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1. Purpose and Scope
1.1 This policy outlines the arrangements for Outside Hours Care (“OHC”) and Vacation Care provided by Ashgrove West Preschool Centre Inc. (“AWPS” or “the Centre”). It applies to children enrolled at AWPS kindergarten, their families, staff, and the Management Committee responsible for administering the service.
1.2 The purpose of this policy is to provide clear and consistent guidance regarding bookings, cancellations, fees, attendance, collection, operating hours, and service availability for OHC and Vacation Care.
1.3 This policy supports the safe, sustainable, and effective operation of the service and assists the Centre to meet staffing, supervision, and educator-to-child ratio requirements.
1.4 This policy should be read in conjunction with any other relevant Centre policies and procedures relating to child safety, supervision, fees, health and safety, and enrolment.

2. Guiding Principles
AWPS is committed to providing OHC and Vacation Care in a manner that is:
· Safe, supportive, and responsive to the needs of children and families
· Clear and consistent in relation to bookings, attendance, and fees
· Managed in accordance with required supervision and educator-to-child ratios
· Operated in a way that supports the effective and sustainable running of the Centre

3. Definitions
For the purposes of this policy:
3.1 Outside Hours Care (OHC): Care provided by the Centre outside standard kindergarten session hours, including before Kindergarten and after Kindergarten care sessions operated by AWPS.
3.2 Vacation Care: excluding public holidays, pupil free days, and Centre closure periods as determined by the Centre
3.3 Permanent booking: A regular ongoing booking for an agreed OHC session.
3.4 Casual booking: A booking requested on an as-needed basis, subject to availability.
3.5 Authorised nominee: A person nominated by a parent or guardian and approved to collect a child from the Centre.

4. Service Overview
4.1 AWPS offers before kindergarten care, after kindergarten care, and Vacation Care for children currently enrolled at AWPS kindergarten. OHC and Vacation Care are only available to enrolled children of the Centre and are not available to siblings or other children who are not enrolled at AWPS.
4.2 All bookings are subject to service availability, staffing capacity, and compliance with educator-to-child ratios.
4.3 The Centre reserves the right to limit, decline, or adjust bookings at its discretion to ensure compliance with staffing, supervision requirements, and safe operation of the service. 

5. Bookings
5.1 Booking requests for OHC and Vacation Care are to be made by email where possible or by contacting the Centre directly by telephone. When making a booking request, families must provide the child’s name, the day required, and the requested start and finish time
5.2  Families are encouraged to submit booking requests with at least twenty-four (24) hours’ notice wherever possible. Emergency or short-notice casual bookings, including where a family may be running late, may be accepted at the Centre’s discretion and are subject to availability, staffing capacity, and educator-to-child ratio requirements.
5.3 Permanent OHC bookings may be arranged on an ongoing basis by agreement with the Centre.
5.4 Casual OHC bookings and Vacation Care bookings are subject to availability at the time the request is made.
5.5 During Vacation Care, children will be prioritised for their usual booked attendance days. Requests for additional days will be subject to availability and staffing ratios, with bookings allocated on a first in, first served basis.

6. Cancellations
6.1 Cancellation notice is required to support staffing arrangements and compliance with educator-to-child ratios.
6.2 Permanent OHC bookings require a minimum of one (1) week’s written notice for cancellation or change.
6.3 Casual OHC bookings and Vacation Care bookings require at least twenty-four (24) hours’ notice for cancellation.
6.4 Where the required notice is not provided, the Centre may charge the full fee for the booked session.

7. Fees and Payment
7.1 OHC permanent bookings are charged at $10 per hour (reviewed annually and are subject to change by review from the Management Committee). 	Comment by AWPS Administration: Comment: The 2027 fee structure needs to be reviewed. Consider stating that, from 2027, Before Hours Care will be charged as a flat fee, with a rate of $15 for Monday to Wednesday mornings and $10 for Thursday and Friday mornings?  After Hours Care should remain charged at the applicable hourly rate, with fees calculated in set hourly increments. 
7.2 OHC casual bookings are charged at $15 per hour (reviewed annually and are subject to change by review from the Management Committee).
7.3 Vacation Care is charged at $70 per day (reviewed annually and are subject to change by review from the Management Committee).
7.4 In 2026, OHC fees are charged in fifteen (15) minute increments. From 2027, Before Hours Care will be charged as a flat fee, with a rate of $15 for Monday to Wednesday mornings and $10 for Thursday and Friday mornings. After Hours Care will continue to be charged at the applicable hourly rate, calculated in set hourly increments. All OHC and Vacation Care fees are reviewed annually and are subject to change following review and approval by the Management Committee
7.5 OHC and Vacation Care are not registered for Child Care Subsidy (CCS). Families are responsible for payment of the full fee, as no government subsidy is available for these services.
7.6 Late collection fees will apply where a child is collected after the scheduled closing time at a rate of $2 per minute or part thereof, unless otherwise advised by the Centre.
7.7 Fees are payable by the due date advised by the Centre.
7.8 Where fees remain unpaid, the Centre may suspend or decline future OHC or Vacation Care bookings until the account is brought up to date, in accordance with the Centre’s Payment of Fees Policy


8. Attendance and Collection
8.1 Children must be signed in and signed out in accordance with the Centre’s attendance procedures.
8.2 Children may only be collected by a parent, guardian, or authorised nominee recorded with the Centre and approved in accordance with enrolment records.
8.3 The Centre may request photo identification where necessary before releasing a child to any person collecting them.

9. Operating Hours and Service Availability
9.1 OHC operates during school terms only and is available at the following times:
· Monday to Wednesday: 7.15am to 8.20am and 2.30pm to 5.30pm
· Thursday and Friday: 7.15am to 8.00am and 3.30pm to 5.30pm
9.2 Vacation Care operates between 8.00am and 5.00pm on approved program days.
9.3 Afternoon tea is provided during after school OHC sessions.
9.4 The service does not operate on public holidays, pupil free days, or during the Centre’s annual Christmas closure period of approximately two (2) weeks.
9.5 The Centre reserves the right to cancel an OHC or Vacation Care session where it is unable to meet educator-to-child ratio requirements, staffing requirements, or due to other unforeseen circumstances that may impact the safe operation of the service. Where the Centre cancels a session for these reasons, families will not be charged for that session.

10. Policy Creation, Approval and Review
10.1 This policy was created and approved by the Management Committee of Ashgrove West Preschool Centre Inc.
10.2 This policy will be reviewed yearly, or earlier if required due to operational changes, legislative or regulatory changes, or at the direction of the Management Committee.
10.3 Any updates to this policy will be approved by the Management Committee and communicated to families and staff.
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