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Acknowledgement of Country
YWCA Canberra proudly recognizes the rights of Aboriginal 
and Torres Strait Islander peoples to won and control their 
cultures, and pays respect around these rights. YWCA Canberra 
acknowledges the need to respect and encourage the diversity  
of Indigenous cultures and aims to respect Indigenous worldviews, 
lifestyles and customary laws.
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Before School Care
Charles Conder – Tom Roberts Cres, Conder

Hawker - Erldunda Cct, Hawker

Kingsford Smith - Starke St, Holt

Macquarie - Bennelong Cres, Macquarie

Majura – Knox St, Watson

Rosary - Fleming Street, Watson

St Benedict’s – Tallara Pkwy, Narrabundah

Turner - David Street, Turner

After School Care
Charles Conder - Tom Roberts Cres, Conder

Hawker - Erldunda Cct, Hawker

Kingsford Smith - Starke St, Holt

Lyneham – Brigalow St, Lyneham

Macquarie – Bennelong Cres, Macquarie

Majura – Knox St, Watson

O’Connor Co-Op – Macpherson St, O’Connor

Rosary – Fleming St, Watson

St Bedes – Hicks St, Red Hill

St Benedict’s – Tallara Parkway, Narrabundah

St Thomas More – White Cres, Campbell

Turner – David St, Turner

Yarralumla – Loftus St, Yarralumla

Pre-School Care
Charles Conder - Tom Roberts Cres, Conder

Kingsford Smith - Starke St, Holt

O’Connor Co-Op – Macpherson St, O’Connor

Turner – David St, Turner

School Holiday Program
Kingsford Smith - Starke St, Holt

Majura – Knox St, Watson

St Benedict’s – Tallara Parkway, Narrabundah

Turner – David St, Turner
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Centralised Bookings/Enrolments
YWCA Childcare Accounts
P: 02 6180 5777
E: childcareaccounts@ywca-canberra.org.au

Program Operating Hours
All programs are closed on Public Holidays and  
Pupil Free days. Only School Holiday Programs  
operate during the School Holiday periods.

Before School Care: 7.30AM – 9.00AM
After School Care: 3.00PM – 6.00PM

Pre-School Care: Pre-School Care hours can be advised on enrolment

School Holiday Programs: 8.00AM – 6.00PM

Bookings
Permanent 1 – 5 days

Casual as needed (minimum 24 hours notice  
is required, places are not always available)



6

Children’s 
Services 
Philosophy
Within YWCA Canberra’s Children’s Services Programs,  
we understand that the experience of childhood is  
a unique journey. We value childhood as important  
in the present and as well as providing the foundation  
for all future learning and development. 

Our aim is to provide children and families with  
a sense of belonging through ensuring a safe,  
supportive, respectful and inclusive environment.

Our role is to develop and create rich, engaging and  
play-based learning environments which are reflective  
of the children’s interests and allow for exploration.  
We ensure this by providing children with the skills  
and experiences to develop as life long learners and  
to become competent, active and informed individuals.

Our educators uphold the values, views and outcomes 
from the National Quality Framework, Early Years 
Learning Framework and My Time, Our Place  
Framework for School Age Care. 

The principles and practices of our programs are  
designed to promote children’s holistic development, 
whilst being reflective of the United Nations  
Convention on the Rights of the Child. Continue to believe  

that if children are  
given the necessary  
tools to succeed,  
they will succeed  
beyond their wildest  
dreams!
David Vitter, U.S. Senator“

“
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Welcome to School 
Age Care (SAC)

YWCA Children’s Services:
YWCA House, level 3, 71 Northbourne  
Avenue, Canberra 2601
T: 61805777
E: childcareaccounts@ywca-canberra.org.au
This information booklet must be read before completing 
the Enrolment Form as you are agreeing to abide by the 
conditions and obligations listed.

YWCA Canberra aims to deliver high quality care to all 
children attending our programs. We work closely with 
families, the school and community and welcome all  
suggestions and feedback.

Our educators have been selected to ensure that children 
attending our programs have the best quality care, in a 
safe and friendly environment. Current educator ratios,  
as determined by statutory regulations, are one educator 
to every eleven children with a minimum of two educators 
present at all times. Programs may host work experience 
placements and volunteers who are fully supported and 
supervised while at the program.

This booklet provides information regarding booking  
arrangements, fees and payment of accounts, policies  
and procedures and other relevant details. If you require 
additional information or have any questions please  
contact us at childcareaccounts@ywca-canberra.org.au  
or call 02 6180 5777.

Our School Age Care Programs operate under the  
National Quality Framework (NQF) and the ‘My Time,  
Our Place’ framework for School Age Care. Family 
participation in the Assessment and Rating Process 
is essential and your involvement and feedback is 
encouraged and appreciated.

License Standards set out by the Children’s Policy  
and Regulation Unit (ACT Department of Education  
and Training) require all families to provide up to date 
information about their child especially contact numbers 
for parents and emergency contacts. Please ensure any 
changes to information is updated at the program and 
educators are aware of any details that may impact on 
the child’s involvement at the Program. YWCA Canberra 
requires all families to re-enrol their children at the 
beginning of each school year.

Please find attached the annual enrolment form.  
Please read all information, complete the enrolment  
form and return to Childcare Accounts.
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Enrolment
A completed annual enrolment form must be held  
at the program for every child in attendance. Please 
ensure that the information provided is correct at  
all times, in particular contact numbers, emergency  
contacts and medical information.

An enrolment bond of $50.00 per child will be added  
to your first account, for permanent bookings. The  
bond is refunded against fees when each child leaves 
the program. Two weeks written notice of enrolment 
cancellation is required, otherwise the deposit will  
be forfeited.

Priority of Access Guidelines
The Australian Government funds Childcare with  
a major purpose of meeting the Childcare needs  
of Australian families. However, the demand for care 
sometimes exceeds supply in some locations and the 
Government has determined a set of guidelines for 
allocating places in these circumstances. The three  
levels of priority which Childcare services must  
follow are:

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

Priority 2 – a child of a single parent who satisfied, or  
of parents who both satisfy the work / training / study  
text (section 14) of the Family Assistance Act (1999)

Priority 3 – any other child

Booking Arrangements  
& Changes to Bookings
Please note, as per conditions of enrolment:

• When ceasing care (not returning to the program, 
bond refunded), two weeks written notice is required.

• If reducing booked days, two weeks written notice  
is required. This only applies if reducing days on  
a permanent basis.

• Immediate increase to days or change of days  
can be negotiated, if space is available.

• We cannot suspend or hold places.

Permanent Bookings
Permanent enrolments are ongoing for the school  
year, unless two weeks written notification of changes  
to the booking is received. Written notice is required  
for all changes to bookings – email Childcare Accounts  
or request a form from the Program Manager at the 
service. Educators are not authorised to accept verbal 
changes. The form can be returned to the program 
directly or to Childcare Accounts.

Cancellation of Care
When two weeks notice is given to cancel care, this  
implies that your child/ren will not be returning to  
the program and your bond will be refunded. If care  
is required in the future, casual bookings must be  
made through Childcare Accounts, space permitting. 
Please note that there is limited availability for casual 
bookings. Permanent bookings cannot be suspended.
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Booking Casual Care
All casual bookings are to come through Childcare 
Accounts. Please note that a minimum of 24 hours  
notice is required for casual care. There may be  
occasions where there is no availability for casual care, 
due to permanent bookings and staffing availability. 
Families may be contacted to collect their child/ren if 
arriving at the program unannounced. This is to ensure 
that correct educator ratios are maintained at all times.

Non-attendance, Public  
Holidays and Absences
Fees are charged during school terms, including public 
holidays. There are no refunds or credits for public 
holidays or non-attendance at the program for permanent 
bookings, due to the need for operational staffing costs  
to be met. As an alternative, families have the choice  
of casual bookings which are charged at a higher rate.

For the safety of all children the program must  
be notified if a child will be absent for any reason.

This must be done by 2:30PM or a non-notification  
fee of $10 may be applied to your account.

Fees
YWCA Canberra is a not-for-profit organisation and relies 
on fees to meet expenses. Fees are set at the lowest level 
possible to provide high quality care for your child/ren. 
Fees are charged during the school term, including public 
holidays and sessions when absent.

Fees are charged fortnightly, in advance. Accounts and 
receipts are sent to email or postal addresses, as indicated 
by families on enrolment forms. Payment is to be made  
by the due date.

If you have any queries regarding accounts, please contact 
our Childcare Accounts team on 6180 5777 or via email at 
childcareaccounts@ywca-canberra.org.au.

Please note: fees owing must be paid at the end of  
each term for bookings to continue the following term.

Fee Payments
Fee payments are not accepted at programs. Methods of centralised payment of fees are detailed below:

Please note our preferred method of payment is EziDebit or BPAY.

• EziDebit Direct Payment System

• BPAY (online or by phone with your bank) – the BPAY Biller Code and reference number  
will be on the invoice

• EFT (online with your bank see BSB and account number below)

• Credit Card – one off payment (Visa and MasterCard only) by phone  
to YWCA Canberra Children’s Services Ph: 02 6180 5777

Account Name: YWCA Canberra BSB: 032 719
Bank: Westpac Accounts Number: 451 116
Reference: Child’s/Family Name



Childcare Benefit  
and Childcare Rebate
All families using care are eligible for the Childcare  
Benefit (CCB) and/or a Childcare Tax Rebate (CCR)  
(50 per cent of out of pocket expenses up to a  
capped amount per child). Families are required to  
have registered for childcare benefit with the Family 
Assistance Office and provide their individual Customer 
Reference Numbers (CRNs) for both the parent and  
the attending child/ren. Children’s attendance/usage  
is submitted to the Department of Education weekly  
for payment and distribution of family’s entitlements.

Childcare Benefit cannot be administered  
without these CRN numbers.

If claiming the Childcare Rebate from 1 July 2011, you  
may choose to receive the Childcare Rebate on a weekly 
or fortnightly basis, paid either to your childcare service 
as a fee reduction or directly to your bank account. You 
still may choose to receive the Childcare Rebate payments 
quarterly or annually as a lump sum directly to your bank 
account. More information can be found on the My Child 
website www.mychild.gov.au.

Family Assistance Office (FAO) can be contacted on  
13 61 50. The FAO allows 42 days allowable absences  
per year, including public holidays.

Statements are issued fortnightly. Billing cycle includes 
two weeks charges in advance (CCB estimate only is 
applied) and two weeks in arrears confirming CCB 
entitlement and payments received.

If giving two weeks notice to cancel a permanent  
booking, the CCB/CCR reduction to fees will only  
apply from the last attending day during the notice 
period. Full fees will be charged for any absences  
from the last recorded attendance.
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Fee Recovery
Fees owing for School Age Care must be paid by  
the due date. Failure to comply with this requirement  
will result in the instigation of fee recovery action.

If payment has not been received before the next 
fortnight’s care has been billed, fees are overdue.  
An overdue notice will appear on your next invoice.  
If payment has not been received two fortnights  
after falling due, a late fee of $10.00 will be charged,  
and added to accounts, every month that fees are 
outstanding.

If fees are outstanding for 30 days or more, families  
will be advised by telephone/letter that monies must  
be paid in 14 days or access to the service may be 
cancelled. This means that your child/ren will be  
excluded from the program.

If the debt is not paid within 14 days of the Letter  
of Demand, the debt will be pursued through a debt 
collection agency. In this event, the debt collection  
charge of 35% will be added the accounts as a cost 
recovery for the debt.

It is important to us that the care of your child/ren  
is not jeopardised if fee payments fall behind. Please 
contact us if your circumstances warrant a payment  
plan for your fees.

If families are experiencing financial difficulty, please  
do not hesitate to contact the YWCA Canberra Children 
Services Accounts Manager regarding a payment plan. 
A payment plan in care may involve paying current and 
future fees and the remaining debt over a specified period.

Arrival and Departure
Please be aware that the program does not take 
responsibility for children until they arrive at the  
program. It is a legal requirement that children are  
signed in and out by a family member or authorised 
guardian when delivering or collecting children from  
the School Age Care Program. Children attending Before 
School Care will be signed out by an educator at 9:00AM. 
Children attending After School Care will be signed in by 
an educator on arrival at the program and signed out by 
the parent/guardian on departure of the program.

For the safety of children, only those persons nominated 
on the enrolment form will be authorised to collect your 
child/ren from the School Age Care program. Children 
leaving the program on their own must sign themselves 
out and this must be authorised by a parent/guardian.  
No child is permitted to leave the program other than  
by usual arrangements unless the program receives 
written authorisation from a parent/guardian.

In the case of an emergency, a parent/guardian is to 
contact the program and provide details of the changes  
to arrangements. Authorised people may be requested  
to provide photo identification if they are unknown to  
the educators. This is to ensure children’s safety.

Please be aware that the programs close at 6:00PM.  
A late fee is incurred for children collected after this 
time. The fee, $20.00 for every 15 minutes or part there 
of, will be added to the next fortnight’s account. The late 
fee is strictly adhered to, as two educators are required 
to remain at the program until all children are collected. 
Families who are continually late may be excluded.

Grievances and Complaints
Families are encouraged to communicate any  
concerns regarding the care of their children to  
educators. Concerns will be discussed and follow  
up action taken when required, in line with YWCA 
Canberra Policies and Procedures.

The aim is for a consultative process and a positive 
resolution for all involved. YWCA Canberra Children’s 
Services can be contacted on 02 6180 5777.

ACT Children’s Policy and Regulation Unit can  
be contacted on 02 6207 1114.



Family Communication
Meetings are held on a regular basis and decisions  
about the program’s philosophy, policies and practices 
will be made in consultation with educators, children 
and families. All feedback and input is encouraged and 
appreciated. Please contact the service’s Program 
Manager or educators regarding any suggestions you 
may have. Families are invited to share any skills and 
areas of interest with the program. Please discuss with 
the Program Manager at your child’s service to arrange. 
Families are welcome at the program at all times and  
are encouraged to share time with their child whilst  
at the program.

Policies
The program’s policies comply with ACT Children’s 
Services Standards and the National Quality Standards. 
These include the policies and procedures of YWCA 
Canberra and the School and are reviewed regularly.  
A comprehensive policy and procedure folder is available 
for viewing and comments at individual programs.

Immunisation, Infectious  
Disease and Exclusion Policy
Families are encouraged to have their children immunised 
according to the recommended schedule, as stated by 
the Federal Government. Children not immunised will be 
excluded from the program during outbreaks of infectious 
diseases as per the Infectious Disease Exclusion Table 
provided at the back of this booklet. Families are required 
to provide a record of immunisation history on enrolment.

Unwell Children
Regulations require the program to refuse admission to 
any child suffering from an infectious disease, illness or 
condition that may prejudice the health of other children. 
If a child becomes unwell at the program, families will 
be notified immediately to collect the child. Symptoms 
such as vomiting, high temperature and diarrhoea are 
considered serious and families will be advised to keep 
their child at home for a 24 hour period and until the 
symptoms are no longer evident.
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Medication
If your child requires a prescribed or homeopathic 
medication, they are required to remain at home the 
first 24 hours of treatment. If any medication is to 
be administered at the program, please complete 
the medication form available at the service. Please 
note that medication can only be administered as per 
the instructions on the label. Medication will not be 
administered if the requested dosage is higher than 
recommended on the bottle, the medication is not in  
the original container or if the child’s name is not on  
the bottle.

Accidents/Incidents
If your child has an accident or sustains an injury while 
at the program, an Accident/Incident Report Form will 
be completed. In the case of a serious accident or injury, 
a parent/guardian will be contacted immediately. When 
required, please sign that you have read the Accident/
Incident Report Form when collecting your child.

15
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Confidentiality and Privacy
The service protects the privacy and confidentiality 
of its children, families and educators through policies 
and procedures. Written information is kept secure and 
accessed as required. Families can request to meet with 
the Program Manager to discuss confidential issues.

Emergency Procedures
Emergency procedures, including evacuation and lock 
down procedures, are posted in each room and exit 
door within the program. Please familiarise yourself 
with these procedures. Emergency evacuation and  
lock down drills are practiced at least once a term.

Care and Protection 
YWCA Canberra ensures that its policies and practices 
support the care and protection of all children attending 
services. As a condition of employment all educators 
are required to hold a current Working with Vulnerable 
Persons Card. Educators are required to participate in 
training on care and protection and are aware of their 
responsibilities relating to Mandatory Reporting. If you 
have any concerns regarding your child, please speak 
with the Program Manager.

Working with Children  
who have Additional Needs
Inclusion for all children is fundamental to YWCA 
Canberra. Program Managers and educators within 
our School Age Care services work with children 
with additional needs and their families daily and 
are committed to supporting and ensuring positive 
outcomes and experiences for all children in care.  
If you have any concerns regarding your child and  
their participation in the School Age Care program, 
please speak with the Program Manager.

Program and Interactions
All Program Managers and educators working  
within YWCA Canberra School Age Care pride 
themselves on the experiences and activities  
that they provide for the children in their care. 

Knowing that each child and each service is different, 
our Program Managers plan and program their 
activities  specifically to the children in their care. 
However, the desired outcomes of our programming  
are similar and reach the same high standards.

All of our activities meet the requirements of the 
National Quality Framework, while embedding the  
‘My Time, Our Place’ framework for School Age  
Care in programming and evaluations. 

Program managers and educators draw inspiration  
for activities from their own skills and experiences,  
as well as the children’s ideas and initiatives. Educators 
are flexible wherever possible in their approach to 
programming, ensuring they foster children’s learning 
and fun through spontaneous play.
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Recommended minimum exclusion 
periods for infections conditions  
for schools, pre-schools and  
childcare centres:
National Health and Medical Research Council – December 2005

Condition Exclusion of Case Exclusion of Contacts

Amoebiasis 
(Entamoeba histolytica)

Exclude until there has not been a loose  
bowel motion for 24 hours

Not excluded

Campylobacter Exclude until there has not been a loose  
bowel motion for 24 hours

Not excluded

Candidiasis See ‘Thrush’

Chickenpox (Varicella) Exclude until all blisters have dried. This is  
usually at least 5 days after the rash first  
appeared in unimmunised children and  
less in immunised children.

Any child with an immune deficiency 
(for example, leukaemia) or receiving 
chemotherapy should be excluded for 
their own protection. Otherwise, not 
excluded.

CMV (Cytomegalovirus 
infection)

Exclusion is NOT necessary Not excluded

Conjunctivitis Exclude until the discharge from the eyes has 
stopped unless doctor has diagnosed a non-
infectious conjunctivitis

Not excluded

Cryptosporidium infection Exclude until there has not been a loose  
bowel motion for 24 hours

Not excluded

Diarrhoea (No organism 
identified)

Exclude until there has not been a loose  
bowel motion for 24 hours

Not excluded

Diphtheria Exclude until medical certificate of recovery is 
received following at least 2 negative throat swabs, 
the first swab not less than 24 hours after finishing  
a course of antibiotics followed by another swab  
48 hours later.

Exclude contacts that live in the  
same house until cleared to return  
by an appropriate health authority.

German measles See ‘Rubella’

Giardiasis Exclude until there has not been a loose  
bowel motion for 24 hours

Not excluded

Glandular fever 
(Mononucleosis,  
EBV infection)

Exclusion is NOT necessary Not excluded
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Hand, foot and  
mouth disease

Exclude until all blisters have dried. Not excluded

Haemophilus influenzae 
type b (Hib)

Exclude until the person has received appropriate 
antibiotic treatment for at least 4 days.

Not excluded

Head lice (Pediculosis) Exclusion is NOT necessary if effective treatment  
is commenced prior to the  next day at child care  
(ie the child doesn’t need to be sent home 
immediately if head lice are detected).

Not excluded

Hepatitis A Exclude until a medical certificate of recovery  
is received, but not before seven days after  
the onset of jaundice.

Not excluded

Hepatitis B Exclusion is NOT necessary Not excluded

Hepatitis C Exclusion is NOT necessary Not excluded

Herpes simplex  
(cold sores, fever blisters)

Exclusion is not necessary if the person is 
developmentally capable of maintaining hygiene 
practices to minimise the risk of transmission. If the 
person is unable to comply with these practices they 
should be excluded until the sores are dry. Sores 
should be covered by a dressing where possible.

Not excluded

Human Immunodeficiency 
Virus (HIV/AIDS)

Exclusion is NOT necessary. If the person is  
severely immunocompromised, they will be 
vulnerable to other people’s illnesses.

Not excluded

Hydatid disease Exclusion is NOT necessary Not excluded

Impetigo (school sores) Exclude until appropriate antibiotic treatment  
has commenced. Any sores on exposed skin  
should be covered with a watertight dressing.

Not excluded

Influenza and influenzalike 
illnesses

Exclude until well Not excluded

Legionnaires’ disease Exclusion is NOT necessary Not excluded

Leprosy Exclude until approval to return has been  
given by an appropriate health authority

Not excluded

Measles Exclude for 4 days after the onset of the rash Immunised and immune contacts 
are not excluded. Non-immunised 
contacts of a case are to be excluded 
from child care until 14 days after the 
first day of appearance of rash in the 
last case, unless immunised within 
72 hours of first contact during the 
infectious period with the first case.

All immunocompromised children 
should be excluded until 14 days after 
the first day of appearance of rash in 
the last case.

Meningitis (bacterial) Exclude until well and has received  
appropriate antibiotics

Not excluded

Meningitis (viral) Exclude until well Not excluded



Meningococcal infection Exclude until appropriate antibiotic  
treatment has been completed

Not excluded

Molluscum contagiosum Exclusion is NOT necessary Not excluded

Mumps Exclude for nine days after onset of swelling Not excluded

Norovirus Exclude until there has not been a loose  
bowel motion or vomiting for 48 hours

Not excluded

Parvovirus infection 
(fifth disease, erythema 
infectiosum, slapped cheek 
syndrome)

Exclusion is NOT necessary Not excluded

Pertussis See ‘Whooping Cough’

Respiratory Syncytial virus Exclusion is NOT necessary Not excluded

Ringworm/tinea Exclude until the day after appropriate  
antifungal treatment has commenced

Not excluded

Roseola Exclusion is NOT necessary Not excluded

Ross River virus Exclusion is NOT necessary Not excluded

Rotavirus infection Children are to be excluded from the centre  
until there has not been a loose bowel motion  
or vomiting for 24 hours

Not excluded

Rubella (German measles) Exclude until fully recovered or for at least  
four days after the onset of the rash

Not excluded

Salmonella infection Exclude until there has not been a loose  
bowel motion for 24 hours

Not excluded

Scabies Exclude until the day after appropriate  
treatment has commenced

Not excluded

Scarlet fever See ‘Streptococcal sore throat’

School sores See ‘Impetigo’

Shigella infection Exclude until there has not been a loose  
bowel motion for 24 hours

Not excluded

Streptococcal sore throat 
(including scarlet fever)

Exclude until the person has received antibiotic 
treatment for at least 24 hours and feels well

Not excluded

Thrush (candidiasis) Exclusion is NOT necessary Not excluded

Toxoplasmosis Exclusion is NOT necessary Not excluded

Tuberculosis (TB) Exclude until medical certificate is produced  
from an appropriate health authority

Not excluded

Typhoid, Paratyphoid Exclude until medical certificate is produced  
from appropriate health authority

Not excluded unless considered 
necessary by public health authorities

Varicella See ‘Chickenpox’
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Viral gastroenteritis (viral 
diarrhoea)

Children are to be excluded from the centre  
until there has not been a loose bowel motion  
or vomiting for 24 hours

Not excluded

Warts Exclusion is NOT necessary Not excluded

Whooping cough (pertussis) Exclude until five days after starting appropriate 
antibiotic treatment or for 21 days from the onset  
of coughing

Contacts that live in the same house 
as the case and have received less 
than three doses of pertussis vaccine 
are to be excluded from the centre 
until they have had 5 days of an 
appropriate course of antibiotics. If 
antibiotics have not been taken, these 
contacts must be excluded for 21 days 
after their last exposure to the case 
while the person was infectious.

Worms Exclusion not necessary if treatment has occurred Not excluded

Staying Healthy in Child Care - Preventing infectious diseases in child care 4th edition
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