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YACKANDANDAH OUTSIDE SCHOOL HOURS CARE
FEES & BOOKINGS POLICY JUNE 2015
Quality Area 7

PURPOSE: 
Yackandandah Primary School is a quality Child Care Service provider, offering Before and After School Care and Vacation Care to school aged children of the Yackandandah community.

The OSHC Enrolment, Fees & Bookings Policy provides a clear statement of enrolment procedures for families intending to use Outside School Hours Care, clear information on the fees payable by families, information on subsidies available to families and placement booking procedures.  This policy aims to assist in the administration and financial management of Child Care Service provided and aims to facilitate ease of use of the service for families.
GUIDELINES: 
Enrolment
· An Enrolment Form must be completed each school year for each child using the service prior to bookings being accepted.
· Information requested on the OSHC Enrolment Form will meet all Children’s Services Regulation requirements.
· Parents must provide accurate information on the OSHC Enrolment Form and keep these details current at all times.
· Child Care Benefits (CCB) through the Family Assistance Office (FAO) will be processed through the Child Care Management System (CCMS) to apply fee reductions to family accounts.  It is the responsibility of the family to provide full details of the parent claiming CCB on the Enrolment Form.
· There is no limit on the enrolment numbers of the service.
Fees

· Fees for all OSHC sessions will be invoiced to the family fortnightly.
· Payments should be made to the Yackandandah Primary School by either cheque, cash or by electronic payment.
· Family accounts should be kept current, no more than 14 days in arrears, with account balances under $100 at all times.
· Difficulty in payment of overdue fees should be discussed by families with the Principal to avoid further participation in the programme being suspended.
· Outside School Hours Care fees are determined by the Principal and reviewed annually.
· Late collection fees and Late Cancellation fees are applicable (refer bookings section).
· 2015 Fees : 

Before School Care 
$10 per session
After School Care
$15 per session

Vacation Care

$35 per session
Bookings

· All bookings for care need to be made as soon as possible prior to the day/session required.
· Permanent bookings are positions guaranteed for the full term, request forms are made available for each child enrolled in care. Permanent booking requests must be made each year, they do not automatically roll over to the following year as a new enrolment needs to be made each year.
· Whilst Permanent bookings guarantee a child’s place in care, prior notice of cancellation or absence is required.
· Families will be liable for full fee payments where less than 24hours notice is given of cancellation for Before School Care or After School Care.
· Late cancellation fees will be set by the Principal, in consultation with OSHC staff and School Council, and reviewed annually.
· Adequate notice is considered to be contact by phone/email to the school more than 24 hours before the booked session.
· Adequate notice is considered to be contact by phone/email to the school within 48 hours of the session for Vacation Care.
· It is recognised that early cancellation for Before School Care or After School Care may be difficult, for example, where a child wakes up ill on the day of care.  In this situation there will be no cancellation fee applied.

· Casual bookings are available upon request and will be made where there is a vacant position for the day/session.  Advance notice of Casual bookings allows for staffing arrangements to be made.  Where a casual booking request is made on the day required, staffing may not be possible.  Casual bookings are subject to late cancellation fees when inadequate notice of cancellation is given.
· The service will operate over nominated hours and provide places for each type of care in accordance with the licence, these being:
Before School Care

15 places available
from 7.00am to 8.45am each school morning

After School Care

30 places available
from 3.30pm to 6.00pm each school afternoon

Vacation Care

15 places available
from 8.00am to 6.00pm on days nominated on the 




Yackandandah Primary School Term Calendar

Pupil Free Days 

15 places available
from 8.00am to 6.00pm on days nominated on the 






Yackandandah Primary School Term Calendar
· Vacation care bookings should be made by the Monday before the end of term to assist with staffing arrangements.  Where families have permanent bookings for Before/After school care it does not mean children are automatically booked in to Vacation Care.

· Vacation care bookings are subject to late cancellation, equal to the full cost of the session fee.  Late collection fees are also applicable, refer Late Collection section below.
· Pupil Free Days are charged at Vacation Care rates, and are subject to late cancellation and late collection fees.  Bookings for Pupil Free Days should be made by the Monday one week prior to the session.
· Priority for bookings for Vacation Care and Pupil Free Days will be given to students enrolled in years prep to six at Yackandandah Primary School and regular users during term times.
· Children using the service for After School Care, Vacation Care and Pupil Free days must be collected by 6.00pm at the latest.  Late collection of children will incur a fee.  The late collection fee will be calculated at $10 for every 15 minutes.
OUTCOMES EXPECTED:

· Improved Emergency management through accuracy of medical and special needs records
· Adherence to Children’s Services Regulations

· Streamlined staffing arrangements through accurate bookings
· Greater budgetary control 
· Improved and fairer access to placements
RESPONSIBILITY:

The OSHC Enrolment, Fees & Bookings Policy is the responsibility of the Policy sub-committee of Yackandandah Primary School Council.

Under the direction of the Principal, the OSHC Administration Officer, OSHC Co-ordinator, Business Manager and OSHC Staff are responsible for ensuring the OSHC Enrolment, Fees & Bookings Policy is enforced.
Review of procedures will be scheduled during staff meetings.
ASSOCIATED POLICIES / DOCUMENTS:

OSHC Policy Document
YPS Electronic Payments Policy

Children’s Services Act 1996

Children’s Services Regulations 2009

Child Care Service Handbook 2010-11

Child Care Management System (CCMS)

REVIEW:

The OSHC Enrolment & Fees Policy will be scheduled for review in accordance with the policy review table in December 2016.
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