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BOOKINGS, CANCELLATIONS AND NO-SHOWS 
 

Policy: 

 
Bookings and cancellations are handled by the Coordinator, Assistant Coordinators 
and Acting Assistant Coordinators (AAC).  
 
It is clear at all times which children are booked into each Biz-E-Kidz session.  
 
Effective and efficient procedures are in place for signing children in and out of 
care. A child booked into after school care is recognised as under the care of 
Biz-E-Kidz and any no-shows are followed up immediately. 
 
Priority of Access guidelines are followed when there are more bookings than 
places. 
  

Procedures: 

 
Before and After School Care Bookings 
 

●​ All requests for bookings are handled by the Coordinator, Assistant 
Coordinators, Financial Administrator or Acting Assistant Coordinators (AACs).  

●​ Families must have an enrolment with Biz - E - Kidz to make a booking 
request. Enrolment requests are made through Smartcentral  

●​ Families request a permanent place for their child by completing a booking 
request in Smartcentral. This can be done when they submit their initial 
enrolment request or anytime afterwards.  

●​ Permanent places are for a calendar year or as required. 
●​ A new allocation of places occurs each school year with places being allocated 

strictly according to the Commonwealth Priority of Access Guidelines. 
●​ In the event that a program is booked out; Priority of Access guidelines are: 

First Priority - A child at risk of serious abuse or neglect. 
Second Priority - A child of a single parent who satisfies, or of parents who 
both satisfy the work/training/study test under Section 14 of the Family 
Assistance Act. 
Third Priority - Any other child. 
Priorities within each category of priority - Within each priority mentioned 
above, the following children are to be given priority:  

•​ Children in Aboriginal and Torres Strait Islander families;  
•​ Children in families which include a person with a disability;  
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•​ Children in families which include an individual whose taxable income 
percentage under Clause 7 of Schedule 2 to the Family Assistance Act 
is 100%;  

•​ Children in families with a non-English speaking background;  
•​ Children in socially isolated families; and  
•​ Children of single parents. 

●​ Where Priority of Access is equal and there are more applications than places, 
the date of receipt of application is used to determine which children receive 
the place. 

●​ Families are encouraged to make enrolment requests online through 
Smartcentral, however, paper enrolment forms are available. If the enrolment 
application is on paper, the time and date of receipt is noted on the bottom 
of the application and  is then entered by the coordinator or an assistant 
coordinator into Smartcentral. 

●​ Families are informed by a ‘Complying Written Arrangement’ (CWA) 
generated by Smartcentral and sent via email of what days they have a 
permanent place in the program after their application has been processed. 

●​ Families who do not receive a place are informed in writing via email that 
they are on a waiting list. 

●​ Requests for casual places are made by telephoning, emailing, texting or 
speaking in person to the Coordinator, Assistant Coordinator or AAC. 
 Families seeking casual care must email or talk to the Coordinator, Assistant 
Coordinator or AAC on duty to ensure there is a place available.   

●​ Educators other than the Coordinator, an Assistant Coordinator or AAC may 
not take a booking. They assist the family by passing the requirement to the 
responsible person in charge as quickly as possible. 

●​ Digital rolls are automatically created in Smartcentral overnight . Any changes 
to booking made needs to be adjusted on the daily rolls, the booking checked 
and a CWA reissued.  

 
Holiday Program Bookings 
 

●​ All requests for Holiday Program bookings are handled by the Financial 
Administrator, Coordinator, Assistant Coordinator or AAC. 

●​ Each Holiday Program is open for bookings a minimum of four weeks prior to 
the next term holiday. The date is advertised via Compass, school newsletter 
and email by which applications for a place in the holiday program must be 
received.  

●​ Families are encouraged to make bookings through their Smartcantral 
account. If they are unable to do this, bookings can be made via email.  
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●​ Bookings are open to students of North Melbourne Primary School during the 
‘bookings open’ period. After the booking’s close, any available places are 
available to families outside the school community. Places are allocated 
strictly according to the Commonwealth Priority of Access Guidelines after 
the booking close date or as applications are received 

●​ Where Priority of Access is equal and there are more applications than places, 
the date of receipt of application(s) is used to determine which children 
receive the places.  

●​ Families are informed in writing of what days they have a place in the 
program, and (where relevant) which days they are on a waitlist for, after 
their application has been processed. This is done using Smartcentral CWA 
function 

●​ Families who do not receive a place are informed of alternative care choices 
available within the community. Where possible, they are allocated at least 
some of the days they apply for. 

●​ Holiday program bookings are not secured until payment of a deposit is 
received one week prior to the end of term. Any changes to bookings after 
this date incur a cancellation/change of booking  fee. This fee is also charged 
to ‘No-Shows’ 

●​ Requests for casual holiday program places are made by Smartcentral or by 
telephoning, emailing or speaking in person with the Coordinator, Assistant 
Coordinator or AAC.  

●​ An Educator may not take a booking. They assist by directing the family 
member to the Coordinator, Assistant Coordinator or AAC as quickly as 
possible. 

●​ Bookings are onboarded or entered into SmartCentral and a digital 
attendance roll is created at the beginning of the holiday program for the 
whole holiday program. Any changes to bookings after the beginning of the 
holiday program will also need to be changed on the daily attendance rolls.  

●​ Allowable Absences cannot be assigned to holiday program sessions. Any 
cancellations or absences are deleted by the Financial Administrator and a 
‘change of booking / cancellation / no-show fee’ is applied. 

 
Cancellations of bookings & absences 
 

●​ Families need to notify Biz-E-Kidz when a child booked into a permanent or 
casual place will not be attending. This child’s place is then available for a 
casual booking, if required. 

●​ Cancellations received by phone or in person must be passed on directly to 
the Coordinator, Assistant Coordinator or Responsible Person in Charge as 
soon as they are received. 
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●​ The Coordinator, Assistant Coordinator or Responsible Person in Charge 
amends the attendance roll after the conclusion of before school care to 
update any cancellations and casual bookings. 

●​ Families are still charged for their child/ren’s absence when a cancellation is 
made. Permanent bookings reserve a place in our program for a child, on a 
recurring, permanent basis. Families are charged for this booking, whether 
the child is present on the day or absent. 
Fees are still payable when a cancellation is made of a casual booking when 
the cancellation is made on the same day as the booking would take place.  

 
Circumstances in which families are not charged for an absence: 
 

●​ Medical appointment: ​
If the family provides a medical certificate from a medical doctor or medical 
clinic specifying that the child was attending an appointment at the time and 
date of their absence from Biz-E-Kidz; 

●​ Illness / injury with medical professional’s note:​
If the family provides a medical certificate from a medical doctor/nurse 
specifying that the child was unable to attend school and / or outside school 
hours care on the date(s) of their absence from Biz-E-Kidz; 

●​ Being sent home from school for a medical reason: ​
If the child attended the first aid room at the school and the child was sent 
home from school due to illness or injury. Note: this only applies for the same 
day’s after school care booking, not for any days following. The family needs 
to notify the service in this case, to initiate the process of cancelling the fee.  

●​ Absence of 2 weeks or more:​
When a family notifies the service that a child will be absent from before or 
after school care for an extended period of ten consecutive weekdays or 
more and the notification of absence is received and confirmed in the week 
before the absence begins, no fee is charged (for example, in the case of a 
family holiday or temporary change to childcare arrangements). ​
If the family informs Biz-E-Kidz that their child will be absent once the period 
of absence has begun, the family will be charged for the child’s absences for 
that week, and then not charged for absences in the following week(s) until 
the child returns. ​
For example: Child A and B are siblings and have been absent since Monday 
3rd of July. On Wednesday 5th of July, Child A and B’s parent contacts 
Biz-E-Kidz and states that the children will be absent until Monday 17th of 
July. Biz-E-Kidz charges the family for the children’s absences from their 
permanent bookings for the week of Monday 3rd of July - Sunday 9th of July. 
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Biz-E-Kidz does not charge the family for their absences from Monday 10th of 
July - Sunday 16th of July.  

●​ When a permanent place in the program is cancelled because the place is no 
longer required, the cancellation takes effect from the beginning of the 
following week. ​
For example, a family emails Biz-E-Kidz on Thursday 1st of February that their 
child no longer needs their Friday after school care booking. The Coordinator 
replies via email that the child’s booking has been changed and sends the 
family a new CWA. The booking change comes into effect as of Monday 5th of 
February, meaning the family would be charged for the child’s booking on 
Friday 2nd of February, whether or not the child attends Biz-E-Kidz that day. 
The family confirms with the coordinator whether or not the child will attend 
after school care on Friday 2nd of February, knowing that they will be charged 
for that booking.  
 

Biz-E-Kidz strongly encourages all families to consider applying for the Childcare 
Subsidy (CCS) through Centrelink. Eligibility criteria applies, but the vast majority of 
Biz-E-Kidz families are eligible for the subsidy, which was increased by the federal 
government in July 2023 to benefit more families. More information about CCS is 
available here: https://www.servicesaustralia.gov.au/child-care-subsidy 
 
Signing in and out 
 

●​ Attendance rolls are digital, administered through Smartcentral and accessed 
using computers and iPads.  

●​ Families sign children in and out of care through Smartcentral using their 
Smartcentral credentials (Log ins and PINs) They can use the provided iPad 
kiosks or the printed, displayed QR code.  

●​ The ‘responsible person in charge’ (RPIC) of a session is responsible for 
signing children in and out using their Smartcentral log-in. They check the 
attendance roll for errors during and at the end of a shift. 

●​ Children attending before school care or the holiday program must be 
accompanied by a parent/carer and signed in on the attendance roll. 

●​ Children attending after school care are signed in on the attendance roll by 
the responsible person in charge. 

●​ Children departing after care and/or the holiday program must be signed out 
and accompanied by a parent/carer or a person who has been added to the 
child’s authorised nominee list on SmartCentral. 

●​ The time of collection of each child is automatically documented and the 
name and digital signature of who collected them is clearly recorded via 
Smartcentral. 
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●​ Children are not permitted to sign themselves out of the Program and leave 
unaccompanied. 

 
 
No-shows 
 

●​ There is no requirement to follow-up children who do not show up for before 
school care or the holiday program unless it is to confirm their booking, 
intention to attend or in the case of an excursion. 

●​ A child booked into after school care is recognised as under the care of 
Biz-E-Kidz and any no-shows are followed up immediately after the roll has 
been taken.   

●​ Refer to the ‘Collection of Children’ policy and Procedure for further details on 
following up children who are booked in to attend a session but do not arrive 
after school.  

 
Children Who Arrive but are Not Booked In 
 

●​ Children must have a booking to attend Biz-E-Kidz. The program is in high 
demand and there is at times a waiting list for places. It also ensures 
programs are adequately resourced and continuity of care. 

●​ When a child arrives to after school care  and does not have a booking they 
are sent to the school office who will contact their parents/carers.  This child 
is the responsibility of the school and not of Biz-E-Kidz.  

●​ Children should only attend Before or After school care if they are also 
attending school that day, for example, if a child is absent from school due to 
illness, change of plans, high school transition/oritentation or due to a ‘Prep 
rest day’ they are not permitted to attend care before or after that school 
day. 

 
Allowable Absences 
 

●​ If a child does not attend a booked session, they are marked as absent on the 
roll. 

●​ Families receive 42 allowable absences per year which they can claim child 
care subsidy (CCS) for. For any absences over 42, the family is required to pay 
the full fee, that is, no CCS applies. 

●​ Allowable absences cannot be claimed for before the first actual attendance 
of a booked period or after the last attendance of a booked period e.g. the 
child’s first and last day of Biz-E-Kidz.  
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●​ Allowable absences cannot be charged for the holiday program as these 
bookings are considered as casual. Absences from the holiday program are 
charged a ‘Cancellation / change of booking fee’ if the change was not made 
prior to the last week of the term. 

 

Relevant Legislation:  

 
National Law:  

●​ 161A Offence for nominated supervisor not to meet prescribed minimum 
requirements 

●​ 162 Offence to operate education and care service unless responsible person 
is present 

●​ 162A Child protection training 
●​ 165 Offence to inadequately supervise children 
●​ 166 Offence to use inappropriate discipline 
●​ 167 Offence relating to protection of children from harm and hazards 
●​ 168 Offence relating to required programs 
●​ 169 Offence relating to staffing arrangements 
●​ 170 Offence relating to unauthorised persons on education and care service 

premises.  
●​ 173 Offence to fail to notify certain circumstances to Regulatory Authority 
●​ 174 Offence to fail to notify certain information to Regulatory Authority 
●​ Offence relating to requirement to keep enrolment and other documents.  

 
National Regulations:  

●​ 84 Awareness of child protection law 
●​ 90 Medical conditions policy 
●​ 99 Children leaving the education and care service premises 
●​ 102AAB Safe arrival of children policies and procedures 
●​ 117A Placing a person in day-to-day charge 
●​ 122 Educators must be working directly with children to be included in ratios 
●​ 123 Educator to child ratios - centre-based services 
●​ 157 Access for parents 
●​ 158 Children’s attendance record to be kept by approved provider 
●​ 160 Child enrolment records to be kept by approved provider and family day care 

educator.  
●​ 177 Prescribed enrolment and other documents to be kept by approved provider 
●​ 181 Confidentiality of records kept by approved provider 
●​ 183 Storage of records and other documents 
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For more information, refer to ACECQA Policy Guidelines:  
 
National Law: 

●​ Part 6 Operating an Education and Care Service 
 
National Regulations:  

●​ Part 4.2 Children’s health and safety 
●​ Part 4.3A Minimum requirements for persons in day to day charge and nominated 

supervisors.  
●​ Part 4.4 Staffing arrangements 
●​ Part 4.6 Collaborative partnerships with families and communities 
●​ Part 4.7 Governance and Leadership 

 
 
 

Equipment Required: 

 
Staff iPads for sign in/out 
 
Parent iPads for sign in/out  
 
SmartCentral login access 
 
COMPASS login access 
 
Enrolment forms 
 
Daily diary 
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