LOWER PLENTY PRIMARY SCHOOL OSH  [image: ]
126 Main Road, Lower Plenty 3093
Phone: 9435 2585 Fax: 9432 0844
Email: lower.plenty.ps@edumail.vic.gov.au
Website: www.lowerplentyps.vic.edu.au
CARE ● HONESTY ● ACHIEVEMENT ● RESPECT ● RESPONSIBILITY ● FUN
BOOKING POLICY
PURPOSE  
Lower Plenty Primary School OSHC maintains clear booking and attendance records to support safe staffing, supervision and planning. Families are informed about bookings, cancellations, fees and availability of places.

SCOPE  
This policy applies to children, families, staff, management and visitors of the OSHC Service.
IMPLEMENTATION  
Procedures
· When bookings are made by authorised parties for children to attend the service, it shall be required that: 
· Bookings are allocated in line with the service Access Policy and available places;
· A completed enrolment record, including required authorisations, medical and emergency information, is received before the child attends;
· Families are informed of booking arrangements, fees, cancellation conditions and relevant service policies.
· Staff responsible for bookings will record and confirm changes in the service booking system. The Coordinator will check bookings against attendance and staffing arrangements.
· Fees for booked sessions and absences are charged in accordance with the published fee schedule and applicable Child Care Subsidy (CCS) absence rules. Families will be advised of any charges.
· Casual bookings are accepted only where places and appropriate staffing and supervision are available within the service’s approved capacity.
· Families may request casual before or after school care bookings through the service. The Coordinator or Nominated Supervisor will confirm whether a place is available before attendance.
· All children must have a confirmed permanent or casual booking before attending the service.
· Vacation Care and pupil-free-day bookings must be submitted using the service booking process and confirmed before attendance.
Cancellations
Bookings must remain within the service’s approved capacity and staffing arrangements. A permanent booking unused for four consecutive weeks may be reviewed. The Coordinator will contact the family and give written notice before any place is cancelled, taking individual circumstances into account.
Families must notify the service when a child will be absent or a booking needs to be cancelled. For after school care, cancellations received after 10.00 am may incur a late cancellation fee of 50% of the session charge, as set out in the published fee schedule. Staff must update the booking and attendance records promptly so every child is accounted for.
FURTHER INFORMATION AND RESOURCES  
· Education and Care Services National Law (Victoria)
· Education and Care Services National Regulations: 102, 158–162, 168
· National Quality Standard: Quality Areas 2, 6 and 7
· Australian Government Child Care Subsidy rules and service fee schedule
REVIEW CYCLE AND EVALUATION
This policy was reviewed in October 2026 and is scheduled for review in October 2028, or earlier if requirements change.
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