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Welcome  
 
The Management and Staff of Community Living & Respite Services Inc. (CLRS) 
welcome you and your child/ren to Club Teen.  CLRS aims to deliver high quality care to 
all children attending. We work closely with families, the school and community and 
welcome all suggestions and feedback. 
 
Club Teen commenced in September 2009, after a successful grant application to the 
Department of Communities, Families & Indigenous Affairs to provide Outside School 
Hours Care to adolescents/teenagers with a disability.  This program complements the 
various programs of CLRS, which has been providing services to people with disabilities 
and their families since 1979. 
 
Our staff have been selected to ensure that the children attending our programs have 
the best quality care, in a safe and friendly environment.  Current staff ratios are at least 
two staff present at all times, with a maximum of 15 children in the program.  Staff ratios 
usually increase from 2 where there are more than 6 children, depending on individual 
needs. All staff hold a current working with childrenôs check and undergo pre-
employment checks including referee checks and a police check. 
 
This booklet provides information regarding booking arrangements, fees and payments 
of accounts, policy and procedures and other relevant details.  If you require additional 
information or have any questions please contact us at admin@clrs.org.au or call 03 
5480 2388. 
 
The Club Teen program is registered with the National Childcare Accreditation Council.  
This ensures that quality standards are maintained, and Childcare Benefit is available to 
the program for families to access.  Family participation in the Accreditation process is 
essential and your involvement and feedback is encouraged and appreciated.  Annual 
and adhoc surveys will be conducted, to provide an opportunity for you to evaluate the 
service.  However, informal input is also welcomed. 
 

You must complete and return a yearly Enrolment Form. 
Please read all information, complete the enrolment form and return to the CLRS 

Administration Office, PO Box 424, or 26A Percy Street,  Echuca. 
 
It is important that we have up to date information about your child, especially contact 
numbers for parents and emergency contacts.  Please ensure any changes to 
information are provided to the program. 
 
This information Booklet must be read before completing the Enrolment From as you 
are agreeing to abide by the terms and conditions listed. 

mailto:admin@clrs.org.au
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General Information 
 
Location 
Echuca Specialist School 
High Street Echuca  Vic  3564 
 
Contact 
Club Teen Coordinator:  5480 2388 
 
This number is connected to an answering machine for out-of-hours calls.  Please notify 
the program if your child is booked for care but will not be attending.  This is important 
as all children booked into the program are expected to attend unless otherwise notified. 
 
Management Structure 
CEO -Suzanna Barry (Provisional Licence Representative) 
Team Leader Respite ï Rosemary Hermans 
Club Teen Coordinator ï Suellen Betts  
 
Program & Activities 
Programs and activities are developed for each service (Before School, After School & 
Vacation Care).  We encourage the parents/guardians and children to be involved in the 
planning of these programs to ensure that their childrenôs needs (eg. Aged, cultural 
diversity, cognitive ability, developmental stages and individual interests) are being met. 
 
A range of equipment is provided to meet the outside school hours care developmental 
needs of the children. The equipment and other materials utilized in programs are age 
appropriate, safe and well maintained. 
 
Our aim is to encompass activities and play which are expected to part of the life of 
school age children whilst in outside school hours and during vacation care.  These 
activities include excursions, physical activities and other recreational and creative 
experiences. 
 
Operating Hours 
Before School Care (BSC)   7am ï 9am 
After School Care (ASC)   3pm ï 6pm 
Vacation Care (VAC)   8am ï 6pm 
 
CCMS Numbers for Child Care Benefit (CCB) 
BSC 1-389ZHW 
ASC 1-389ZKJ 
VAC 1-389ZNW 
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CLRS Club Teen Accounts contact 
T: 03 5480 2388 
F: 03 5480 6860 
E: admin@clrs.org.au 
 
 
Bookings & Enrolment 
It is essential that there is a complete enrolment form at the program for each child.  
Children are not permitted to attend the program unless an enrolment form has been 
completed.  Please ensure that information provided is correct at all times, in particular, 
contact numbers, emergency contacts and medical information. 
 
Permanent enrolments are considered ongoing unless written notification of changes 
to booking is received. 
 
Notification of casual bookings should be received at least 24 hours in advance, to 
ensure adequate staffing is arranged.  Please ensure an enrolment form is completed.  
Casual care is not always available as some programs may be operating at capacity. 
 
Permanent  1-5 days 
Casual   As needed (24 hours notice preferred, not always available) 
 
 
Booking Arrangements and Changes to Bookings 
Please note, as per conditions of enrolment: 

¶ When ceasing care (not returning to program), two weeks written notice is 
required. 

¶ If reducing booked days two weeks written notice is required. This only applies if 
reducing days on a permanent basis. 

¶ Immediate increase to days or change of days can be negotiated, if space is 
available. 
 

If two weeksô notice is given to cancel care, this implies that your child/ren will not be 

returning.  If care is required in the future, casual or permanent bookings may be made 

at the program, space permitting. 

Permanent enrolments are ongoing for the school year, unless written notification of 

changes to booking is received.  Written notice is required for all changes to bookings ï 

please request a form from staff.  Staff are not authorized to accept verbal changes.  

This from can be returned to the program or directly to the administration office. 

Booking Casual Care 
Families are to contact the Club Teen Coordinator on 03 5480 2388 to directly book 

casual care.  Please note, a minimum of 24 hours notices is preferred for casual care.  

mailto:admin@clrs.org.au
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There may be occasions where there is no availability for casual care, due to permanent 

bookings and staffing availability.   Families may be contacted to collect their children if 

arriving at the program unannounced.  This is to ensure that correct staffing ratios are 

maintained at all times. 

Non attendance & Public Holidays 
Fees are charged during school terms, including public holidays. There are no refunds 

or credits for public holidays or non attendance at the program for permanent bookings, 

due to the need for operational and staffing costs to be met.   

Fees 
CLRS is a not-for-profit organisation and receives some funding for Club Teen.  The 

program relies on fees to meet expenses.  Fees are set at the lowest level possible to 

provide high quality care for your child/ren.  Fees are charged during the school terms, 

including public holidays and sessions when absent. 

Fees are charged monthly in arrears.  Accounts and receipts are sent to postal 

addresses as indicated by families on enrolment forms.  Payment is to be made when 

accounts are received. 

If you have any queries regarding accounts, please refer to the Club Teen Fees policy, 

or contact our administration office on 03 5480 2388. 

Please contact the Club Teen Coordinator, or refer to the Club Teen Fees policies for 

current fee information. 

Fee Payment 
Fee payments are not accepted at the programs, and are to be paid as per the Fees 

policy. 

Child Care Benefit 
Childcare Benefit is available to families accessing Club Teen.  Families are required to 

register with the Family Assistance Office and need to provide the parent and child 

CRNôs on the enrolment form.  Refer to Fees Policy for further information. 

Arrival and Departure 
Please be aware that the program does not take responsibility for children until they 

arrive at the program.  It is a legal requirement that children are signed in and out by a 

family member of authorized guardian when delivering or collecting children from Club 

Teen.  Children attending Before School Care will be signed out by Echuca Specialist 

School staff at 9.00 am.  Children attending After School Care will be signed in by 

Echuca Specialist School staff on arrival at the program at the end of the school day. 
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For the safety of children, only those persons nominated on the enrolment form will be 

authorized to collect your child/ren from Club Teen.  In the event of an emergency, a 

parent/guardian is to contact the program and provide details of the changes to 

arrangements.  Authorised people may be requested to provide photo identification if 

they are unknown to staff.  This is to ensure childrenôs safety. 

Please be aware of the Late Fee ï as per the fees policy. 

Family Communication 
Staff meetings are held on a regular basis and decisions about the programôs 

philosophy, policies and practices will be made in consultation with families and the 

staff.  All feedback and input is encouraged and appreciated.  Please contact the Club 

Teen Coordinator, or Respite Team Leader regarding any suggestion you may have.  

The Comments and Complaints form may be also used for any suggestions or 

improvements.  

Priority Access 
The demand for care sometimes exceeds supply, particularly during school holiday 

times. The first consideration for Community Living & Respite Services Inc. is the age of 

the child.  As the program has been funded for the teenagers with disabilities, aged 12 ï 

18, these children have priority access.  We are also guided by the Australian 

Government guidelines for allocating places in such circumstances.  They set out the 

following three levels of priority: 

Priority 1: a child at risk of serious abuse or neglect. 

Priority 2: a child or a single parent, who satisfies, or of parents who both satisfy the 

work/study/training test under Section 14 of the Families Assistance Act. 

Priority 3: any other child. 

 Policies 
The Club Teen polices are being developed to comply with the Victorian Childrenôs 

Service Act 1996 and Childrenôs Services Regulations 2009 and with the National 

Quality Improvement and Accreditation System.  These include the policies and 

procedures of CLRS and are reviewed regularly.  A comprehensive policy and 

procedure folder, detailing administration, nutrition, health, safety, hygiene and 

programming is available for viewing and comments.  CLRS holds a Provisional Licence 

with the Department and Early Childhood Development and will be applying for a full 

licence in 2010.  Community Living & Respite Services Inc. adheres to Equal 

Opportunity Policies and values diversity. 
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Food and Nutrition 
An afternoon snack is provided for children attending After School Care.  Children are 

given the opportunity to develop their self help skills through food preparation and 

service, where possible, and are encouraged to use best practice in regards to food 

hygiene and safety measures.  The organisation has policies and procedures in place 

for food handling and hygiene based on current legislated requirements. 

For vacation care parents are required to provide enough food and drink for morning 

tea, lunch and afternoon tea.  Food should cover all food groups and be nutritionally 

sound in order to assist the child in participating in the program.  Parents are requested 

not to send drinks other than water. To assist us in providing an environment that 

minimizes exposure to common allergens ewe ask that parents do not send any food 

containing Nut or Nut related products with their children. 

Additional Dietary Requirements  
Club Teen staff will endeavour to provide assistance and support to any child with 

additional dietary requirements.  Parents must inform staff upon enrolment about such 

requirements and provide any necessary information on the enrolment form.   Where 

specialized food requirements cannot be adequately met by Club Teen, parents and 

staff will work together to develop strategies that will ensure the child receives 

appropriate snacks.  Club Teen staff will also endeavour to meet any religious beliefs, 

regarding food for individual families. 

Immunisation, Infectious Diseases and Exclusion Procedures 
Families are encouraged to have their children immunized according to the 

recommended schedule as stated by the Federal Government.  Children not immunized 

will be excluded during outbreaks of infectious diseases as per the Club Teen 

guidelines for exclusions. 

Unwell Children 
Government regulations require the program to refuse admission to any child suffering 

from an infectious disease, illness or condition that may prejudice the health of any 

child.  If a child becomes unwell at the program, families will be notified immediately to 

collect the child.  Symptoms such as vomiting, high temperature and diarrhea re 

considered serious and families will be advised to keep their child at home for a 24 hour 

period and until the symptoms are no longer evident. 

Medication 
If your child requires medication to be administered at the program, please complete the 

medication form available.  Please note that medication can only be administered as per 

the instructions on the label.  Mediation is to be in a Webster pack. 
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Accidents/Incidents 
If your child has an accident or sustains an injury at the program, an Incident from will 

be completed.  In the case of serious accident or injury, a parent/guardian will be 

contacted immediately.  When required, please sign that you have read the Incident 

form when collecting your child. 

Grievances and complaints 
Families are encouraged to communicate any concerns regarding the care of their 

children to staff. Concerns will be discussed and follow up action taken when required in 

line with the CLRS Complaints & Grievances policies.  The aim is for a consultative 

process and a positive resolution for all involved.  Please use our ñComplaints and 

Comments Formò. 

Emergency Procedures 
Emergency procedures, including evacuation procedures are posted in the room.  

Please familiarize yourself with these procedures.  Daily safety checks of the building, 

equipment and grounds are undertaken.  Potential hazards, risks and incidents are 

monitored by the Occupational Health & Safety committee. 

Medical Conditions 
It is important that Club Teen staff are aware of any medical conditions and allergies.  

Please ensure that Anaphylaxis forms, Epilepsy and Asthma Management forms are 

completed by your childôs doctor, if applicable. 

Behaviour Management / Code of Behaviour 
In order for the children to feel safe, secure and know the limits on behaviour, the staff 
ensures the children experience a consistent approach to behaviour management.  This 
involves developing the childôs awareness of what is appropriate behavior, what is 
inappropriate, what is safe and what angers or hurts others.  Where the child attends 
the Echuca Specialist School, with the familyôs permission, Behaviour Management 
Plans will be shared, to ensure a consistent approach.  Where a child has ongoing 
behaviours of concern assistance will also be sought (with family permission) from other 
specific disability services such as the Department of Human Services BIST team.  A 
child may be excluded from the program for consistent, unacceptable behaviour which 
puts the health and safety of children and staff at risk.  Exclusion from the program will 
be discussed with the parent/guardian prior to the commencement of the exclusion 
period. 
 
In the event of a child being involved in an incident related to unacceptable behaviour, 
and Incident Form will be completed by staff and the parent/guardian asked to read and 
discuss if required, with the Club Teen Coordinator. 
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Transporting Children 
Club Teen staff will not transport children without the prior consent of the 
parent/guardian.  Where an activity is planned that requires transport the Club Teen bus 
or other CLRS vehicles will be used. 
 
Heat & Sun protection 
Club Teen has a Sun-Smart policy.  Outside play is a valuable component of the Club 

Teen program and all children will require a hat daily. Although weather conditions will 

determine if outdoor activities continue, parents should expect that children will be 

outside and CLRS recommends, that in addition to the mandatory wearing of a hat, that 

children wear sun protective clothing. Where possible outdoor programs and play will 

take place in a shaded area.  Refer Sun-Smart policy. 

 
Clothing 
As children in Before or After School care are in school uniform, the staff will encourage 

the children to take care of their clothing while participating in activities.   

For Vacation Care programs parents are requested to dress children in clothing 

appropriate to the activities and season. Simple play clothes and running shoes allow 

children to participate without worries that their clothing will be damaged. Shorts, t-

shirts, jeans and jumpers and closed in footwear are recommended.  For sun protection 

parents are requested not to dress their child in singlet tops.  A spare set of clothes can 

be packed in your childôs bag if necessary.  Clothing should be clearly labeled. 

Personal Belongings 
Whilst every care will be taken with childrenôs personal belongings, please ensure that 
all personal belongings are clearly labeled.  If children bring toys or special items, staff 
may need to lock these in the OSHC cupboard for safety.  Where children require 
special items to be with them from home, this is to be discussed with the Club Teen 
coordinator or staff on duty.   
 
Confidentiality 
Community Living & Respite Services Inc. protects the confidentiality and privacy of 

individuals by ensuring that records about staff, families, individual children and 

management are kept in a secure place and only accessed by or disclosed to those 

people who need the information to fulfill their responsibilities in the organisation or 

have a legal right to know.  All confidential conversations will be conducted in a quiet 

area away from the children, parents and other staff.  If you wish to have a private 

conversation about your child it is preferable that you make an appointment in advance, 

in order to maintain the required staffing ratios. 
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It is a legislative requirement for CLRS to retain some records for specified periods of 

time.  Such information will be stored appropriately with restricted access. 

Newsletters & Notices 
Bi-monthly CLRS newsletters contain information regarding Club Teen programs. 
Notices are placed on the notice board (near the sign in register) from time to time as 
required.  Information is also available on the CLRS website www.clrs.org.au. 

http://www.clrs.org.au/
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Draft - Club Teen - Statement of Philosophy 

Community Living & Respite Services Inc. Childrenôs Services Program, Club Teen, 
provides community based care and education for children in the Echuca community.  

The CLRS mission is to provide quality accommodation support and respite services 
with flexible, responsive, affordable options to carers, people with disabilities, the aged 
and their families in our local and broader regional areas. 

Community Living & Respite Services Inc. holds a vision of a society enriched by the 
inclusion of all its members. 

The Club Teen Mission is to provide: 

Organised 
Outgoing 

Happy 
Safe 
Care 

Club Teen, the CLRS Childrenôs Services Program, works in a supportive partnership 
with community members, to promote the development of healthy, inclusive 
communities, and supports staff and program participants in all aspects of service 
delivery.  We endeavour to develop and create an environment that is reflective of the 
children, families and community in which we live and the values that we as a society 
hold.   

Children and their development 

We understand the importance the middle and later stages of childrenôs development 

and the value of play to realize this growth and development.  There is an 

understanding and valuing that childhood is important.  It provides the foundation for all 

future learning and development.  We identify the individual physical, social, emotional 

and intellectual levels of children by observation and plan experiences based on the 

needs, strengths and interests of each child.  Relating to children with respect, empathy, 

equity and warmth, and acknowledging and understanding childrenôs individual learning 

styles is important in our programs; along with listening to children and taking into 

account heir ideas and perspectives. 

Programs 

We acknowledge that children learn and develop through play and self-discovery.  

Programs will encourage children to make choices through child-initiated and child-

directed activities by providing experiences that incorporate these learning 
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opportunities.  We encourage cooperation in children and foster self esteem by focusing 

on positive guidance and acknowledging childrenôs strengths.  We aim to ensure that all 

experiences have positive outcomes for children and teach them to work cooperatively 

and build relationships with others.  Program support evidence based practice, which is 

updated though professional development and evaluation. 

Environment 

Children are nurtured in a happy, safe and stimulating environment.  We support 

children in the need to care for our work, encouraging the development of 

environmental awareness and a sense of responsibility and ownership. 

Diversity 

Children are valued for their culture, race, religion and it is acknowledged that children 

differ in socio-economic, family background and physical and cognitive abilities.  Within 

our programs there is an acknowledgement that each child comes into care with a 

different set of experiences, family backgrounds and cultural values.  We believe that 

being able to share a variety of experiences from diverse cultures and backgrounds 

provides children with opportunities to explore, experience and find out about 

themselves, other people and the work around them, building stronger communities. 

We are aware of different cultural and philosophical approaches to childcare within the 

community and draw on this information in communicating with families.  Our programs 

support practices that are free from discrimination, value and acknowledge diversity as 

a strength from which to learn and share information to achieve better outcomes for 

children. 

Family and Community 

We acknowledge each child and family member as individuals.  We respect the bonds 

that are established in each family, and aim to build collaborative relationships with 

families to ensure consistency for children and a sense of positive acceptance.  Family 

and community interest and involvement is encouraged and sought through 

participation and open communication within the program.  Programs provide support 

for families though positive relationships, mutual respect and shared decision making 

though consultation. Our program supports building links with agencies to advocate for 

children and families. 

Staff 

The skills and experiences of our staff are recognized and valued.  By sharing 

knowledge, providing support for one another, drawing upon each otherôs strengths and 
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recognizing each other as individuals, we aim to create a caring and stimulating 

environment in which all children and staff are encouraged to reach their full potential. 

Programs provide opportunities for all staff to participate in consultation and feedback, 

and give staff opportunities to reach their full potential and further their professional 

development. 

We value staff diversity and provide opportunities to learn and share that diversity.  The 

philosophies of Community Living & Respite Services Inc. Childrenôs Services program, 

Cub Teen, are parallel to those of current childhood practices and our programs aim to 

provide holistic, high quality care for children. 

Draft Philosophy ï Developed December 2009. 

Community Living & Respite Services Inc. 

PO Box 424, Echuca, Vic  3564 

 

Appendix 1 ï Enrolment Form. 

 

 


