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Hawthorndene Primary School OSHC  
Fees, Booking, & Payment Policy 

 

NQS 
QA7 7.3.2 Administrative systems are established and maintained to ensure the effective operation of the service. 
 7.3.5 Service practices are based on effectively documented policies and procedures that are available at the 

service and reviewed regularly. 
 

National Regulations 

My Time, Our Place 
LO3 Children become strong in their social and emotional wellbeing. 

Children take increasing responsibility for their own health and physical wellbeing. 

 
The Hawthorndene Primary School OSHC service sets fees in accordance with our annual budget to meet the income 
required to develop and maintain a quality service for children and families. We strive to ensure that our service is 
affordable and accessible to families in our community. The annual budget is ratified by the Governing Council 
annually, or as necessary, and monitored carefully throughout the year. 
The service uses Spike software which is a package specifically designed to process bookings, attendances and 
produce a statement to show family fees. This package is approved for the Australian Government by the Department 
of Education, Employment and Workplace Relations. 
The service will support families by providing relevant information regarding the Childcare Subsidy. Families are 
however responsible for liaising with the Family Assistance Office (FAO) and registering for an online MyGov account. 
Hawthorndene Primary School OSHC service is unable to communicate with the FAO with regard to details of the 
Childcare Subsidy. This is a confidentiality matter for all parties. 
 

General 
­ Registration fee: This is an annual $25 fee which is charged per family. This fee does not attract Child Care 

Subsidy 
­ Accounts are issued weekly on a Tuesday for the dated week prior 
­ Hawthorndene OSHC uses Fat Zebra Direct Debit (DD) system for all fees payable. Families must nominate a 

bank account or Credit card for fees to be debited from. Fee’s are deducted weekly, on a Thursday, for 
amount issued in the previous days invoice. This service incurs no fees, however if the owed amount is not 
available in the nominated account at time of transfer a fee may be applied to your account for insufficient 
funds. It is families responsibility to ensure sufficient funds are available at time of transfer. Unless a week 
falls on a public holiday, everything will be pushed a day 

­ As proof of payment, a receipt will be issued, or a receipt number issued for online transactions on the 
follow weeks invoice 

Regs 77 Health, hygiene and safe food practices  

78 Food and beverages 

79 Service providing food and beverages  

80 Weekly menu  

90 Medical conditions policy  

91 Medical conditions policy to be provided to parents  

162 Health information to be kept in enrolment record  

168 Education and care service must have policies and procedures 
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­ Families with outstanding accounts are encouraged to discuss the position with the Director for an 
agreeable solution/outcome. 

­ Families fees and accounts will be confidential and stored appropriately. 
­ Families may request their own account records at any time, and particulars of fees will be available to 

families, upon request. 

Child Care Subsidy  
­ Eligible families will be able to access Childcare subsidy from Centrelink. 
­ Families must submit a Childcare Subsidy claim with Centrelink. Families can access further information on 

the Child Care Subsidy and Additional Child Care Subsidy via the Services Australia and MyGov online facility 
­ Once enrolled with HPS OSHC, the enrolled parent will need to confirm their enrolment with HPS OSHC to 

begin receiving their subsidy payments. Failure to do this may result in full fees applying.  
­ Child Care Subsidy Allowable Absences will appear on each family’s weekly invoice. 
­ Child Care Subsidy Gap fees cannot be paid using cash. (https://www.education.gov.au/child-care-

package/provider-obligations/changes-gap-fee-payments-july-2023)  
­ If your child hasn’t attended the service for 14 weeks in a row, your enrolment at the service will end and any 

CCS payments paid for the absences after their last physical attendance will be recovered by Centrelink.  
 

Bookings and Cancellations 
The following information is prepared in accordance with the Australian Government requirements as set out in the 
Child Care Service Handbook. Each family is expected to make bookings, in advance, for the care sessions required. 
Information must include dates and full names of children who will attend, to ensure that the service is prepared with 
resources, training and staffing to meet the children’s needs. 
The program and educator rosters are based on bookings and so the service will charge fees for booked care that is 
not used. 
Service policies and procedures ensure that for any given session there is a list of children booked for care so that 
educators can accurately check attendances and efficiently follow up any booked children who do not arrive. 
The service provides families with information about approved and allowable absences (on their invoice). 
No fee will be charged if a medical certificate for the child’s illness or medical condition/procedure is provided to 
cover the missed session(s). If such a medical certificate is not provided, the session will be marked as ‘absent’ and 
account will be charged the full amount.  
 
Permanent OSHC bookings are made for the full school year and must be requested on an enrolment form each year. 
School term bookings can be made either on a weekly or fortnightly basis. Any changes to permanent bookings must 
be emailed to the Director. If you are removing any permanent bookings, the service requires 2 weeks notice. If you 
choose to not attend the 2 weeks where notice has been made, you will be marked as absent and charged accordingly. 
Irregular and casual bookings can be accommodated either by Facebook message or using online parent childcare 
app. There is no guarantee on casual availability. Two week’s notice is also require to cancel any casual/irregular 
bookings without charge, notification less then 2 weeks prior will result in the full fee being charged (CCS still 
applicable, but will be noted as an allowable absence) 
 
Each child is permitted two week’s holiday absence per school year at 50% reduction in rate (term time only). Please 
advise the Director of your absence. 10 business days needs to be given for holiday leave to be applied. This must be 
taken in weekly increments – not individual days. You will not be charged for this time.  
 
Vacation Care bookings must be online via the Childcare App SPIKE by the parent/guardian. The Vacation Care 
program and bookings will be available from week 7 of each term.  
Bookings are made for each Vacation Care period, not for the full school year. Consent forms for excursions to be 
signed via online form. Excursion bookings are subject to cancellation if consent forms are not signed prior to 
Commencement of the Vacation Care period.  

Via Spike Online Booking system there is a 2 hour window to cancel or change bookings without charge. Any 
cancellations after this window need to be made in writing (email) to VACOS Director by close of business 7 
business days before holiday period starts (i.e Wednesday of week 9).  
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Reception children can access the OSHC and Vacation Care services once they have attended their first day of school. 
Ie Autumn (April) Vacation Care for Start of Year receptions or Sep/Oct Spring holidays for mid year intake receptions.  
 
 
Children who are not collected from school are sent to the service. In the event of this emergency care being 
required, as much information as possible should be sought from the school; 
– child enrolment information (phone numbers, etc.) 
– child health care plans 
– required permission, if possible, from the family 
 

Current Fees 
Session Title  Operating session hours  Fees before CCS  

Before School Care  7:00am – 8:30am (1.30hrs)  $13  

After School Care  3:10pm – 6:15pm (3.05hrs)  $25  

Home day (VACOS/Pupil Free)  7:00am – 6:15pm (11.15hrs)  $60  

Incursion day (VACOS/Pupil Free) 7:00am – 6:15pm (11.15hrs)  $65  

Excursion day (VACOS/Pupil Free) 7:00am – 6:15pm (11.15hrs)  $68  

These costs include breakfast and/or afternoon tea. Some excursion days may incur an extra fee depending on the 
activity on the program. You will be notified of this via the program. 
 

Penalty for Late Collection 
All children must be collected by 6:15pm sharp. In the case of unforeseen emergencies, the Director must be 
notified. Late collection past 6:15pm will be charged as below: 
 
1st instance - $10 late fee + $1 per min  
2nd instance - $10 late fee + $2 per min 
3rd instance - $10 late fee + $5 per min 
 
After the third instance parents were to meet with the Director to discuss further use and access to the service for 
an agreeable outcome.  
 
– Late fee will be applied to weekly invoices 
– Late collection time will be documented on the electronic sign out system, charged on invoice, and receipted 
– Continued late collection will result in families being unable to use the service. 
 

Budget 
– The service fees must be set to meet the budget for each financial year. 
– The OSHC Director, School Business Manager, and Principal will develop the annual budget detailing annual 

estimated income and expenditure. The final budget will be ratified by the Governing Council. 
– There will be ongoing monitoring of the budget and, should it be necessary to amend fees, families will be 

given a minimum of 14 days’ notice of any fee increase (refer to Regulation 172). 
 

Financial management 

– The Hawthorndene Business manager (BM) carries out any banking necessary on a weekly basis. Direct 
Bank Deposit information will be receipted on a daily/weekly basis.  

– School BM prepares financial reports for the Governing Council. Such reports should detail the following: 
income and expenditure and how this compares with the budget forecast; and any relevant comments 
pertaining to the report. A financial report should be made to the OSHC Committee and, subsequently, the 
Governing Council once a term. This should be acknowledged and recorded in the meeting minutes.  
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– School BM prepares the wages for OSHC staff. This is done fortnightly and using a set pay sheet, are taken 
down to the school each alternate Wednesday morning. This applies to vacation care periods as well.  

– Director maintains the OSHC staff records and entitlements in accordance with Award entitlements. 
– Director to meet with BM each term to ensure Award related pay increases are in place. 
– Directors can spend up to $200 without prior approval. In excess of $200 approval must be sought from the 

OSHC committee.  
– The service is audited annually, endorsed by the Governing Council and the auditor’s recommendations 

considered. 
 
Copies of all financial records will be kept for a minimum of seven years and will be available for inspection by 
Australian Government officers. 
 
Financial records must comply with: 

– Any agreement with the Australian Government in respect to Child Care Subsidy and grants for Outside 
School Hour Care Services. 

– Other Australian and State Government legislation, such as Income Tax Assessment Act 1936 (Australian 
Government), Superannuation Guarantee Charge Act 1992 (Australian Government), and relevant industrial 
Awards and organisational policy. 

– The requirement to keep an assets register, including all items over $100 owned by the service. It will be 
maintained by a nominated person (Jackie Miller). 
 

Key personnel need to be aware of the enrolment advances from DEEWR and ensure that these are managed as a 
liability in the accounts. 
 

Debt Management 
Services rely on fees to cover all operational costs. It is important that fees are collected regularly so that staff can be 
paid and other expenditures met. Effective monitoring of the income and expenditure reports against the service 
budget is essential. 
 
Confidentiality: Individual names and details will not be discussed openly by members of staff, OSHC management or 
the Governing Council. Information should only be available to the nominated persons required to take action. 
 
Unpaid fees are subject to Fat Zebra’s terms and conditions and will be followed up with them as the external party.  

 

Fat Zebra  
Fat Zebra a third-party company that is a payments network and payment gateway that helps businesses accept 
payments and manage their online operations, offering a single platform with access to global payment options and 
a focus on high performance, innovation, and service. Fat Zebra Pay System ensures secure, efficient, and transparent 
payment processing, offering seamless transactions while prioritizing user privacy and data protection in compliance 
with relevant financial regulations.   

 
­ Fees will only be debited once in a 7-day period.  

­ All families will be required to fill out a Direct Debit Authority, giving Hawthorndene Primary School OSHC 
permission to debit the fees payable.  

­ There will be a Terms and Conditions available with the authorisation form  

­ It is the account holder’s responsibility to ensure sufficient funds are available at the time of transfer. 
Failure to do so may result in additional fees due to declined payment.  

 

Complaints retaining to administration of Child care subsidy  
Families who wish to raise concerns regarding the management of Child Care Subsidy should speak with the 
Nominated Supervisor in the first instance. The Nominated Supervisor will follow the steps as outlined in this policy, 
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including advising the Approved Provider of all grievances. Families can raise concerns regarding management of 
the Child Care Subsidy to the dedicated  
Child Care Tip-Off Line either via phone or email:  
Phone: 1800 664 231  
Email: tipoffline@education.gov.au 
 
 

Approved by Hawthorndene School Governing Council 23/06/2025 

Review  

The policy will be reviewed annually by: 

• Management 

• Employees 

• Families  

• HPS Governing Council  

Last reviewed By who Changes made 
April 2025 Lauren and Sam  - Small wording changes  

- Added in Fat zebra  
- Added in Complaints retaining to administration of Child care 

subsidy  
- All bookings 2 week cancellation notice period 
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