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1. BUSINESS NEED
Enrolling children is a requirement under Family Assistance Law for all children who attend child care
regardless of their parent’s or guardian’s eligibility for Child Care Subsidy (Childcare Provider
Handbook 23 September, 2021).
The purpose of these procedures is to:


support families to engage with the service by providing accurate and timely advice about
enrolment and orientation; and



ensure legislative requirements are met.

2. SCOPE
These procedures apply to all children, families, carers, staff and management of Leanyer Outside
School Hours Care. This is inclusive of Before School Care, After School Care and Vacation Care.
3. PROCEDURES
4.1 Enrolment


Leanyer OSHC is committed to good governance and quality management. Our systems and
practices ensure that our record keeping meets regulatory requirements, and our practices align
with the National Quality Standard.



Leanyer OSHC accepts enrolments of children once they have commenced school. Children can
continue to use the service until they commence secondary school.



Enrolments will be accepted providing:
i.
ii.
iii.



the maximum daily attendance does not exceed the licensed capacity of Leanyer OSHC;
a vacancy is available; and
the adult to child ratio is maintained at all times.

The following are mandatory requirements for parents to access the Leanyer OSHC Service:
o

Direct Debit authorisation

o

Bond Payment of $110 per child
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o

Accounts to remain two weeks in advance at all times

o

Completion of all relevant enrolment and/or medical information

If the service is fully booked, you will be placed on a waiting list and contacted as soon as a place
becomes available.

4.2 Priority of Access Guidelines


The Australian Government has set guidelines for priority of access to OSHC. Leanyer OSHC is
required to provide access according to the following list:
i.

Priority 1 – a child at risk of serious abuse or neglect;

ii.

Priority 2 – a child of a single parent who satisfies, or of parents who both satisfy, the
work, training, study test;

iii.

Priority 3 – any other child.

Note: Leanyer School children are given priority over children from other schools.
4.3 The Enrolment Process


To enrol your child in our service, you must fill out the Leanyer OSHC Enrolment Form available
from: the front office; OSHC Office or the school website. Alternatively, you can email
admin.leanyer@education.nt.gov.au to request an enrolment form.



To allow Leanyer OSHC to fulfil its legal responsibilities and to help with the care of your child,
families must complete the entire enrolment form and provide all authorisations, permissions,
immunisation records, court orders, parenting orders and medical management plans listed.



Your child will not be permitted to commence care until the enrolment form is completed, all
documentation is provided to the service. This includes the Bond payment two weeks payment
in advance.



Please provide us with updated information if any of your details change throughout the year.



All information collected is confidential and only accessed by staff to provide the best care for
your child.



Enrolments and bookings are not carried over from year to year. Every family must submit
enrolment documentation each year.

4.4 Orientation


Leanyer OSHC’s orientation process aims to help you and your child have a smooth transition
into our service so that you feel welcome, comfortable and settled, before you start.



Families who are interested in enrolling their child in Leanyer OSHC are invited to tour the
service. You will be given information, such as room routines, the service program, current fee
structure and payment details, and how to provide feedback. Families are introduced to staff.



Enrolment can be completed at this time. Families will be given an enrolment form and
information about how to complete a Child Care Subsidy (CCS) assessment online to check their
eligibility and entitlements to CCS. Any sensitive matters, such as a child’s medical needs, court
orders or parenting plans, are discussed privately with the Director.



The child and their family will be given the opportunity to set goals for the child while they are
enrolled in the service.
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Families will be invited to bring their child to Leanyer OSHC at another time, should they wish to,
to further familiarise themselves with the environment and the staff.

4.5 On the child’s first day


The child and family will be greeted by a staff member who will show them where to sign in and
out, discuss what is happening and show where the child’s bag can be placed.



The Director will ensure the orientation checklist has been completed and documents received.

4.6 Fees
4.6.1

Bond



A bond of $110 is required for each child upon enrolment.



The bond will be used to finalise any outstanding amount when families leave the service. If
there is no amount outstanding, the bond will be reimbursed to the family.



If a family has CCS Payments, the reimbursement is processed three months after the family
leaves the service. The reason for this delay is that CCS payments/charges can take up to three
months to process.

4.6.2

Suspension of Service



Parents with overdue accounts will receive written notification to cease attending.



If care is ceased due to an overdue account, the total amount owing must be paid in full before
care can recommence.

4.6.3

Payments



Fees are set annually for Leanyer OSHC and Vacation Care.



A schedule of current fees is displayed at the service and is available for parents at all times.



Fees must be paid 2 weeks in advance. Late payments will result in a loss of place.



If children who are placed full time are absent from OSHC for one or more weeks, a holding fee
of half the weekly fee will be charged.



Fees are payable on public holidays for all permanent bookings.



Two weeks’ written notice is required for all cancellations of permanent bookings.



Full fees will be charged if less than 14 days’ notice of cancellation is given.



Occasional care must be paid for on the day of care.



When a family does not have a current Child Care Assessment Notice for Child Care Benefit or
Rebate, full fees will be charged. This includes when the family’s Child Care Benefit or Child Care
Rebate expires.



Parents will receive an invoice each week attached to their child’s attendance sheet.



You are asked to pay your fees promptly to ensure the viability of our service. Fees must be paid
by the due date.



Non-payment will result in an overdue notice and payment will be required within 7 days.



If fees are not paid according to the terms of the overdue notice, a final notice will be posted
advising that care will be suspended until outstanding fees have been paid.

4 | LEANYER SCHOOL



The full amount owing must be paid before care can recommence.



Details of individual family accounts are confidential and may only be accessed by the family
concerned and centre staff who need to access the information.



If a debt collection agency is used to recover overdue fees, any costs will be passed on to the
parent.



If you believe there is a mistake on your invoice, please inform the OSHC Director as soon as
possible.

4.6.4


Vacation Care requires a non-refundable deposit of $40.00 per child per week of booked care to
hold a place in the program.

4.6.5





Late Collection Fee

The closing time for the service is 5:30pm Monday to Friday.
A late collection fee of $1 per minute per family is charged for the first 10 minutes after the
closing time. A fee of $2 per minute per family is charged thereafter.

4.6.6


Vacation Care

Child Care Subsidy (Fee subsidy)

Families may be eligible for Child Care Subsidy (CCS). To claim, you must be registered with the
Australian Government’s Family Assistance Office.
You must lodge your application at enrolment to ensure your Child Care Subsidy notice reaches
Leanyer OSHC in time for your entitlements to commence at the beginning of care. The Service is
only able to reduce your fees on receipt of your Child Care Subsidy Notice.

4. ROLES AND RESPONSIBILITIES
Leanyer School Board
Approved provider



Ensure that obligations under the Education and Care Services National Law
and National Regulations are met.

Director
Nominated supervisor



Ensure that regulatory obligations are met in relation to enrolment and
orientation.
Implement procedures for enrolment and orientation in the service.
Ensure that an enrolment record is kept for each child which contains all
information set out in regulation 160, and authorisations from parents relating
to medical treatment, outings, health information and transportation.
Keep enrolment and other documents as set out in regulation 177, including
each child’s attendance and medication records. Keep those records
confidential and stored securely and for the period listed in regulation 183.
Notify prescribed information to the Regulatory Authority according to
regulation 175.
Take reasonable steps to ensure that staff and volunteers follow the Enrolment
and orientation policy and procedures.
Ensure that copies of the policy and procedures are readily accessible to staff,
volunteers and families.
Notify families at least 14 days before changing the policy or procedures if the
changes will affect the fees, or significantly impact the education and care of
children, or the family’s ability to use the service.









Educators



Be familiar with regulatory requirements.
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Families








Support families’ involvement in the service and contribution to service
decisions regarding the orientation of their child.
Share information with families to support their child’s transition to the
service.
Respect the culture, values and beliefs of families and incorporate their
decision-making in their child’s learning and wellbeing.
Be familiar with the information supplied by the family about the child and use
this to support the child to transition into the service.
Keep records confidential.
Complete all documentation required by the service and provide the child’s
immunisation status and Medicare number.
Provide any required authorisations; for example, for the approved provider,
Director or staff to seek medical treatment for the child from a registered
medical practitioner, hospital or ambulance service and, if required,
transportation by an ambulance service.
Notify the service upon enrolment of any specific health care needs of the
child, including any medical conditions, allergies or dietary restrictions and any
medical management plans that need to be followed.
Provide details of any court orders, parenting orders or parenting plans in
relation to the child.
Ensure all information about the child and family held by the service is up-todate.

