requested to take home children’s property and artwork at the end of each 
day. We also encourage families to label any items brought from home with the potential 
to be misplaced (hats, jackets, lunchboxes etc). 

Lost property will be displayed at each service and it is encouraged each family 
regularly stops to browse through the items. Any items that remain unclaimed at the 
end of each term will be used by the service or donated to a local charity. 
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Food & Meals
The following food is provided by YMCA Geelong. 

Before School Care 

• Breakfast (cereals and/or toast) 

• Water 

All snacks are planned and prepared to meet the nutritional recommendation for 
children as per Nutrition Australia guidelines. 

• If a special diet is required or an allergy develops after enrolment, please remember  
  it is the parent/guardian responsibility to advise the educators and update the     
  enrolment form. 

• Please provide your children with morning and afternoon tea and lunch each day  
  during the Vacation Care program. 

• Occasionally, the services will have cooking activities. When this is planned, it will  
  appear in the program, which is on display at the service. 

Please refer to our ‘Nutrition, Food and Beverages,
Dietary Requirements’ Policy for further information.

After School Care 

• Fruit & Veggie Platter 

• Healthy Snack 

• Water 

48



49

Late Collection 
of Child-Fees

When children are collected after closing time, the account holder will incur a late 
fee. The fee is charged at $1.00 per minute. CCSS cannot be claimed against this 
amount. 

The YMCA Coordinator will aim to make contact with the Parents/Guardians 6.15pm to 
seek direction however, if no emergency contacts can be reached on hour after close 
of service, the Police and Child Protection will be called and arrangements made for 
the care of the children.

Child Care Subsidy Scheme does not apply to late fees. 

This is an extra charge that will be added to your total amount owing at the conclusion 
of the program and is to pay for the time of the staff who have needed to remain late to 
care for children.

Parents/guardians must call the service to notify staff that they will be late.

Outside School 
Hours Care Fees-2022
Please note

Prices are BEFORE any Child Care Subsidies are applied.

Program Permanent Booking Casual Booking

Before School Care $22.56 $25.66

After School Care $26.78 $29.88

Direct Debit Rejection Fee- 
charged by Debit Success  for rejected 
debits - expired card/ insufficent funds $19.95 $19.95

Late Pick Up Fee $1.00per minute $1.00per minute

Extended After School 
Care - last day of term $54.18

Pupil Free Days $74.00

$51.85

$77.00
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Direct Debit
The accepted payment method for all Outside School Hours Care programs is 
Direct Debit only. 

Accounts are debited on Thursdays on a fortnightly basis. The amount debited will 
include bookings for the previous and current week, including the Friday after the Direct 
Debit is processed. We will debit the amount shown as your outstanding balance in 
your OSHC account. In the case of a public holiday, the direct debit will occur on the 
following business day. 

Electronic statements will be sent to account holder’s email on the Monday before each 
direct debit. There is no fee for this service. Please note that the statement you receive 
is subject to change due to bookings made after the statement has been received or 
potential Centrelink adjustments. 

Any additional bookings made for Thursday or Friday of the Direct Debit week after it 
has been processed will be included in the following fortnight’s payment. 

All vacation bookings are required to be processed via the direct debit agreement. The 
following fees will be incurred to process direct debit payments:

Set Up Fee $
Admin Fee charged by Debit Success $2.00
Transaction Fee (ongoing) $1.20
Bank Deposits, Credit Cards $1.20
Visa and MasterCard 1.36%



Your Direct Debit 
Obligations

Statement Dates 2022
*In the event that a public holiday is on a Monday,

statements will be sent the following day.

Direct Debit Dates 2022

It is your responsibility to ensure that sufficient funds are available in your account and 
that you have provided us with correct bank or credit card details. It is your responsibility 
to let us know if any of these details change. 

If the direct debit is declined for any reason you need to be aware of the following; 

• You will be charged a $19.95 rejection fee by  Debit Success for each 
occurrence of insufficient funds,  cancelled cards, expired cards etc. this will 
occur in the next direct debit. Please ensure that you have sufficient funds to 
cover the the rejection fee and service payments.

• You will be notified by our Co-ordinator if you have a rejected payment and it 
will appear on next Statement.

• The YMCA  will remove future bookings if full payment in the following a direct 
debit payment. These bookings will only be reinstated once payment is received.

• The YMCA may refer your account to a debt recovery service if payment is not 
made within 14 days.

JAN FEB MAR APR MAY JUN JUL AUG SEPT OCT NOV DEC

31 14 28 14 28 11 26 9 23 6 20 4 18 1 15 29 12 26 3 17 24 7 21 5 19

JAN FEB MAR APR MAY JUN JUL AUG SEPT OCT NOV DEC

NA 2 16 2 16 30 13 27 11 25 8 22 6 20 3 17 31 14 28 5 19 9 23 7 21
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Childcare Subsidy enables families to receive a discount directly off the daily service 
fee.

The amount of subsidy that families will receive will be based on three things: 

• Their combined family income

• The level of ‘approved’ activity they undertake

• The type of childcare service they use.

If your child attends the service on a: 

• Casual capacity you will need to tick and confirm “Casual” on your myGov.

• Permanent capacity you will need to tick and confirm “Routine” and “Casual” on
your myGov.

As YMCA services are approved for CCS, please ensure you provide us with your 
CRN number and the date of birth of both your child/ren and the parent/guardian who 
receives CCS. 

Families will receive their Child Care Subsidy (CCS) off the fee once they approve 
their booking through their myGov account. It is important that families approve their 
attendances, as you will not receive or be backdated any CCS for any days that are 
attended before this approval occurs. Please note that you will need to confirm your 
enrolment in your myGov account if you have not attended one of our programs in the 
last 8 weeks, as Centrelink will cease the enrolment due to inactivity. CCS will not be 
applied if you begin or end your bookings with an absence. 

Department of Human Services sends our service updated listings via internet 
connection every day; however, the contract remains between the DHS and individual 
families. It is therefore your responsibility to notify the DHS of any changes to your 
income.

Child Care Subsidy



Child Care Subsidy
Record of Absences
Allowable and Approved Absences 

In accordance with the Department of Education, Employment and Workplace Relations 
guidelines, payment of Child Care Subsidy will be paid for a child’s absence from care 
for up to 42 days per financial year.  In 2022-2023 and additional 10 days has applied  
to 52 allowable absences.

If a child is absent on the day where Child Care Subsidy is claimed the parent is 
required to nominate the reason for their absence to the OSHC service. Once the child 
has reached 52 allowable absence days, CCS is not paid for any further absences 
unless the absences are taken for an approved absence day reason. 

CCS can only be paid for an allowable or an approved absence day if the child would 
normally have been in care on that day. 

The hours of CCS paid for an allowable or approved absence day are the usual number 
of hours a child’s family would have been eligible for on that day. 

For any further details or clarification on the above please see your Department of 
Human Services.                                                                                                   

Fees For Absences                                                      
Please note that families will be charged fees for absences from the service when 
a booking has been made.I In the event of a mandatory shut down of the service as 
directed by the Government, the service may charge fees for absences, Ie: no gap 
fee (CCS amount only)  or the full fees, this is the discretion of the management in 
order to sustain the service.
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Medical & Emergency 
Management
Medical Conditions 

To ensure quality care for all children, we insist families communicate all medical 
conditions information applicable to their child. Providing all relevant and required 
details to ensure educators are informed and know how to cater to the child’s medical 
condition at all times. 

A copy of the child’s medical management plan signed by the doctor must be provided 
with their enrolment form. In addition, a Risk Minimisation Plan, which includes a 
Communication Plan, will be developed by educators in consultation with families prior 
to booking. 

Please refer to our ‘Medical Conditions in Children’s Services’, ‘Anaphylaxis’, ‘Asthma’, 
‘Diabetes’ and ‘Epilepsy’ Policies for further information. 

Incident, Illness, Injury & Trauma 

• All incidents, injuries, illnesses or traumas and the treatment given for these will be  
  recorded on our Incident, Injury, Trauma and Illness Record. Authorised contacts of  
  children may be notified by phone and will be asked to sign the form when collecting  
  the child. 

• In the case of an emergency, an ambulance will be called, and you will be contacted  
  immediately. 

• Parents are requested to ensure that all contact numbers and contact details on  
  the enrolment form are correct and up to date at all times. If either parent cannot be  
  contacted, emergency contacts will be called. 

• The cost of the ambulance or any medical expenses will be covered by the child’s  
  family. 

• Please refer to our ‘Administration of First Aid’ and ‘Incident, Injury, Trauma and  
  Illness’ Policies for further information.
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 Medication

• Families are required to sign in all children’s medication. 

• Full details, including dosages, times, child’s name, doctor’s name and expiration  
  date must be provided and staff will co-sign once medication has been     
  administered. 

• Medication must be in its original container, bearing the original label with the name  
  of the child to whom the medication is to be administered, and be within its expiry  
  date. 

• All medicines will be kept in a secure location, out of reach of children. 

• Medication is not to be kept in school bags. 

• The medication register can be found when signing children in/out. 

• Please ask one of our staff for assistance. 

• Please refer to our ‘Administration of Medication Policy’ for further information.

Emergency & Evcauation 

• Individual Emergency Management Plans are in place at each OSHC service

• Evacuations will be rehearsed each term with the children at the service. 

• Please refer to our ‘Emergency & Evacuation Policy’ for further information.
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Medication & 
Management Plans
All children with Asthma or Anaphylaxis must provide their own Auto-Adrenaline
Device or Ventolin inhaler.
As an extra safeguard, YMCA provide our own Ventolin inhaler and spacer at every 
program. However, this is utilised for emergencies only.

     • Asthma and Anaphylaxis plans must be given to the Coordinator, be in colour, 
       signed by a doctor and be updated every 12 months.
     • If a child is diagnosed as being at risk of anaphylaxis, has asthma or allergy, a 
       medical/health condition, or requires ongoing medication for other purposes (ie. 
       Ritalin for ADHD), parents must provide the appropriate information and additional 
       forms when completing the service Registration Form.

Forms are available from the centres, and also the YMCA Geelong website. Parents 
with a child requiring medication whilst attending the service  must provide:

     • Medication Authorisation form
     • Clearly stating the name of the medication
     • The dosage
     • The time/date it was last administered
     • Time/date which it is required to be administered whilst in the care of YMCA staff
     • The dosage to be administered

If the form is not filled in correctly, medications will not be administered.

     • Individual authorisation forms must be signed and dated for EACH day the child is 
        in attendance at YMCA SMMB OSHC.
     • Medication must be presented in its original packaging that clearly shows the     
        pharmacy issued sticker stating the child name and prescribed dosage.
     • Medication will be stored away from the children in a secure location.

Please Note:
     • Medication will not be administered if it has passed the expiry date.
     • Parents/guardians need to be aware that non-prescription medication such as 
        Panadol cannot be administered to children whilst in the care of the YMCA staff, 
        unless submitted to staff with an accompanying medical authorisation form.
     • We cannot accept medications that have passed their expiry dates and not in
        original packaging.
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Asthma & Anaphylaxis

If your child has asthma or has been diagnosed as being at risk of anaphylaxis, an 
Asthma or Anaphylaxis Action Plan MUST be provided, signed by a Medical Practitioner 
and containing a colour photo of the child. Each Action Plan must contain information as 
to the medication that is to be administered (e.g. Ventolin, Epipen, etc). 

In addition to this, a Risk Minimization form must also be completed.
All medication must be handed to a staff member after being signed in - this includes 
inhalers and all other medication.

Please see our Medication and Medical Condition Policy for further information
available at the centre and online.
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Missing or Unaccounted Children
at Before/After School Care
YMCA  seeks to ensure the safety and wellbeing of all children being cared for in 
our programs and services. 

We aim to achieve this by ensuring clear communication and cooperation between 
the service, parents and school. In the circumstance where a participant appears to 
be missing or cannot be accounted for, or the child has left the facility, the following 
procedure outlines clear steps to be taken to ensure that the participant is located as 
soon as possible.

Should a child not be present and/or waiting in the designated collection area 
when expected, the Educator’s will:

Conduct a head count and roll call immediately.

Ask the other children of their knowledge of where the child might be.

Ensure all other children are supervised.

Approach the school office and ask for information regarding the child’s attendance at 
school that day.

If the child was absent, call the parents/guardians to confirm this and remind them of 
the need to notify the service if their child is absent.

If the child had attended the school day check with the class room teacher if they are 
aware of the parent or anyone else collecting the child and request they assist in the 
search of the school grounds.
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If the child attended school and is expected to attend the service, then Educators 
will:

Ask the other children of their knowledge of where the child might be.

Call the parents/guardians immediately to see if they have been collected from school 
or another arrangement has been made. If no answer, leave a voice mail informing of 
the situation and ask for a call back as soon as possible.

If no answer, call authorised contacts on the child’s enrolment to see if they have any 
further information. 

Inform the school office that the child is missing.

Ask the office to put an announcement over the PA requesting the child to go to the 
office.

Ask them to find out if the teacher is aware of the parent/guardian or anyone else 
collecting the child and to assist in the search of the school area.

Ensure all other children are supervised during this time.

If the child cannot be found contact the parents/guardians again as soon as possible. 
They may be able to offer suggestions to where the search should be directed.

If the parent/guardian are not available, Educators will continue to call until contact is 
made. If contact cannot be made, then authorised contacts will be called to seek further 
details.
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Medical & Emergency 
Management
If the child remains missing, Educators will:

After 15 minutes of searching from initial report of missing child call 000 to notify the 
police; at any stage if you believe a participant is in immediate danger; call 000 straight 
away.

Contact the Centre Manager and Area Manager to inform them of the situation.

Wait for the police to arrive and follow their instructions/guidance.

Take the other children back to the service.

Continue to contact parent/guardian keeping them informed.

Continue to keep in contact with the school. 

Following the incident;

Document the incident via YMCA’s Incident Report Form, including witness statements 
and other relevant information.

Report incident through ACECQA NQA IT System within 24 hours of the occurrence.
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Child absconds from service:

If a child absconds from a service, Educators will:

An Educator should follow the child at a safe distance and attempt to persuade the 
child to return to the program if the ratios permit. Attempt to keep the child as calm and 
as safe as possible.

The Educator should have a mobile phone with them and keep in contact with the 
service.

The Responsible Person will allocate further Educators to help with retrieving the child 
to bring back to the service, if ratios permit.

The child’s parent/guardian should be contacted to inform them of the situation. If the 
parent/guardian cannot be contacted, then the police should be called immediately. 
Educators should give the police concise information regarding the location and 
circumstances surrounding the absconded child.

Wait for the police to arrive and follow their instructions/guidance.

Contact the Centre Manager and Area Manager to inform them of the situation.

Continue to contact parent/guardian keeping them informed.

Ensure the remaining children are safe and kept calm.
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Following the Incident 
Document the incident via YMCA’s Incident Report Form, including witness 
statements and other relevant information. 

Report incident through ACECQA NQA IT System within 24 hours of the occurrence.

Log the incident on INCIDENT REPORT SYSTEM

If a child is continually leaving the service, this behaviour may result in suspension 
from the service for a period of time in consultation with the family as per the Children’s 
Programs Behaviour Guidance Procedure.

Infectious Disease
Exclusion
If the case that any infectious diseases occur at the service, affected child/ren may 
be excluded for the communicable period of the disease, or until they have satisfied 
conditions to return to the service.

This exclusion is necessary for the protection of all children and to reduce the risk of 
further infection. If a parent reports that their child has contracted a contagious disease 
the program will put up a notice to advise parents. 

Please refer to the latest edition of ‘Staying Healthy: Preventing infectious diseases in 
early childhood education and care services’ published by the Australian Government: 
National Health and Medical Research Council for information on exclusion periods. 
This document is available from www.nhmrc.gov.au. 

You can also refer to our ‘Dealing with Infectious Diseases Policy’ for further 
information.
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Information 
Sharing Schemes 
In 2021 the Victorian Government introduced two Information Sharing Schemes that 
created requirements to organisations such as schools, health professionals, Education 
and Care professional in long-day care, kindergartens, before and after school hours 
care services (OSHC) and vacation care services associated with an OSHC service to 
allow the sharing of child information to support child wellbeing and safety and assess 
and manage risks of family violence to children and adults;

Child Information Sharing Scheme (CISS)

The Child Information Sharing Scheme allows authorised organisations to share 
information to support child wellbeing or safety. Many organisations already work 
together to do this. 

The Scheme has expanded legal permissions for professionals to share and request 
information from other professionals.

Family Violence Information Sharing Scheme (FVISS)

FVISS enables authorised organisations and services to share information to facilitate 
assessment and management of family violence risk to children and adults.
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Who can share information? 
If the scheme’s threshold is met, prescribed information sharing organisations 
can request and disclose confidential information about any person with each 
other.

Both information sharing schemes recognise that a child’s safety takes precedence 
over any individual’s privacy. Under the FVISS, both adult and child victim survivors’ 
safety takes precedence over a perpetrator’s privacy. As a result, consent is not 
required under either scheme to share information to keep a child safe.

What can be shared?
Threshold Part 1: Promoting child wellbeing or safety

An information sharing organisation can request or disclose information about any 
person for the purpose of promoting the wellbeing or safety of a child or group of 
children.
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Threshold Part 2: Sharing to assist another information sharing entity

The disclosing information sharing entity must reasonably believe that sharing the 
information may assist the receiving information sharing entity to carry out one or more 
of the following activities:

   i. Making a decision, an assessment or a plan relating to a child or group of children

   ii. Initiating or conducting an investigation relating to a child or group of children

   iii. Providing a service relating to a child or group of children

   iv. Managing any risk to a child or group of children.

Threshold Part 3: Excluded information

The information being disclosed or requested is not known to be ‘excluded 
information’ under Part 6A of the Child Wellbeing and Safety Act 2005 (and is not 
restricted from sharing by another law)

The YMCA has developed and Information Sharing and Family Violence Policy  which 
outlines our obligations and procedures that we as an information sharing entity  must 
comply to for our OSHC services.

To find out more about the Policy visit https://www.geelong.ymca.org.au/policies
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Keeping Safe Online

If you see something, hear something or feel 
something that worries or concerns you online – tell 

an adult you can trust!

You can also report your worries and concerns 
online to the e-Safety Commissioner.

Tell Someone

Here are some top tips to staying safe when spending time online:

Make sure your 
password is hard to 
guess– and that you 
log out of any shared 

devices– like the 
computers at school 

or in the library.

Keep your
devices secure

Watch out
for scams

Don’t click on links 
that ask you for 
your personal 
information.

Even though we have to 
spend lots of time online 

doing homework and 
speaking with friends, 

make sure you log o� and 
spend some time doing 

o�line activities like
exercise, painting, baking 
or something else which

is fun!

Log off

The best thing to be in the 
world, is to be kind. 

Remember when you are 
commenting on people’s 

profiles or pictures, be kind 
and think of how you 
would feel if someone

wrote it to you.

Be kind

The online world can be a scary place- even for people who have used the internet for a very long time. Safety and 
parental controls are not used to stop you from having fun on the internet, they are there to help protect you from people 

who are pretending to be someone else or who might want to harm you.  If the controls are stopping you from visiting a 
site that you love, have a chat with whoever applied them to find out why. Sometimes the site has viruses or gets hacked 

a lot. (And sometimes the site has been blocked by accident and they might be happy to let you access it.)

Remember: safety and parental controls are not the worst!

Think before you post

Once you post something,
you can’t take it back
(especially if someone 

screenshots it).

Only share things that you 
wouldn’t mind everyone seeing 
including your teacher, parents, 

kids at school,
or your future boss.

Make sure only that people you trust are the 
only ones who can see information about you.

Top tip: people can find out information about 
you just from looking at your photos- for 

example they can find out what school you go 
to by looking at your uniform.

Check your privacy settings

Don’t share your personal 
information like your birthday, 

address or phone numbers on your 
social media sites or with people 

you don’t know. 

And never share your password!

Sometimes it’s
okay not to share

Think about
who you’re
talking to

Sometimes people 
online are

not who they say 
they are.

Your body is yours!
Remember that sharing naked or sexual images

of anyone under 18 is illegal. 

If someone asks for a naked image of you, it’s best to say 
no and consider blocking them so they can’t keep asking. 

Top tip: put a sticker or a band aid over your webcam 
when you are not using it. This makes sure that no one 

can see where you are or what you are doing if
they hack in and use it.
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Keeping Safe Online

If you see something, hear something or feel 
something that worries or concerns you online – tell 

an adult you can trust!

You can also report your worries and concerns 
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Even though we have to 
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make sure you log o� and 
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and think of how you 
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The online world can be a scary place- even for people who have used the internet for a very long time. Safety and 
parental controls are not used to stop you from having fun on the internet, they are there to help protect you from people 

who are pretending to be someone else or who might want to harm you.  If the controls are stopping you from visiting a 
site that you love, have a chat with whoever applied them to find out why. Sometimes the site has viruses or gets hacked 

a lot. (And sometimes the site has been blocked by accident and they might be happy to let you access it.)

Remember: safety and parental controls are not the worst!

Think before you post
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you can’t take it back
(especially if someone 

screenshots it).

Only share things that you 
wouldn’t mind everyone seeing 
including your teacher, parents, 

kids at school,
or your future boss.

Make sure only that people you trust are the 
only ones who can see information about you.

Top tip: people can find out information about 
you just from looking at your photos- for 

example they can find out what school you go 
to by looking at your uniform.

Check your privacy settings

Don’t share your personal 
information like your birthday, 

address or phone numbers on your 
social media sites or with people 

you don’t know. 

And never share your password!

Sometimes it’s
okay not to share

Think about
who you’re
talking to

Sometimes people 
online are

not who they say 
they are.

Your body is yours!
Remember that sharing naked or sexual images

of anyone under 18 is illegal. 

If someone asks for a naked image of you, it’s best to say 
no and consider blocking them so they can’t keep asking. 

Top tip: put a sticker or a band aid over your webcam 
when you are not using it. This makes sure that no one 

can see where you are or what you are doing if
they hack in and use it.
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Follow us on Facebook
YMCA St Mary Mackillop Bannockburn Outside School Hours Care

www.geelong.ymca.org.au

smmb.oshc@ymca.org.au

0477 677 149

We believe in the power of
inspired young people

https://www.facebook.com/YMCAStMaryMackillopBannockburnOSHC/
https://www.geelong.ymca.org.au
mailto:smmb.oshc%40ymca.org.au%20?subject=

