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Burnside Primary School Out of School Hours Care 
 

OSHC Bookings and Cancellations 

 

NATIONAL QUALITY STANDARD (NQS)  

 QUALITY AREA #7: Governance and Leadership  

7.1 Governance Governance supports the operation of a quality service. 

7.1.2 Management Systems 
Systems are in place to manage risk and enable the effective 
management and operation of a quality service. 

7.1.3 Roles and Responsibilities 
Roles and responsibilities are clearly defined and understood and 
support effective decision making and operation of the service. 

  

EDUCATION AND CARE SERVICES NATIONAL REGULATIONS   

168 Education and care service must have policies and procedures. 

 

RELATED POLICIES   

  

[List here].  E.g. 

Administration of Medication Policy  

Administration of First Aid Policy  

Code of Conduct Policy   

Educational Program Policy   

Emergency Evacuation Policy  

Family Communication Policy   

Incident, Illness, Accident and Trauma Policy  

  

Interaction with Children, Family and Staff Policy   

Orientation of New Families Policy   

Privacy and Confidentiality Policy   

Respect for Children Policy   

Safe Transportation Policy  
Supervision Policy  
Water Safety Policy  
 

  

PURPOSE  

 For parents to gain a clear understanding of the Service fee structure ensuring child care fees 

are paid on time. 

 Bookings made in advance to enable the Coordinator to provide a safe, quality program for all 

children. 

 To ensure the appropriate educator/child ratios are followed. 
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IMPLEMENTATION  

The fee structure of the Service includes: 

 

After School Care $21 per session 

Before School Care $10 per session 

Vacation Care $65 per day 

Pupil Free Days $40 per day 

End of Term Day $20 per session 

End of year ASC $25 per session 

 

These fees apply whether for permanent or casual bookings.  

Child Care Subsidy 

OSHC has no control over decisions made by the Commonwealth Government as to the amount of CCS 

you receive. OSHC uploads all enrolment information to the Commonwealth Government as per 

legislation. CCS is paid directly to OSHC who passes it on to families as a fee reduction. It is each family’s 

responsibility to estimate their annual income with the Commonwealth Government. This information 

will be used to determine your rebate and will adjust your payments if you estimate your income 

incorrectly. All questions relating to CCS need to be directed to Centrelink. Issues with CCS and 

Centrelink do not negate your responsibility to pay the amount on your account.  
 

Booking Definitions 

To ensure adequate educators are rostered and for the safety of your child, it is vital that your child be 

booked into OSHC in advance. 

 

Permanent Bookings: 

Regular bookings made for the same days of AFTERSCHOOL CARE each week on an ongoing basis-

excluding Before School Care and Vacation Care and will be set for the full school year. 

 

Cancelling an After School Care Booking 

No fee is charged for bookings that are cancelled by phone, text, email or in person if notified by 

9.30am on the day of the booking or prior to. 
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Children who are sent home early from school due to illness and are booked to attend OSHC on the 

same day, will be marked as “absent” and charged the full amount. 

 

Children Referred from School 

Children not collected from the school by 3.30pm will be sent to OSHC. The parent/carer will be liable 

for any fees incurred. 

 

Casual Bookings: 

Bookings can be made for one off days, either in advance or on the day. This may also be for short 

periods of time. 

 

Vacation Care Bookings: 

Booking forms are available from the OSHC centre approximately 4 weeks prior to the program 

beginning. Vacation Care forms must be completed and returned to OSHC. 

 

Vacation Care bookings must be received by the Wednesday of the last week of term enabling us to 

allocate sufficient staffing for each day of Vacation Care. Bookings made after this time may not be 

guaranteed. 

NB- The Vacation Care program is subject to change without notification.  

 

Cancellation Policy Vacation Care 

On receipt of booking forms any cancellation of days even if it is to swap days will be charged for as per 

your usual charges per vacation day, unless notification is received 7 days prior to the scheduled 

booking day. Children who are sick and have a doctor’s certificate will not be charged. Similarly where 

your child has tested Covid Positive and the service is provided with a screen shot from SA Health or a 

positive RAT, no charges no charges will be incurred. 

 

Pupil Free Bookings 

Pupil free day Bookings are made prior to the relevant day. If your child normally attends OSHC on that 

day they WILL NOT be automatically enrolled for that day. 

 

Bookings 

All bookings should be made in advance where possible. All bookings can be made via enrolment forms, 

text, email, phone call, OSHC diary or to the service or in person. 
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Notification of Cancellation: 

To ensure the safety of all children, parents/carers are expected to notify the program if their child is 

not attending OSHC. We don’t automatically receive notification from the school of children away or if 

they leave as an early departure. 

 1 weeks’ notice is required to permanently cancel permanent bookings. 

 All non-attendance still incurs the daily fee regardless of permanent or casual bookings if 

cancellations are not made prior to 98.30am.  

 Cancellation of Vacation Care bookings must be made 7 days prior to the booking date. After 

this time full fee charges will apply. 

 Fees will not be charged for school camps or closure of the program due to public holidays. 

 Families taking extended holidays (5 days or longer) can cancel their bookings for the duration 

of the holiday. 

 

Late or Non-payment of Fees 

The Director must be notified if difficulties arise with payment of fees. Families are welcome to discuss 

the option of entering into a payment plan with the Director at any time. 

 

Late Pick Up 

All children must be collected by 6.00pm sharp. In case of an unforeseen emergency the Director must 

be notified. Please make contact via: 

 Landline     83323918 or 

 Mobile        0417807430 

A late fee penalty of $15 for each 15 minutes, or part thereof, is charged for children not collected by 

6.00pm. Penalties also apply during Vacation Care. 

 

SOURCES: 

 Australian Government Child care Service handbook. 

 National law: section 175 

 National regulations: regulation 177 

 Family Assistance Office. 

 

REVIEW  

POLICY REVIEWED  May 2022 NEXT REVIEW DATE  May 2025  
 

MODIFICATIONS  

• Notification to cancel bookings must now be received 7 days prior to 
the commencement of the holiday program  

• Adjustment to the time referred to OSHC after to school from 3:45 to 
3:30pm. 
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• Fees adjusted to reflect the rise from Term 3 2022. 
• SA Health notification is now accepted for illness. 
• Payment plans are included re fee payment. 

POLICY REVIEWED  PREVIOUS MODIFICATIONS  
NEXT REVIEW DATE 
 

ENDORSED BY GOVERNING COUNCIL:  ______________________________________ 
 

 

 


