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Principal’s checklist

	Considering commencing OSHC

	
	Read the departmental Outside School Hours Care (OSHC) procedure.

	
	Consult the school's Regional Infrastructure Manager to determine whether the school has sufficient capacity to provide access to buildings and resources for an OSHC service.

	
	Consult the Regional Infrastructure Manager about the broader context of the local planning processes occurring within the region.

	
	Consider the future enrolment numbers in the school, and the impact on future use of facilities.

	
	Consult with the school community regarding anticipated need and projected numbers.

	
	Prior to commencing an open tender process, the principal is to liaise with Infrastructure Services Division to assess long term planning and maintenance needs in conjunction with future population forecast data.

	Determining appropriate areas of use for OSHC 

In selecting suitable areas on the school premises for OSHC use: 

	
	Consider the future enrolment numbers in the school while determining the area of use. 

	

	Take into consideration the approval requirements under the Education and Care Services National Law and the Education and Care Services National Regulations as articulated in the National Regulations, Part 4.3 and within Quality Area 3 Physical environment of the National Quality Standard (schedule 1 of the National Regulations). (See approved area information above. This space will need to be approved by a qualified building practitioner as a condition of the service approval.)

	Engaging a provider

	
	Formally invite the P&C to operate an OSHC service on the site. Encourage the P&C to contact the Queensland Children’s Activities Network to allow for informed decision-making. The P&C are required to minute the offer at the appropriate meeting, with their decision to accept or decline the offer.

	
	Where the P&C declines the offer to provide this service for the school, the school is required to contact Corporate Procurement Branch at this point to obtain the relevant documents and advice to conduct an Invitation to Offer for Outside School Hours Care Services.

	
	Inform the school community of the intention to seek competitive offers for OSHC services.  Notice should be given in at least two consecutive school newsletters and placed on the formal agenda for at least two P&C meetings to ensure adequate school community engagement.

	
	Use the Invitation to Offer for Outside School Hours Care Services documentation provided by Corporate Procurement Branch to invite offers from potential providers. The Invitation to Offer must include a draft Licence (also obtained from Corporate Procurement Branch) to use Department of Education and Training (DET) premises.

	
	Corporate Procurement Branch will assist schools by supplying all relevant documents and will advise on the procedures required to conduct an Invitation to Offer, establish an evaluation committee and complete the assessment and offer to the successful provider. 

	Negotiation

	

	Negotiate the following with the operators of the proposed OSHC service: 

· service and access times that do not interfere with the normal procedures of the school day;

· use of school equipment, if applicable;

· cleaning responsibilities;

· outgoings, hire charges and co-investment contribution (if any);

· the fees charged to end users of the service, which will be documented in the OSHC Agreement; and

· any alterations or additions to the premises.

	

	In consultation with Corporate Procurement Branch, prepare an Agreement (maximum 5 years, with the potential to extend for another two, two year terms) with the preferred provider using the Licence to Use Department of Education and Training Premises for Outside School Hours Care Services - Standard Conditions and any other rules as listed in the Agreement. Ensure that the Licence details the entire agreement between the parties. 

	
	Forward the completed OSHC Agreement to the Corporate Procurement Branch where it can be filed electronically. Ensure that the school and the service provider each retain a signed copy of the agreement and that the agreement is retrievable.

	
	Refer any issue/complaint to procurement process to the Chief Procuement Officer.

	Operational requirements

	

	Provide the OSHC provider with a full description of the location of the particular doors and windows that are to be secured at the end of each session.

	

	Consult regional facilities manager prior to approving additions of permanent fittings to school buildings or additions to the school premises for the purposes of OSHC service.

	

	Routine or extraordinary maintenance work scheduled to take place on the school premises, especially over the school vacation periods may impact on OSHC services. Ensure the OSHC provider is made aware of any impending work as soon as possible.

	
	Establish regular meetings at least once a term with the OSHC provider to establish effective partnerships and proactively raise any concerns. Minute all meetings and retain copies of minutes.

	
	On an annual basis, seek copies of the following from the OSHC provider:


· current provider and service approval certificates;

· statement of public liability insurance for not less than $10 million;

· personal accident insurance for voluntary workers; and

· Workers Compensation Cover for all employees.

	

	Where the P&C is the OSHC provider but may be struggling with this responsibility, establish a connection with the Queensland Children’s Activities Network. Encourage all providers to maintain a connection with the Queensland Children’s Activities Network to access sector specific advice, current information about sector practice and for ongoing professional support.

	
	Conduct a formal review of the OSHC service at the end of the first, third, fifth, seventh and during the ninth years of service and again before each opportunity to extend the agreement. The review template is available from Corporate Procurement Branch. The review should be conducted by a panel consisting of the principal (or delegate), the P&C president (or delegate) and a current user of the service. The review provides a formal mechanism for any issue identification or resolution, and can also support the decision to extend the agreement or trigger a tender process if the school decides they wish to test the market.

Provide a copy of the formal review to the service provider and record rectification actions (if any). Retain a copy of the formal review on file. Monitor achievement of rectification actions. Use previous review findings as basis for next review.

	Expiration of an OSHC Agreement

During the last six months of a term of an OSHC Agreement:

	
	Where the P&C is the current OSHC provider, ascertain whether they would like to continue to operate the service.

	
	Where the P&C is not the current OSHC provider, ascertain whether they are interested in becoming the licensed provider. If the P&C wishes to provide the OSHC service, it will be given that opportunity at the expiration of the current licence.

	
	Where the P&C declines to become the OSHC provider, contact Corporate Procurement 
Branch to obtain relevant documents and advice to conduct an Invitation to Offer process. Ensure that the incumbent provider, end users and broader school community are advised of impending action to seek competitive offers.  At least two notices in the school newsletter and inclusion on the P&C formal agenda for at least two meetings is recommended.  

	

	Where a new OSHC provider has been selected through the tender process, at least three months’ notice will be provided to the current provider. Principals should note that the award of a tender does not guarantee the issue of Service Approval by Early Childhood and Community Engagement (ECCE).  There is a 90 day timeframe for processing of service approval applications by ECCE, therefore transition of services from one provider to another cannot occur in a time period less than 90 days except in exceptional circumstances.  Failure to achieve service approval will result in the Licence to Use Department of Education and Training Premises for Outside School Hours Care Services being terminated.  

	
	Where the current OSHC provider is not the P&C, the school should formally write to the current OSHC provider seeking: 

· confirmation that the OSHC provider understands that the current Licence to use DET premises is shortly due to expire; 

· acknowledgment that the school will be undertaking a tender process (if the P&C declines to operate the service); and 

· acknowledgment that, should the incumbent OSHC provider be unsuccessful in the tender process, they have an obligation to transfer Service Approval to the incoming provider.


	Purpose built or temporary facilities

	

	Seek advice from the ECCE Regulatory Authority regarding any building changes, renovations, refurbishments to the approved premises (indoors and outdoors) to ensure compliance and safety of children is maintained at all times the service is operating. OSHC services must comply at all times with the Building and Facility requirements set out in the relevant Building Standards, Part 4.3 – Physical Environment – National Regulations 2011 – when children are receiving care.

	
	Convey any requests made by OSHC providers to build a facility or place a temporary facility (ie demountable / removable building) on a school site, to the Regional Director.  Such requests will be considered on a case by case basis, by the relevant delegate in Central Office, as instructed by the Regional Director.

	Dispute resolution

	

	If a dispute arises between the school and the OSHC provider, refer to the Dispute Resolution and relevant Termination clauses in the OSHC Agreement.

	
	Contact Corproate Procurement Branch for assistance in negotiating a resolution.

	

	Report suspected unlawful activity or conduct of the OSHC service which is placing the safety of students and staff at risk to the Queensland Police Service or any other appropriate authority.

	
	Report any issues regarding non-compliance to the DET regional office (ECCE as the regulatory authority) and seek advice for further action.
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