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POLICY 

Registration procedures at Keating Out of School Care are designed to accommodate as many 
families as possible while ensuring that programs are fully enrolled. 

PROCEDURE FOR CURRENT MEMBERS 

Care Confirmation Process 

Members with children who are currently attending regularly, meaning attending regularly for 
set days during the regular school session in the last 2 months and whose fees are up to date, 
will be given the opportunity to keep their spaces in Before and After School Care during a re-
confirmation period prior to new family registration. At this time, members will inform KOSC 
whether they would like to carry over their care from the current year to the next. The 
reconfirmation period will be from March 1st to March 15th. 

Any requests for changes in registration (such as adding, dropping, or changing days of care) 
may be made at this time. If KOSC is unable to accommodate a requested change, the family 
may choose to maintain their current enrolment or be placed on the waitlist for the requested 
days. In these cases, priority will be given to families with full-time care requests (e.g., if one 
family is currently registered for Monday-Wednesday-Friday care and wants to go to full-time, 
and another family is currently registered for Wednesdays only and wants to go to 
Wednesday-Thursday care, priority for any Thursday spaces would go to the family with the 
full-time care request). 

During the confirmation process, families must review current registration form information to 
ensure it is correct and initial with date as well as complete a new PAD agreement. This can be 
done through your child’s portable leaders. 

Failure to Confirm 

In the case of a current member failing to reconfirm during the designated period, their current 
space will be forfeited. Families have the option to put their care needs onto the wait list. 

New Registration of Siblings 

Members with children who are currently attending regularly can register their other children 
requiring care during the re-confirmation period. These registrations will be placed on a priority 
waitlist for available space. A complete registration package must be completed for any child 
who has not previously attended KOSC. 

REGISTRATION INFORMATION 2021-22 
KEATING OUT OF SCHOOL CARE 
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PROCEDURE FOR WAITLISTED FAMILIES – NON-MEMBERS 

KOSC will maintain a waitlist of families who are looking for care. Families may request to be 
added to or removed from the waitlist at any time. 

Those who are on the waitlist for regular care will be offered any spaces remaining after current 
members have confirmed their care needs and sibling registration for the following year, and 
throughout the school year as spaces become available due to changes in registration. When 
space becomes available in Before or After School Care, the family at the top of the waitlist will 
be contacted and given the opportunity to: 

1. Accept the space(s) being offered; 

2. Decline the space(s) being offered at present but remain on the waitlist; or 

3. Decline the space(s) being offered and remove themselves from the waitlist. 

Waitlisted families will have 2 weeks to reply to program manager regarding the space 
offered. If no reply is received after the 2-week date, the program manager will move onto the 
next family on the list and the previous family will stay on the waitlist until they give notification 
to be removed. 

This process will continue down the waitlist until all spaces have been filled, or until the waitlist 
has been exhausted. 

FEE GUIDELINES 

Parents must complete a Pre-Authorized Debit (PAD) form upon registration. If this is a 
concern, please contact the Program Manager. 

All returning members must pay a $25.00 society membership renewal fee per family during 
the re-confirmation process. All new members must pay a $40.00 one-time society membership 
fee per family upon registration, in addition to any other monies required for registration 
deposit (see below). 

* The Society reserves the right to change enrolment dates and deposit guidelines. 
 

FULL-TIME CARE, PART-TIME CARE, AND DROP-INS 
 

Full-Time Care is defined as care provided Monday to Friday (5 day a week), in either the 
Before School Care (BSC) or After School Care (ASC) programs, for every day of the month, not 
including Break Camps, Pro-D days, or Stat Holidays (note: it is possible to be Part Time in one 
program and Full Time in the other). 
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Part-Time Care is defined as care provided 1-4 days per week, in either BSC or ASC, where 
the days of the week for which care is requested remain the same throughout the month 
(i.e.: every Monday, Wednesday, Thursday, each week for the entire month). 

Current members, both Full-Time and Part-Time, may reduce their days of registered care 
without forfeiting their space provided that the spaces being vacated can be filled by families 
from the waitlist. The standard one month’s written notice applies to reducing days of care in 
this manner. If a family later wishes to resume care on a day that they have dropped, they 
may either be added to the waitlist for that day or request a change to care during the re-
confirmation period (March 1st through 15) to take effect in the following year. 

Drop-In Care is defined as care provided in either BSC or ASC on specific dates (and can be 
individual dates or consecutive) requested by the family.  Drop-ins tend to work best for 
families who do shift work, or only need care for one day here, a week there, etc., as they are 
able to switch days from week to week, month to month.  However, drop-in spaces are not 
guaranteed, are dependent upon the availability of spaces remaining after Full Time and Part 
Time registrations have been processed, as well as regularly registered children being absent 
due to illness, vacation, etc. 

As parents call in to indicate their children will be away, KOSC staff will start marking children 
on the drop-in list as present for that day.  KOSC does not call parents to let them know if their 
child has made it in on any given day, as it is the responsibility of the parent to contact KOSC if 
other arrangements have been made and care is no longer required. 

Drop-in families must provide 24 hours cancellation notice for spots booked in advance.  If the 
space is cancelled with less than 24 hours’ notice, the drop---in fee will be charged.  The best 
rule of thumb when using the drop---in program is to contact KOSC to see if a child has made it 
in on the day in question at the last moment before parents need to make alternate plans. 

Notice to cancel enrolment or to change requested enrolment 

One month’s written notice from the first business day of the month is required to change a 
child’s schedule or to cancel enrolment during the school year. In lieu of one month’s notice, a 
full month of fees will be charged. 

If families wish to give notice to reduce the number of days or change the days of care for their 
child between the end of the re-confirmation period (March 15th) and September 1st, parents 
are responsible for full fees for September care originally registered, unless the space being 
vacated can be immediately filled by a family on the waitlist. 

Families are permitted to change a day of registered care (for example: a Monday afternoon to 
a Thursday afternoon), provided there is a space available and there is no financial loss to the 
program. This is only possible once per school year, and only requires 2 weeks’ notice. 
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The second time a change in care is requested, the standard one month’s notice from the first 
business day of the month is required. Please note that this exception is for “changing” days 
only and applies only to monthly registered before and after school care, not Pro-D days or 
holiday camps. Cancelling or reducing care do not fall under this policy change, and thus still 
require one month’s notice from the first business day of the month. 

If families give notice to reduce their daycare needs at KOSC any time after September, they will 
be advised if a child is waitlisted for their spot and able to take their spot as of the first business 
day of the following month. If this is the case the family dropping care will not have to pay for 
the following month even if 30 days’ notice from the first business day of the month was not 
given. 

These conditions are to help KOSC remain fully enrolled while accommodating as many families 
as possible. 

WAITLIST PROTOCOL 
 

Families are reminded they need to register each child who will require a spot in the program. 
If the program becomes fully enrolled, a waitlist will be kept on a first-come, first-served 
basis. The following situations will be taken into consideration when filling vacant spots from 
the waitlist: 

1. A child is currently registered in the program and wanting to attend on additional days. 

2. The family is wanting/willing to take a full-time position if it becomes available. 

3. The family is willing/wanting to take part-time spaces if they become available. 

4. The family has another child currently registered in the program. 

PRO-D DAYS AND SCHOOL HOLIDAYS (KOSC is closed for all statutory holidays) 
 

Starting on the first day of the school year, you may register for any Pro-D day throughout the 
year.  All Pro-D day registration requests and cancellations must be submitted in writing (email 
is acceptable).  Regular registration on days that fall on Pro-D days does not automatically 
provide a space. Spaces are available on a first come, first serve basis. An additional fee of 
$35/day is charged for Pro-D Days.  Please check the cut-off date carefully. If you cancel after 
6:00 PM on this date, the fee still applies. 

WINTER AND SPRING BREAK CAMP REGISTRATION 
 

Registration for Break Camp programs is done separately from registration for Before and After 
School Care. Fees for break camp are $35/day during the Early Bird Registration period and 
$40/day once the Early Bird Registration deadline has passed. Spaces are available on a first- 
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come, first-served basis. For the 2021-22 school year, Early Bird Registration will take place 
during the following times: 

• Winter Break Camp: November 15th – December 3rd, 2021. 
 
• Spring Break Camp: January 31st – February 25th, 2022. 

 
Following the end of Early Bird Registration, KOSC will send confirmations of days registered via 
email. There will be a one-week grace period after confirmations have been emailed in which 
families can make changes to their registrations; the deadline for the grace period will be 
included in the confirmation email. Once this deadline has passed, all registrations will be 
considered final and families will be charged full fees for all days of care they have registered 
for, regardless of whether their children attend on those days. 

Registrations for Break Camp received after the Early Bird Registration period has ended will be 
accommodated as space allows. The fee will be $40/day for any days requested during this 
time, and these registrations will be considered final and non-refundable. 

Additional registration information for break camps will be provided prior to the start of the 
Early Bird Registration period. 

SUMMER CAMP AND YOUTH ADVENTURE PROGRAM REGISTRATION 
 

As with Winter and Spring Break Camps, registration for KOSC summer programs is done 
separately from Before and After School Care. Fees for both the regular Summer Camp and the 
Youth Adventure Program are $35/day during the Early Bird Registration period and $40/day 
once the Early Bird Registration deadline has passed for the days in question. 

Early Bird Registration will begin on May 3rd for all days of care (June 28th through September 
3rd); however, there will be separate deadlines for Weeks 1-5 (July 5th through 30th) and 
Weeks 5-9 (August 2nd through September 3rd): 

• Weeks 1-4: May 3rd – 28th, 2021. 
 
• Weeks 5-9: May 3rd – June 25th, 2021. 

 
Following the end of Early Bird Registration for Weeks 1-5, KOSC will send confirmations of days 
registered via email for those weeks only. There will be a one-week grace period after 
confirmations have been emailed in which families can make changes to their registrations; the 
deadline for the grace period will be included in the confirmation email. Once this deadline has 
passed, all registrations for Weeks 1-5 will be considered final and families will be charged full 
fees for all days of care they have registered for, regardless of whether their children attend on 
those days. 
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The confirmations of days registered for Weeks 5-9 will be sent out following the end of Early 
Bird Registration for those weeks, and the one-week grace period will apply for any changes 
made to registrations for those weeks of care. 

Registrations for Summer Camp or Youth Adventure Programs received after the Early Bird 
Registration period has ended for the days requested will be accommodated as space allows. 
The fee will be $40/day for any days requested during this time, and these registrations will be 
considered final and non-refundable. 

Additional registration information for Summer Camp and Youth Adventure Programs will be 
provided prior to the start of the Early Bird Registration period. 

CONFIRMATION 
 

KOSC will endeavor to confirm fall registration by May 30th, for all families, both full time and 
part time. 
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