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Welcome to Lucas LEAP. Please take the time to read this handbook as it provides you with
important information about the service.

We hope this information assists in providing a positive experience for your family.
Please feel free to contact the Program Coordinator or Program Administrator if you have any
questions, queries or concerns.

Welcome to Lucas LEAP

1.1 Infroduction

Lucas LEAP (Learning, Enrichment and Activities Program) is Lucas Primary Schools Outside
School Hours Care (OSHC) provider. Lucas LEAP was established in 2024 by Lucas Primary
School Council to support the childcare needs of families within the school community. The
service aims to provide high level quality care for all children, allowing them to learn, develop
friendships and have fun.

1.2 Philosophy

Lucas LEAP is committed to providing high quality Outside School Hours Care (OSHC) to the
students of Lucas Primary School in a caring, safe, calm and clean environment. We aim to
provide consistency for our students by collaboratively working with Lucas Primary School to
implement complementary expectations and procedures. Our shared values of respect,
responsibility, excellence, and growth guide our program and foster a positive, nurturing and
inclusive environment.

We are guided by the Framework for School Age Care (My Time, Our Place) in developing a
Learning Enrichment Activities Program (LEAP), which meets the educational and recreational
needs of our students. Lucas LEAP facilitates and promotes intellectual, emotional, physical and
creative growth and encourages students to have fun and develop positive peer relationships
and friendships. We believe that our students are unique individuals with their own interests,
strengths, abilities and backgrounds and encourage students to actively contribute to
developing stimulating and engaging learning opportunities.

Our team of dedicated and experienced educators aim to inspire our students and develop
secure, respectful relationships with both students and their families. We encourage open
communication, evaluation and community input to achieve our commitment to ongoing
quality improvement.

1.3 Hours of Operation
Lucas LEAP operates the following sessions Monday - Friday (excluding public holidays):

Before School Care 6:30am - 8:45am
After School Care 3:30pm - 6:30pm
Early Finish Care 1:30pm - 6:30pm

Vacation Care 7:00am - 6:00pm



Before School Care (BSC) operates during the school term offering a calm and flexible program
to prepare children to fransition to school. Children receive a healthy breakfast at no additional
cost during BSC until serving ceases at 8:15am.

After School Care (ASC) operates during the school term offering an energetic and engaging
program. Children receive a healthy and substantial afternoon tea at no additional cost.

Early Finish Care (EFC) operates during the school term on days when Lucas Primary School
finishes at 1:30pm. For example, the last day of term, three way conversations, etc. EFC sessions
replace ASC on required dates.

Vacation Care (VAC) is available for the entire two weeks of the term holidays and two/three
weeks prior to school returning in January. Incursions and excursions are offered throughout the
vacation care period on selected dates (as per the advertised program). A nutritious breakfast
(prior to 8:15am), morning tea and afternoon snack are provided at no additional cost.
Children are required to bring lunch throughout vacation care (unless otherwise advised). On
the days when an excursion is planned you will receive specific information about what the
children are required to bring/wear. You will also be required to complete and sign an
excursion permission form.

1.4 Location

The home base for Lucas LEAP is a classroom in the Lucas Primary School Performing Arts and
Physical Education (PAPE) building - referred to as the Lucas LEAP room. However, the program
also accesses other areas of the school, both indoors and out as required to provide children
with adequate areas to enjoy a diverse range of activities.

Children's artwork and photos are displayed throughout the Lucas LEAP room to promote
connection, belonging and inclusion.

1.5 Child Safe Environment

Lucas LEAP and Lucas Primary School are child safe
organisations which welcome all children, young people
and their families. We are committed to providing
environments where our students are safe and feel safe,
where their participation is valued, their views respected,
and their voices are heard about decisions that affect their
lives. Our child safe policies, strategies and practices are
inclusive of the needs of all children and students.

We have no tolerance for child abuse and take proactive

steps to identify and manage any risks of harm to students in our school environments. We
promote positive relationships between students and adults and between students and their
peers. These relationships are based on trust and respect.



We take proactive steps to identify and manage any risk of harm to students in our school
environment. When child safety concerns are raised or identified, we tfreat these seriously and
respond promptly and thoroughly.

Particular attention is given to the child safety needs of Aboriginal students, those from culturally
and linguistically diverse backgrounds, international students, students with disabilities, those
unable to live at home, children and young people who identify as lesbian, gay, bisexual, frans
and gender diverse, intersex and queer (LGBTIQ+) and other students experiencing risk or
vulnerability. Inappropriate or harmful behaviour targeting students based on these or other
characteristics, such as racism or homophobia, are not tolerated at our school, and any
instances identified will be addressed with appropriate consequences.

Child safety is a shared responsibility. Every person involved in our school community has an
important role in promoting child safety and wellbeing and promptly raising any issues or
concerns about a child’s safety. We are committed to regularly reviewing our child safe
practices, and seeking input from our students, families, staff, and volunteers to inform our
ongoing strategies.

Management of the Service
2.1 Management Structure

Approved Provider - Lucas Primary School Council

Persons with Management or Control - Lucas Primary School Principal and Business Manager
Nominated Supervisor/Educational Leader - Program Coordinator

Program Administrator

Staff

2.2 Staffing

Lucas LEAP acknowledges that professional staff results in a high quality service. It is important
that each family feels comfortable with the staff members supervising their children. Lucas LEAP
staff members are offered opportunities for appropriate tfraining to provide high quality
education & care for all children. Lucas LEAP requires all staff members to be suitably qualified,
experienced and meet the requirements of the regulatory authority.

Lucas LEAP is staffed in accordance with the ratio and requirements specified by the National
Standards Framewaork for school aged care and best practice principles.

2.3 Approved Frameworks and Legislation

The National Quality Framework (NQF) provides a national approach to regulation, assessment
and quality improvement for early childhood education and care and outside school hours
care services across Australia. A detailed guide to the National Quality Framework is available
at Guide-to-the-NQF-2310i-web.pdf (acecga.gov.au)



https://www.acecqa.gov.au/sites/default/files/2023-11/Guide-to-the-NQF-2310i-web.pdf

The NQF aims to raise quality and drive continuous improvement and consistency in children's
education and care services through:

The National Law - Education and Care Services National Law Act 2010
(legislation.vic.gov.au)

The National Regulations - Education and Care Services Nafional Regulations (2011 SI
653) - NSW Legislation

The National Quality Standard - National Quality Standard | ACECQA

An assessment and quality rating process - Assessment & Ratfings | ACECQA

National Approved learning frameworks (My Time, Our Place) - MTOP-V2.0.pdf

A regulatory authority in each state and territory responsible for the approval, monitoring
and quality assessment of services in their state or territory - Department of Education
and Training

A national body - ACECQA, which guides the implementation of the NQF and works with
regulatory authorities - ACECQA

Enrolment

3.1 Enrolment Process

An online enrolment form must be completed for your child to attend Lucas LEAP. The
enrolment form is located on the Lucas Primary School website (hitp://lucasps.vic.edu.au/),
follow the tabs to the Welcome to Lucas LEAP page and select ‘click to enrol’. Once the online
enrolment form is completed and submitted our friendly staff will be in fouch with you to
organise an enrolment orientation interview.

3.2 Enrolment Orientation Interview
All families are required to attend an enroliment orientation interview with a Lucas LEAP staff
member prior to attendance. Your child is welcome to attend this meeting, however it is not a


https://content.legislation.vic.gov.au/sites/default/files/2023-11/10-69aa020-authorised.pdf
https://content.legislation.vic.gov.au/sites/default/files/2023-11/10-69aa020-authorised.pdf
https://legislation.nsw.gov.au/view/html/inforce/current/sl-2011-0653
https://legislation.nsw.gov.au/view/html/inforce/current/sl-2011-0653
https://www.acecqa.gov.au/nqf/national-quality-standard
https://www.acecqa.gov.au/assessment
https://www.acecqa.gov.au/sites/default/files/2023-01/MTOP-V2.0.pdf
https://www.acecqa.gov.au/
http://lucasps.vic.edu.au/

requirement. The interview will take approximately 20-30 minutes and is an informal discussion to
get to know your child, ensure we have accurate information on file, review any
medical/behavioural documentation and answer any questions you may have.

3.3 Parent/Guardian Code of Conduct
A Parent/Guardian Code of Conduct will be reviewed with families at the enrolment orientation
interview. This must be adhered to at all times.

3.4 Childcare Management System - Xplor

Lucas LEAP utilises the Xplor Childcare Management System for bookings, attendance records,
CCS submissions, payments, learning/safety and much more. Following the enrolment
orientation interview your Xplor account will be activated by our admin staff and a welcome
email will be sent by Xplor with instructions and login details to set up your Xplor Home account.

3.5 Orientation

Please let us know if your child will need extra support transitioning intfo the program. In these
circumstances we are keen to discuss transition options with parents.

3.6 Priority of Access
Lucas LEAP follows the priority of access guidelines outlined by the Australion Government.

Fees

4.1 Session Fees

Before School Care $27 per session
After School Car $30 per session
Early Finish Care $55 per session
Vacation Care $75 per session

$90 per session (incursion)
$95 per session (excursion)



4.2 Late Collection Fees

Lucas LEAP reserves the right to implement a late collection charge when parents/guardians
are frequently late in collecting a child from the service. This charge has been set at a level
determined by Lucas LEAP as $15 when collection is 10 minutes late and then $1 per minute
thereafter.

In the event that children are not collected and no contact by the parent or their nominee is
received, we will phone emergency contacts before the appropriate authorities are engaged.

4.3 Child Care Subsidy (CCS)

The Child Care Subsidy (CCS) is an Australian government payment that helps families with the
cost of approved child care. The amount of subsidy depends on your family's income, the
number of children, and the amount of time parents spend on work, study, or other recognized
activities. The subsidy is paid directly to the child care service to reduce the fees you pay.

For parents/guardians to receive the Child Care Subsidy, you are required to: -

1. Submit a claim for CCS via Centrelink

2. Include a Centrelink Reference Number (CRN)and date of birth for both child/ren and
the primary caregiver when completing the online enrolment form.

3. Log on to Centrelink once your enrolment has been processed to confirm the enrolment
with the service.

4. Once the claim is approved and the enrolment has been confirmed with Centrelink
CCS will be paid to the service.

4.4 Complying Written Arrangement (CWA)

A complying written arrangement (CWA) is a formal contract between a childcare provider
and a family that sets out the terms of care in return for fees. The CWA includes details like the
names of the provider and family, the child's information, the care schedule, and the fees. A
CWA is required for a child to be enrolled and for the family to receive the Child Care Subsidy.
The CWA will be created following the enrolment orientation interview and must be accepted
via Xplor prior to children attending the service. A new CWA will be developed and must be
accepted each time care schedules change (eg. days, sessions).

4.5 Allowable Absences

Allowable absences for Child Care Subsidy (CCS) are up to 42
days per child, per financial year, for which you can sfill receive
CCS payments. These absences can be for any reason, including
holidays or illness, and do not require evidence. Once you use all
42 days, CCS will only be payable for additional absences under
specific circumstances that require evidence, such as the child's
illness or if the service is closed due to an emergency. For further
information see Child Care Subsidy if your child is absent from
child care - Child Care Subsidy - Services Australia


https://www.google.com/search?q=Child+Care+Subsidy+%28CCS%29&sca_esv=79231a2a76414654&ei=r3sRadnTLsbc1e8PpO_EkQM&ved=2ahUKEwiQ7vWv8OaQAxVxR-sIHaKMLTUQgK4QegQIARAB&uact=5&oq=what+is+child+care+subsidy&gs_lp=Egxnd3Mtd2l6LXNlcnAiGndoYXQgaXMgY2hpbGQgY2FyZSBzdWJzaWR5MgsQABiABBiRAhiKBTILEAAYgAQYkQIYigUyBRAAGIAEMgUQABiABDILEAAYgAQYkQIYigUyBRAAGIAEMgUQABiABDIFEAAYgAQyBRAAGIAEMgsQABiABBiGAxiKBUjkG1DhAliVGXABeAGQAQCYAd0CoAHbIKoBCDAuOC4xMC4xuAEDyAEA-AEBmAIToAKSIMICChAAGLADGNYEGEfCAg0QABiABBiwAxhDGIoFwgIKEAAYgAQYQxiKBcICCBAAGIAEGLEDwgIREAAYgAQYkQIYsQMYgwEYigXCAg4QABiABBixAxiDARiKBcICCxAAGIAEGLEDGIMBwgIFEAAY7wWYAwCIBgGQBgqSBwcxLjcuOS4yoAeRc7IHBzAuNy45LjK4B4YgwgcIMC4xLjE3LjHIB1s&sclient=gws-wiz-serp&safe=active&ssui=on&mstk=AUtExfAI7DEK0eEqVi44E7ohp4alt1WTwPWjBM9uDHnVUKMUo32CUq-WfruhJP3UxF6zFBnkOq6r2nBpRUjN09-KxLI-4j7jK6mC0uKD3ZTyblKIme7rnzKoqSAbWh2WjcR9q2aKMkFlbJJup3imORfD939LxXuhFEDpraIPRUgYzS1X4knE-ro2NWzoMP7_n6lGUL9sXbWLfgVoJuojhafVyDqZ1g&csui=3
https://www.servicesaustralia.gov.au/child-care-subsidy-if-your-child-absent-from-child-care?context=41186
https://www.servicesaustralia.gov.au/child-care-subsidy-if-your-child-absent-from-child-care?context=41186

4.6 Account Payment

The fee schedule and payment process will be fully explained to families during the enrollment
orientation interview.

Fees will be invoiced on a weekly basis. Invoices will show any childcare subsidy payments and
the remaining gap fee to be paid by parents/carers within 7 days of the date of the invoice.
Families are expected to pay the gap fee shown on the invoice each week and not allow fees
to fall more than 2 weeks into arrears.

Debit irect it) is the preferr. ment meth n n t via Xplor

4.7 Non Payment of Fees

If accounts are not paid in full each fortnight, the unpaid fee payment procedure outlined in
the fees policy will be followed and bookings may be cancelled.

4.8 Difficult or Challenging Circumstances/Financial Hardship

Families experiencing difficult or challenging circumstances or financial hardship are requested
to contact the Program Administrator or Program Coordinator to discuss financial support or
payment plans. The Privacy and Confidentiality Policy of the service will be complied with at all
times in relation to a family’s financial/personal circumstances.

Bookings and Cancellations

4.1 Recurring Bookings

Recurring booking (eg. every Wednesday - Friday after school care) can be made by emailing
lucasleap@lucasps.vic.edu.au with your requested booking schedule. Recurring bookings will
be accepted for the current year only - requests for recurring bookings in the following year will
be opened each November/December.

4.2 Casual Bookings

Casual Bookings can be requested through Xplor Home at any
time.

If a casual session is requested throughout the school day and
your child is not aware they are to attend the service, please
contact the Lucas LEAP mobile and we will notify your
child/children.

4.3 Cancellations

Bookings can be cancelled up to 48 hours prior to the session
start time without incurring a session fee. For cancellations
within 48 hours of the session, you will be charged the full fee,
less any Child Care Subsidy you are entitled to, unless you are
able to provide a medical certificate. Sessions must be


mailto:lucasleap@lucasps.vic.edu.au

cancelled via the Xplor Home App. Any cancellations received via phone or email will not be
accepted.

Attendance and Program Content

6.1 Signing In/Out

A daily attendance record is kept of all children attending the service. An ipad is located at the
entrance of the Lucas LEAP room for children to be signed in and out via the Xplor hub. Failure
to sign children in/out correctly may affect Child Care Subsidy.

Only people over the age of 18, who have previously been authorised through Xplor are
permitted to sign children in/out unless prior arrangements have been made with the Program
Coordinator.

6.2 Daily Routines
Before School Care

6:30am - 8:20am Children are offered a variety of indoor activities
Breakfast is served until 8:15am
8:20am - 8:45am Group time/game
8:45am Foundation students are walked to their classrooms by staff

1-6 students make their way to classrooms

After School Care

3:30pm 3:45pm Foundation students are collected from their classrooms by staff
1-6 students make their way to the Lucas LEAP room
Roll marked and daily announcements

3:45pm - 4:15pm Afternoon tea
4:15pm - 5:15pm Planned indoor/outdoor activities
S5:15pm - 6:30pm Free play

Vacation Care

7:00am - 8:30am Children are offered a variety of indoor activities
Breakfast is served until 8:15am

8:30am - 9:00am Group time/game. Daily announcements

9:00am - 11:00am Planned activities

11:00am - 11:45am Morning tea and group game/playground

11:45am - 1:30pm Planned activities

1:30pm - 2:30pm Lunch and group game/playground

2:30pm - 3:30pm Planned activities

3:30pm - 4:00pm Afternoon tea

4:00pm - 4:30pm Group game/playground

4:30pm - 6:00pm Free play



The vacation care routine varies depending on planned incursions/excursions, however
generally the day is planned in blocks similar to a school day to provide routine and
consistency.

6.3 Nutrition and Menu

Meals and snacks offered at our Lucas LEAP program are designed to promote a healthy and
nutritional diet.

Lucas LEAP provides food at the following times: -

Before School Care Breakfast (prior to 8:15am)
After School Care Afternoon tea
Vacation Care Breakfast and morning/afternoon tea

Note: Water is made available at all times

Special dietary requirements can be catered for. If preferred, your child may bring their own
snack.

Children are encouraged, when appropriate, to be involved in the planning and preparation
of food. A fortnightly alternating menu is sent out to families at the commencement of each
term and is displayed on our front window.

6.4 Personal Belongings
We do not encourage children to bring toys, equipment or games to Lucas LEAP. We have
enough to occupy the children at each session.
Please note that:
e Allitems of clothing must be clearly labeled with the child’s name.
e |tis the responsibility of the child to ensure the items are placed in the bag and looked
after.
e We do noft take responsibility for any personal items that children might bring to the
program in the event of loss or damage occurring.

Working with Families

7.1 Communication

Lucas LEAP aims to work collaboratively with families and believe
that children benefit when there are strong links between home
and the service. Lucas LEAP will regularly provide updates to
families on important dates, program planning and children's
engagement (amongst other things), via the term newsletter and
Xplor.

Please feel free to speak with any of the staff members if you need
to pass on information regarding your child. It always helps us to be
aware of any issues or worries you may be experiencing.



Suggestions, compliments or complaints pertaining to the operation of the Lucas LEAP program
are always welcome.

7.2 Complaints/Grievances
If, at any time, you have a complaint or grievance, we recommend the following steps are
followed:
1. Discuss your concerns with the Program Coordinator.
2. The Program Coordinator will then follow up with other parties involved.
3. If you feel that your grievance has not been resolved, you should make an appointment
with the School Principal or forward the details of your complaint in writing.

Lucas LEAP will seek to resolve all genuine and reasonable complaints in the most appropriate
way possible in consultation with the complainant as soon as practicable.

7.3 Privacy

The Lucas LEAP team has access to a wide range of personal information. Please be assured
that all staff acknowledge and respect the privacy rights of our children, families and staff. All
personal information is stored securely, and is kept confidential.

7.4 Service Policies

Lucas LEAP service policies are regularly updated in accordance with recommendations from
the Early Learning Association of Australia (ELAA). Policy updates are communicated to families
via Xplor. Service policies are available online via the Lucas Primary School website or at the
service.

Health and Safety

8.1 Medical Conditions

If your child has an allergy or medical condition, you will be required to provide us with up to
date details as necessary, the appropriate management plan and medication.

Arrangements for storage of regular or responsive medication (eg, Epipens, asthma relievers,
hay fever medication, etc) can be made with staff and held at Lucas LEAP in the event that
they are needed.

Staff with anaphylaxis and CPR training are on duty at all times and a defibrillator is located
nearby at the Lucas Hub.

8.2 Medication

If medication is required during hours of care, parents/guardians must complete a Lucas LEAP
medication administration form and produce the medication in its original and labelled
packaging.

Staff will administer medication as per the medication administration form and two staff
members will check medication prior to administration.



8.3 Accident and Injury
Your child’s safety is important to us. All Lucas LEAP staff have the appropriate first aid tfraining.
Should your child have an accident whilst in our care we will: -
e Assess the injury and administer appropriate first aid if necessary.
e If the injury is determined to be serious, you will be contacted to collect your child
immediately.
e Your child will be monitored and kept comfortable until you or your designated
representative arrives.
e Anincident report will be completed and made available for you to sign.
e If deemed necessary an ambulance will be called.
Please Note - In the event that an ambulance is called, the parent or guardian will be
responsible for costs incurred. We strongly recommend that you arrange ambulance cover.

8.4 lliness

Please do not send your child to Lucas LEAP if they are unwell. In some cases you may be asked
to provide a clearance certificate from your doctor to enable the child to return to the service.
Children who are ill are not able to remain at Lucas LEAP. If your child becomes ill during a
session you will be contacted to collect, or arrange for the early collection of your child.

8.5 Hygiene

Health and safety are a priority of Lucas LEAP. Staff have completed training in Food Handling
and meals and snacks are prepared and eaten in a hygienic environment. Children are
reminded to wash their hands at regular intervals and appropriate times during each session.
Equipment is checked and maintained regularly. Children are expected to respect the
equipment and environment and be involved in tidying and storing items as they are used

8.6 Emergency Management

Staff and children participate in Emergency Management Drills on a regular basis. These help to
ensure that in the event of an emergency, we are able to maintain safety in an effective and
speedy manner. Should a drill or evacuation occur while you are in attendance, please follow
the instructions of our staff.

A copy of our Emergency Management Plan is located onsite.

8.7 Sunsmart

During Terms 1 and 4 all children must wear a hat when outdoors.
The ‘no hat, no outside play’ rule applies in these terms and over
the Vacation Care periods that adjoin them. Sunscreen is available
and staff will assist children to apply it if needed.

8.8 Smokefree Environment
Lucas LEAP is a smoke/vape free area.

8.9 Custody/Court Orders



It is the obligation of parents/guardians to provide us with up-to-date copies of any Court
Orders. Staff can only act on conditions set out on Court Orders when they have the relevant
paperwork.

8.10 Immunisation
It is expected that all children attending Lucas LEAP be fully immunised and an immunisation
certificate be provided upon enrolment via Xplor.

8.11 Diversity
We welcome and support children and families with diverse backgrounds. We welcome family

input and encourage the sharing of cultural information, skills and talents.

We look forward to seeing you all at Lucas LEAP!



