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Detail 

Establishing an OSHC service 
The school governing council is responsible for establishing an OSHC service on a department school site. 
The establishment process must include the following steps: 

�x  

https://www.education.sa.gov.au/working-us/out-school-hours-care-oshc/establishing-or-closing-oshc-service/establishing-oshc-service
https://www.education.sa.gov.au/docs/early-years/oshc/oshc-sample-needs-survey.docx
https://www.education.sa.gov.au/docs/early-years/oshc/oshc-sample-needs-survey.docx
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from their education director. 

Determine who will be the approved provider of the service 
The approved provider is legally responsible for managing and operating the OSHC service and for complying 
with the requirements of the:  

�x NQF for early childhood education and care 

�x Education and Early Childhood Services (Registration and Standards) Act 2011 (SA) 

�x Schedule 1 Education and Care Services National Law (South Australia) 

�x National Law  

�x National Regulations 

�x Children and Young People (Safety) Act 2017 (SA) 

�x Child Safety (Prohibited Persons) Act 2016 (SA) 

�x relevant department policies and requirements. 

�x Family Assistance Law  

�x guidelines of Australian Government Department of Education 

�x the Fair Work Act 2009 (Cth)  

�x guidelines of the Fair Work Commission. 

The school governing council has 2 choices to deliver an OSHC service. The school governing council either: 

�x is the approved provider 

�x engages a third-party provider to be the approved provider. 

If it’s decided the school governing council will be the approved provider, they must follow the processes 
outlined in school governing council as the approved provider of OSHC. 

If it’s decided the school governing council will engage a third party provider, they must follow the processes 
outlined in information for sites about third-party OSHC providers. 

The third party provider must be a member of the department’s panel of approved OSHC providers. 

Identify suitable facilities 
The school governing council is responsible for identifying the most suitable facility from which the OSHC 
service will operate and which ensures compliance with the National Law. 

The school governing council must consider the suitability of the location including:  

�x design and use for both the indoor and outdoor environment 

�x office, storage space, toilets, kitchen and food preparation areas (noting the physical environment 
contributes to the quality of the service). 

�x flexible activity spaces which can be rearranged as needed and can accommodate a variety of 

https://www.acecqa.gov.au/nqf/about
https://www.legislation.sa.gov.au/lz?path=%2FC%2FA%2FEDUCATION%20AND%20EARLY%20CHILDHOOD%20SERVICES%20(REGISTRATION%20AND%20STANDARDS)%20ACT%202011
https://www.acecqa.gov.au/nqf/national-law-regulations/national-law
https://www.acecqa.gov.au/nqf/national-law-regulations/national-regulations
https://www.legislation.sa.gov.au/LZ/C/A/CHILDREN%20AND%20YOUNG%20PEOPLE%20(SAFETY)%20ACT%202017.aspx
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activities: indoor games, art, science, cooking etc are best. Operating with the gym as the main 
gathering space/home space is not a suitable environment for children (but makes a great additional 
physical activity space). 

The school governing council should consider the impact of other programs operating at the school and any 
potential impact on the operation of the OSHC service (for example facilities being hired to other community 
groups that may impact access to facilities). The establishing a centre-based education and care service: a 
facilities guide provides a guide for considerations to make sure the school can comply with the facility 
requirements under the National Law. 

The department’s guidelines indicate that OSHC services should be delivered within the school’s existing 
space. 

Should modifications to a space be required to deliver the OSHC program, the principal should consult with 
the department’s Asset and Facility Services through lodging a project commencement form (PDF 198KB) 

Refer to the asset replacement or refurbishment procedure (PDF 598KB) or contact Asset and Facilities 
Services on 1800 810 076. 

Hire fees and charges 
Hire fees must not be charged when facilities are used by a school governing body or community (not-for-
profit) organisation providing an OSHC or vacation care service in line with community use of school facilities 
(staff login required). 

For-profit organisations may be charged a hire fee. The hire fee must be determined from the recommended 
hire rates for community use of school facilities. It must be amended (discounted) to account for the 
infrequent use of the facilities and the benefits that the service delivers for the community. It’s 
recommended that an 80% discount is applied to the stated for-profit rates to support affordable services 
fees for families. 

Out of pocket expenses may be attributed to the budget line for the OSHC service. Out of pocket expenses 
are defined as an additional, identifiable, direct outlay by the school, including the provision of materials, 
equipment and supplies attributable to the provision of OSHC. It does not include normal expenditure 
incurred by the department on behalf of the school, for example utilities, cleaning or security. Principals and 
directors must establish a record to justify any out-of-pocket charges. 

Charges can also be made for the reimbursement of the following costs: 

�x making good any losses or damage, including equipment, books, materials, furniture, classrooms and 
facilities 

�x additional cleaning costs as a result of the facilities not being left in a clean and tidy condition 

�x additional security costs (for example call out costs). 

Income generated or received by the school governing council through providing an OSHC service must be 
re-invested into the service or service facility. The school governing council are responsible for deciding 
where to target re-investment to:  

�x balance the need to support ongoing viability 
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If children preschool age or under regularly attend an OSHC service, the service must deliver a program for 
these children based on Belonging, Being and Becoming: The Early Years Learning Framework for Australia 
(EYLF). 
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Third party provider as the employer 

Employing personnel 

Third party providers will recruit, select and employ staff to meet legal and industrial responsibilities in line 
with relevant legislative requirements. 

Refer to Fair Work Ombudsman. 

T
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Support for children 

All providers 

Quality of care for children 

The approved provider must make sure 
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�x the location of children’s toilets and how children will be supervised when visiting and returning 
from the toilets  

�x supervision during the transition between school to the OSHC service  

�x 
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Risk assessments must identify and assess risks that the transportation of a child may pose to the safety, 
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https://www.rtwsa.com/
mailto:info@RTWSA.com
https://www.rtwsa.com/
https://www.education.sa.gov.au/docs/early-years/oshc/example-oshc-licence-services-agreement.pdf
https://www.rtwsa.com/
https://www.rtwsa.com/
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more information about registering for work injury insurance email info@RTWSA.com or call 13 18 55. 

ReturnToWorkSA must be notified of subsequent changes in employee numbers, remuneration or 
employment category (for example an increase or reduction in staff levels or alteration change to an existing 
employee's working hours), or predominant activity. 

Other 

The third party provider is responsible for any other policies of insurance required for the purposes of the 
OSHC service. 

Closing an OSHC service 

Third Party Provider 

Conduct service review 
The advisory committee report must include information about service utilisation in line with the licence and 
services agreement (PDF 645KB). Refer to the licence and services agreement for the period of written 
notice required if either the school or provider intends to cease the delivery of the service. 

School Governing Council 

Conduct service review 
When considering the ongoing need for an OSHC service, the principal and the school governing council 
must undertake a review of the OSHC service as outlined at deciding to cease operating an OSHC service. 

Refer to responsibilities of the school governing council and principal when closing an OSHC service. If the 

https://www.rtwsa.com/
https://www.education.sa.gov.au/docs/early-years/oshc/example-oshc-licence-services-agreement.pdf
https://www.education.sa.gov.au/docs/early-years/oshc/example-oshc-licence-services-agreement.pdf
https://www.education.sa.gov.au/parenting-and-child-care/child-care/services-and-programs/out-school-hours-care-oshc/setting-or-closing-service/deciding-cease-operating-oshc-service
https://www.education.sa.gov.au/parenting-and-child-care/child-care/services-and-programs/out-school-hours-care-oshc/setting-or-closing-service/closing-oshc-service
https://www.education.sa.gov.au/docs/early-years/oshc/instrument-of-authorisation.pdf
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Comply with the responsibilities of the school governing council and principal when closing an OSHC service. 

Comply with Australian and state legislation, regulations and standards, including requirements of the:  

�x NQF for early childhood education and care 

�x Education and Early Childhood Services (Registration and Standards) Act 2011 (SA) 

�x Schedule 1 Education and Care Services National Law (South Australia)  

�x National Law  

�x National Regulations 

�x Children and Young People (Safety) Act 2017 (SA) 

�x Child Safety (Prohibited Persons) Act 2016 (SA)  

�x associated department policies and requirements. 

Comply with the Fair Work Act 2009 (Cth) and guidelines of the Fair Work Commission when the school 
governing council employs personnel. 

Comply with the Family Assistance Law, guidelines of Australian Government Department of Education and 
the Australian Government Child Care Provider Handbook when the school governing council is the 
approved provider. 

Comply with department child safe environments policies and procedures and the relevant requirements 
outlined in this procedure. 

Governing councils must make sure that anyone appointed by a governing council adheres to the 
safeguarding children and young people policy (PDF 246KB), and can follow the department’s suite of child 
safe environments policies and procedures as required, in particular ensuring all adults working and 
volunteers at the service: 

�x have a verified current Working with Children Checks and that these are monitored, 

�x have completed the RRHAN-EC training relevant to their role every 3 years and 

�x are supported to understand their mandatory notification obligations and fulfil their individual 
requirements under the safeguarding children and young people policy (PDF 246KB), including how 
to make a mandatory notification when necessary 

Principal 

All providers 

Comply with department child safe environments policies and procedures and the relevant requirements 
outlined in this procedure. 

Support governing councils and anyone appointed by a governing council to adhere to the safeguarding 
children and young people policy (PDF 246KB), and ensure they are aware of and follow the department’s 
suite of child safe environments policies and procedures as required , in particular ensuring all adults 
working and volunteers at the service: 

https://www.education.sa.gov.au/parenting-and-child-care/child-care/services-and-programs/out-school-hours-care-oshc/setting-or-closing-service/closing-oshc-service
https://www.acecqa.gov.au/nqf/about
https://www.legislation.sa.gov.au/lz?path=%2FC%2FA%2FEDUCATION%20AND%20EARLY%20CHILDHOOD%20SERVICES%20(REGISTRATION%20AND%20STANDARDS)%20ACT%202011
https://www.acecqa.gov.au/nqf/national-law-regulations/national-law
https://www.acecqa.gov.au/nqf/national-law-regulations/national-regulations
https://www.legislation.sa.gov.au/LZ/C/A/CHILDREN%20AND%20YOUNG%20PEOPLE%20(SAFETY)%20ACT%202017.aspx
https://www.legislation.sa.gov.au/lz?path=%2FC%2FA%2FCHILD%20SAFETY%20(PROHIBITED%20PERSONS)%20ACT%202016
https://www.legislation.gov.au/C2009A00028/latest/text
https://www.fwc.gov.au/
https://www.education.gov.au/early-childhood/provider-obligations/family-assistance-law
https://www.education.gov.au/early-childhood/provider-obligations/family-assistance-law
https://www.education.gov.au/early-childhood/resources/child-care-provider-handbook
https://www.education.sa.gov.au/policies/pdf/safeguarding-children-and-young-people-policy.pdf
https://www.education.sa.gov.au/working-us/careers-education/working-children-check-wwcc/about-working-children-checks-wwcc
https://www.education.sa.gov.au/schools-and-educators/child-protection/rrhan-ec
https://www.education.sa.gov.au/policies/pdf/safeguarding-children-and-young-people-policy.pdf
https://www.education.sa.gov.au/policies/pdf/safeguarding-children-and-young-people-policy.pdf
https://www.education.sa.gov.au/policies/pdf/safeguarding-children-and-young-people-policy.pdf
https://www.education.sa.gov.au/policies/pdf/safeguarding-children-and-young-people-policy.pdf
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�x have current Working with Children Checks and that these are monitored, 

�x have completed the RRHAN-EC training relevant to their role every 3 years and 

�x are supported to understand their mandatory notification obligations and fulfil their individual 
requirements under the safeguarding children and young people policy (PDF 246KB), including how 
to make a mandatory notification when necessary 

Make sure all people working or volunteering on a school site are suitable to work with children and young 
people. 

Report incidents in line with this procedure that are notifiable. 

Establish and maintain an OSHC advisory committee. 

Make sure the OSHC service is included in site signage, school context statements, school web pages, annual 
reports and strategic planning documents. 

Comply with the responsibilities of the school governing council and principal when 

https://www.education.sa.gov.au/working-us/careers-education/working-children-check-wwcc/about-working-children-checks-wwcc
https://www.education.sa.gov.au/schools-and-educators/child-protection/rrhan-ec
https://www.education.sa.gov.au/policies/pdf/safeguarding-children-and-young-people-policy.pdf
https://www.education.sa.gov.au/parenting-and-child-care/child-care/services-and-programs/out-school-hours-care-oshc/setting-or-closing-service/closing-oshc-service
https://www.education.sa.gov.au/docs/early-years/oshc/instrument-of-authorisation.pdf
https://www.acecqa.gov.au/nqf/about
https://www.legislation.sa.gov.au/lz?path=%2FC%2FA%2FEDUCATION%20AND%20EARLY%20CHILDHOOD%20SERVICES%20(REGISTRATION%20AND%20STANDARDS)%20ACT%202011
https://www.acecqa.gov.au/nqf/national-law-regulations/national-law
https://www.acecqa.gov.au/nqf/national-law-regulations/national-regulations
https://www.legislation.sa.gov.au/LZ/C/A/CHILDREN%20AND%20YOUNG%20PEOPLE%20(SAFETY)%20ACT%202017.aspx
https://www.legislation.sa.gov.au/lz?path=%2FC%2FA%2FCHILD%20SAFETY%20(PROHIBITED%20PERSONS)%20ACT%202016
https://www.legislation.gov.au/C2009A00028/latest/text
https://www.fwc.gov.au/
https://www.education.gov.au/early-childhood/provider-obligations/family-assistance-law
https://www.education.gov.au/early-childhood/provider-obligations/family-assistance-law
https://www.education.gov.au/early-childhood/resources/child-care-provider-handbook
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Third party provider 

https://www.education.sa.gov.au/docs/early-years/oshc/example-oshc-licence-services-agreement.pdf
https://www.acecqa.gov.au/nqf/about
https://www.legislation.sa.gov.au/lz?path=%2FC%2FA%2FEDUCATION%20AND%20EARLY%20CHILDHOOD%20SERVICES%20(REGISTRATION%20AND%20STANDARDS)%20ACT%202011
https://www.acecqa.gov.au/nqf/national-law-regulations/national-law
https://www.acecqa.gov.au/nqf/national-law-regulations/national-regulations
https://www.legislation.sa.gov.au/LZ/C/A/CHILDREN%20AND%20YOUNG%20PEOPLE%20(SAFETY)%20ACT%202017.aspx
https://www.legislation.sa.gov.au/lz?path=%2FC%2FA%2FCHILD%20SAFETY%20(PROHIBITED%20PERSONS)%20ACT%202016
https://www.legislation.gov.au/C2009A00028/latest/text
https://www.fwc.gov.au/
https://www.education.gov.au/early-childhood/provider-obligations/family-assistance-law
https://www.education.gov.au/early-childhood/provider-obligations/family-assistance-law
https://www.education.gov.au/early-childhood/provider-obligations/family-assistance-law
https://www.education.gov.au/early-childhood/resources/child-care-provider-handbook
https://www.education.sa.gov.au/policies/pdf/safeguarding-children-and-young-people-policy.pdf
https://www.education.sa.gov.au/policies/pdf/safeguarding-children-and-young-people-policy.pdf
https://www.education.sa.gov.au/policies/pdf/safeguarding-children-and-young-people-policy.pdf
https://www.education.sa.gov.au/working-us/careers-education/working-children-check-wwcc/about-working-children-checks-wwcc
https://www.education.sa.gov.au/schools-and-educators/child-protection/rrhan-ec
https://www.education.sa.gov.au/policies/pdf/safeguarding-children-and-young-people-policy.pdf
https://www.education.sa.gov.au/parenting-and-child-care/child-care/services-and-programs/out-school-hours-care-oshc/roles-and-responsibilities/out-school-hours-care-director-role
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Approved OSHC provider 
Hold legal liability and accountability for the operation of the OSHC service. 

Comply with Australian and state legislation, regulations and standards, including requirements of the:  

�x NQF for early childhood education and care 

�x Education and Early Childhood Services (Registration and Standards) Act 2011 (SA) 

�x Schedule 1 Education and Care Services National Law (South Australia)  

�x National Law  

�x National Regulations  

�x Children and Young People (Safety) Act 2017 (SA) 

�x Child Safety (Prohibited Persons) Act 2016 (SA) 

�x associated department policies and requirements. 

Comply with the:  

�x Fair Work Act 2009 (Cth)  

�x guidelines of the Fair Work Commission. 

Comply with:  

�x the Family Assistance Law 

�x guidelines of Australian Government Department of Education 

�x the Australian Government Child Care Provider Handbook. 

Comply with department child safe environments policies and procedures and the relevant requirements 
outlined in this procedure. 

The OSHC provider must make sure that anyone appointed by a governing council adheres to the 
safeguarding children and young people policy (PDF 246KB), and can follow the departments suite of child 
safe environments policies and procedures as required, in particular ensuring all adults working and 
volunteers at the service: 

�x have current Working with Children Checks and that these are monitored, 

�x have completed the RRHAN-EC training relevant to their role every 3 years and 

�x are supported to understand their mandatory notification obligations and fulfil their individual 
requirements under the safeguarding children and young people policy (PDF 246KB), including how 
to make a mandatory notification when necessary 

Where there’s a Third Party Provider, provide the OSHC services on the terms and conditions set out in the 
licence and services agreement (PDF 645KB). 

Oversee the establishment and operation of an OSHC service. 

Endorse the purchase recommendation where a third party approved provider is engaged. 

https://www.acecqa.gov.au/nqf/about
https://www.legislation.sa.gov.au/lz?path=%2FC%2FA%2FEDUCATION%20AND%20EARLY%20CHILDHOOD%20SERVICES%20(REGISTRATION%20AND%20STANDARDS)%20ACT%202011
https://www.acecqa.gov.au/nqf/national-law-regulations/national-law
https://www.acecqa.gov.au/nqf/national-law-regulations/national-regulations
https://www.legislation.sa.gov.au/LZ/C/A/CHILDREN%20AND%20YOUNG%20PEOPLE%20(SAFETY)%20ACT%202017.aspx
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Operate finances within the accounting system (EDSAS), for OSHC services operated by a department school 
governing council. 

Education director 
Oversee the establishment and operation of an OSHC service. 

Endorse the purchase recommendation where a third party approved provider is engaged. 

School business manager, finance officer (or delegate) 
Operate finances within the accounting system (EDSAS), for OSHC services operated by a department school 
governing council. 

OSHC central team 
Manage Intervac inclusion funding. 

Contract manage the department’s panel of approved third party OSHC providers and maintain this list. 

Maintain the OSHC website. 

Monitor this procedure and review every 3 years. Monitoring will be informed by amendments to the OSHC 
policy, stakeholder feedback, state and federal policy direction and changes to department strategic 
directions. 

Procurement 
Where the school governing council engages a third party provider to operate their OSHC service, facilitate 
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�x Human Resources – provide support and advice around disciplinary action, termination, suitability of 
OSHC staff (including HRS). 

Performance Improvement and Incapacity 
Where the school governing council operates the service, support the principal undertake a performance 
management process.  

DCP case manager of children under the guardianship or 
custody of the Chief Executive  
Provide information that will help the service with the enrolment process and to develop strategies and 
interventions to support the successful inclusion of the child. 

Definitions 

OSHC 
Approved out of school hours care service including: 

�x before school 

�x after school 

�x pupil-free days 

�x vacation care. 

National Law 
The Education and Early Childhood Services (Registration and Standards) Act 2011 (SA), Schedule 1 
Education and Care Services National Law (South Australia). 

National P
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Supporting information 
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Related policies 
Code of Ethics for the South Australian Public Sector 
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Revision record 
Version: 2.6 
Approved by: Director, Out of School Hours Care, Schools and Preschools Division 
Approved date: 06 March 2025 
Review date: 06 March
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Version: 2.0 
Approved by: Senior Executive Group, Minister for Education and Child Development 
Approved date: 14 December 2016  
Review date: September 2019 
Amendment(s): Major edit to replace previous OSHC guidelines. 

Version: 1.0 
Amendment(s): New guidelines. 

Contact 
OSHC Team 

Phone: 8226 6427 

Email: education.OSHC@sa.gov.au  


