<35, Karratha

COMMUNITY HOUSE INC.

PROGRAM MINIMUM AND MAXIMUM

NUMBERS POLICY

POLICY STATEMENT

Karratha Community House Inc. (KCH) is committed to providing safe, high-quality programs that meet
the changing needs of the local community, in a sustainable way. As such, we need to:

o Beresponsive to programs that are under-utilised or over-prescribed; and
e Maintain a suitable balance of Facilitator(s) to program participants, that ensures safety and
quality, but also the sustainable delivery of that program.

POLICY PURPOSE

The purpose of this policy is to define the minimum and maximum numbers for KCH’s programs, the
factors to be considered when determining these limits, and the process to be followed when minimum
numbers are not met over time.

POLICY

Minimum and maximum numbers for program participants have been determined as follows:

Ready, Set, School 13 children 18 children
Coffee and Craft 8 families 25 families
Once Upon a Time 5 families 15 families
Parent-Child Mother Goose | n/a 15 families

13 children 16 children (2 facilitators)

Little Explorers
e =xp 22 children (3 facilitators)

10 children 14 children (2 facilitators)

Playtime
y 20 children (3 facilitators)
Holyoake DRUMBEAT n/a 12 children
You and Me DRUMBEAT n/a 6 children + 6 adults
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COMMUNITY HOUSE INC.

The Operations Manager (based on prior consultation with the Board as part of the new program
proposal) shall determine the minimum and maximum program participants.

Minimum program participants

For partly funded or non-funded programs, minimum participants shall be determined based on the
breakeven figure (excluding overheads) for that program.

For fully funded programs, minimum participants shall be one child/family, unless otherwise stated in
the funding agreement.

Maximum program participants

Maximum program participants shall be determined based on all the factors below that are relevant to
that program:

The nature of the program (e.g. complexity of activities and degree of facilitation, supervision
and/or support required), including advice from the employees who have been involved in
designing that program;
The number of Facilitators assigned to the program;
Whether parents attend the program with their children;
The age(s) of the program participants;
Whether program numbers are specified in a funding agreement;
Where applicable to the age of participants and nature of the program, any industry standards
for similar programs, education or childcare settings, such as (but not limited to):
o National Quality Framework;
o WA Education and Care Settings National Regulations (2012); and
o Guide to the Registration Standards and Other Requirements for Non-Government
Schools;
Consideration of program numbers for similar existing KCH programs; and
Space and resource constraints (e.g. availability of tables, chairs, learning materials).

Participant numbers shall be reviewed when:

Required by a new or revised funding agreement;

There are material changes to the pricing, amount of funding or expenses for the program;
The delivery model of the program changes (e.g. extra Facilitator(s) added); or
Determined necessary by the Operations Manager.
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¥, Karratha

COMMUNITY HOUSE INC.

PROCESS FOR CEASING AN UNDER-UTILISED PROGRAM

Programs with casual bookings

The Operations Manager has the authority to cancel a single session, where bookings are significantly
below the minimum number.

If a casually-booked program does not meet the minimum numbers for three consecutive weeks, the
Operations Manager, in consultation with the Facilitator(s), the Board and members as appropriate, will
identify and implement actions to increase participation.

If the program continues to not meet minimum numbers for a further three weeks, the program will be
up for review by the Operations Manager and Board when the next term’s timetable is being developed.
It will either be rescheduled to a day/time when participation is likely to be better, or the program will be
cancelled in the next term.

Programs with block bookings

If a term-booked or block-booked program has not secured minimum numbers by the day before the
first session of that term or block, it will be opened up for casual bookings.

If minimum numbers continue to not be met, the program will be up for review by the Operations
Manager and Board, prior to the next block/term being released. It will either be rescheduled to a
day/time when participation is likely to be better, or the program will be cancelled in the next block/term.

Crediting of pre-paid bookings for programs that are cancelled

Please refer to the Booking, Waitlist, Cancellation and No-show Procedure.
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