Payment of Fees Policy


RATIONALE
KAZ Early Learning Centre prides itself on the quality service it provides, including above regulation staffing in both number and qualifications. Fees are charged based on the hours the Service is open. 

Families with a child enrolling at KAZ Early Learning Centre are eligible to apply for Child Care Subsidy.  The Child Care Subsidy is the main way the Government assists families with their child care fees. It is the responsibility of the parents/guardians to apply for Child Care Subsidy. 

AIMS
To ensure families and staff understand the procedures to be followed in regard to the payment of fees. 

To ensure the financial requirements of all families is met enabling the service to meet its budget requirements and to continue to provide a high quality service.

PROCEDURE
Deposit/Enrolment Fee
Prior to commencement of care a deposit comprising of two (2) weeks full fees is to be paid to the service. Children will not be permitted to commence at the service until the appropriate deposit has been paid. 

The deposit is held as a bond until the child ceases to attend and will be refunded at this time after being offset against any outstanding or final fees owing. Two weeks written notice is required when a child ceases care at the service. If notice is not given the deposit will be retained by the service to cover the fees incurred during this period.

The amount held as bond will need to be increased whenever the fee rate increases or child’s attendance days increase. 

Payment of Fees
Invoices are issued each Friday for the following week’s booked care. Payment is due within 7 days — by the following Friday. Failure to make payment by this date will be regarded as an outstanding fee account.

Where families are entitled to Child Care Subsidy full fees will need to be paid on enrolment until the service receives notification about their Child Care Subsidy entitlement.

Fees are payable when children are absent due to illness and or holidays taken during the services opening hours. Fees are not payable during Christmas shut down. Families are required to pay fees on public holidays if the holiday falls on their regular booked day (make up days are available). If children are absent due to family leave/holidays, fees are to be paid before the absence commences or the position will be considered vacant. 

Outstanding Fee Accounts
Fee accounts that are 1 week in arrears will result in the issue of a Notice of First Warning being sent to families requesting the payment of outstanding fees. After the issuing of the Notice of First Warning, if fees are still unpaid and become 2 weeks in arrears; a Notice of Final Warning will be issued requesting immediate payment. Failure to pay this account within the date specified may result in the child’s position being forfeited. 

Families with overdue fees will be encouraged by the Approved Provider to discuss any difficulties they may have in meeting payments and make suitable arrangements to pay, including the option of a payment plan. 
If this is not done, or the agreed arrangements are not kept, the matter may be referred to a debt collector and/or cancellation of the child’s booking may occur.

Methods of Payment
Payment of fees may be made by direct deposit or direct debit. 

Electronic Payments of GAP fees
“Providers must take all reasonable steps to collect gap fees from families electronically.  This is a requirement under Family Assistance Law (FAL).

Electronic funds transfer, or EFT, is when a customer pays a bill using electronic means. Typical EFT payment methods include:
· bank or credit card
· direct deposit or bank transfer, including PayID
· online payment systems through third party software
· BPAY or Centrepay
· prepaid debit card.

Are payment plans allowed?
Families can pay the gap fee via a payment plan as long as:
· payment is made using EFT
· the provider has a record of the payment plan arrangement.

Are payroll deductions allowed?
Most families can pay the gap fee via a payroll deduction as long as:
· payment is made using EFT
· you can identify the payment as being the gap fee for the family

Is salary sacrificing allowed?
Families cannot pay their gap fee by salary sacrifice through their employer because this is considered a third-party payment.
However, families can reduce their fees by salary sacrificing some or all of their total fees before CCS is applied.
The family must still pay a gap fee using EFT.

Are there any exceptions?
Exceptions are available in the following limited circumstances:
· for individuals at risk of family or domestic violence
· for services experiencing exceptional circumstances.
Providers must apply on behalf of the individual or service seeking exception. Exceptions are re-assessed yearly.

Individual exceptions
An individual may be eligible for an exception if they reasonably fear that paying the gap fee using EFT would put them or their child at risk of family or domestic violence.
Providers must apply on behalf of the individual seeking exception. You must supply supporting evidence.
If you have trouble accessing the online form, download the individual exception form.

Service exceptions
A service may be eligible for an exception if:
· the service is located in a remote or very remote area, and
· experiences poor internet or phone coverage, or
· has a significant number of families who have limited access to a financial institution, which poses a barrier to those families paying electronically.”[footnoteRef:1] [1:  “Electronic Payment of Gap Fees” Australian Government Department of Education (accessed on-line July 2025) https://www.education.gov.au/early-childhood/provider-obligations/electronic-payment-gap-fees] 


Prescribed Discounts
“From 7 July 2025, our Service must include information on prescribed discounts when submitting and updating session reports. The reporting of non-prescribed discounts will be voluntary.
This applies to prescribed:
· state and territory third-party payments (TPPs) for preschool children
· state and territory TPPs for children in vulnerable or disadvantaged circumstances
· provider discounts for a child of an educator or a cook that is employed by the provider
· provider discounts for a period of emergency, also known as a gap fee waiver.
The type and amount of the prescribed discounts must be included when submitting and updating session reports”. (Early Childhood News, July 2025 Australian Gov, Dept of Education)


NSW Start Strong Preschool Fee Relief
“For a provider to be eligible for 4YO+ Program Payment and 4YO+ Fee Relief Payment funding under Start Strong for Long Day Care, for a child, that child must be:
· the age of 4 years old on, or before, 31 July 2025 (the child’s birthdate must be on, or before, 31 July 2021)
· attending an eligible early childhood education program
· a confirmed enrolment with the service in the CCSS
· not yet in compulsory schooling.

For a provider to be eligible for 3YO Fee Relief Trial Payment funding under Start Strong for Long Day Care, for a child, that child must be:
· the age of 3 years old and not yet 4 years old on, or before 31 July in 2025 (the child’s birthdate must be on, or between, 1 August 2021 to 31 July 2022)
· attending an eligible early childhood education program
· a confirmed enrolment with the service in the CCSS
· not yet in compulsory schooling.

Children who are 6 years old will be eligible for funding. Where required, a Certificate of Exemption as per the Exemption from School Procedures policy from compulsory schooling must be in place.

Families do not have to be eligible or receiving the Australian Government Child Care Subsidy (CCS) to be eligible for Start Strong funding. The child must be a confirmed enrolment in the service data captured in the CCSS.

Citizenship and residency status are not taken into consideration for eligibility of children for funding under Start Strong for Long Day Care.

The 4YO+ Fee Relief Payment and 3YO Fee Relief Trial Payment must be applied as a weekly reduction to a family’s session fee or gap fee (after the Child Care Subsidy has been applied) allocated across the total service operating weeks for the calendar year.

In situations where families pay the difference between the provider’s fee and the Child Care Subsidy amount (gap fee), the 4YO+ Fee Relief Payment or 3YO Fee Relief Trial Payment reduces the gap fee and/or additional charges. Any outstanding gap fees or additional charges after the Child Care Subsidy and 4YO+ Fee Relief Payment, or 3YO Fee Relief Trial Payment, have been applied must be paid by the family.

In situations where 4YO+ Fee Relief Payment and 3YO Fee Relief Trial Payment funds received by the approved provider are not sufficient to provide fee relief to all the families of eligible children, an adjustment may be made.”[footnoteRef:2] [2:  “2025 Start Strong for Long Day Care Program Guidelines” NSW Government – Education (accessed on-line July 2025) https://education.nsw.gov.au/early-childhood-education/operating-an-early-childhood-education-service/grants-and-funded-programs/start-strong-funding/start-strong-for-long-day-care/2025-start-strong-for-long-day-care-program-guidelines] 


Cash Payments for Excursions/Activities
All cash payments for excursions or other activities are to be made in separate envelopes giving details of child’s name, amount enclosed and reason for payment (e.g. dentist visit excursion). 

Cash payments for excursions/activities must be handed to a staff member who will count the cash and record the amount in a payment log, which will be signed by both the staff member and the parent/guardian. The money will be placed immediately into the envelope (labelled with the child’s name and the amount enclosed) which will be sealed and placed in a fees envelope. 


Fee Relief
Child Care Subsidy (CCS) and the Child Care Subsidy System (CCSS)   
Our service will comply with the Australian Government requirements to be an approved education and care service for the purposes of Child Care Subsidy. The online Child Care Subsidy System (CCSS) reporting requirements and any other requirements for claiming and administering Child Care Subsidy will be maintained by the service.
         
Parents/Guardians of children who attend KAZ Early Learning Centre may be eligible to receive the Child Care Subsidy through Services Australia. To claim this Subsidy, families must submit a claim for Child Care Subsidy, this can be done using your Centrelink online account through myGov. It is the enrolling family’s responsibility to complete and lodge their activity test with Centrelink to outline their benefits prior to enrolment. 

Once registered, an electronic notification will be sent to the families myGov inbox informing them of their CCS percentage and eligible hours. Families may be asked to bring a copy of the letter they receive to the service as confirmation. All fees charged are reported to the CCSS. The Child Care Subsidy will generally be paid directly to KAZ Early Learning Centre to be passed on to families as a fee reduction. Families will make a co-contribution to their child care fees and pay to KAZ Early Learning centre the difference between the fee charged and the subsidy amount.

Please note however, that weekly statements only calculate ‘estimate fees’ based on current information. 

Child Care Subsidy Key Points:
· Families are required to fulfil some basic requirements to be eligible to receive CCS including:
· Child aged 13yrs and under.
· Meet immunisation requirements.
· Meet the residency requirements.
· Be liable to pay for care provided (see Managing Third Party Payments below).
· Families must accurately record attendance times at the service.
· There are three factors that will determine a family’s level of CCS:
· Combined Family Income
· Activity Test – the activity level of both parents
· Service Type – type of child care service
· CCS is generally paid directly to the service and passed onto families as a fee reduction, leaving families to pay the gap fee or out of pocket fee (difference between the fee charged and the subsidy amount)
· Families should contact Services Australia in relation to queries about their entitlements.
· You will be charged for all days booked regardless of attendance including absences and Public Holidays.  CCS will be paid where eligible; up to 42 absence days per financial year including for Public Holidays.  Additional absences may receive Child Care Subsidy after the initial 42days with approved documentation as per the Family Assistance Law requirements. In the event of a Pandemic which requires self-isolation of a child, as directed by Public Health or another government agency, families will still be responsible for fees payable unless otherwise advised.  Each situation will be considered based on information on hand at the time and any change to this will be communicated to families.
· Families are required to enter into an agreement with the service for the planned arrangements for care.  There are four types of arrangements:
· Complying Written Arrangement 
· Relevant Arrangement 
· Additional Child Care Subsidy (child wellbeing)—provider eligible arrangement 
· arrangement with an organisation (third party). 
· The agreement through which families can receive Child Care Subsidy is a Complying Written Arrangement (CWA). A Complying Written Arrangement is an agreement to provide care in return for fees. 
· An arrangement must be recorded, either on paper or electronically, and must be kept by the service. An arrangement can cover more than one child if multiple children in a family will attend the same child care service (each child must have their own enrolment). 
· Once a service enters into a Complying Written Arrangement with an individual, they must submit an enrolment notice within seven days of the end of the week in which the arrangement started. An agreement should not be made more than 14wks before care commences as it will be deemed exited before care begins.

September 2024 changes
“From 1 September 2024, a change to s55(1) of Child Care Subsidy Minister’s Rules 2017 means that providers must notify us of fees at least twice a year, in December and July, to ensure they are correctly updated or remain accurate.
You must notify us of your current fees for each service. You must report the fee before any  reductions or discounts are applied. We publish fee information to StartingBlocks.gov.au. 
Timeframe:
within 14 days of:
· receiving CCS approval (or opening the service if that occurs at a later date)
· changing your fees
· twice a year – after the end of the financial year and calendar year, including reporting no change in fees.
How to notify: through the Provider Entry Point or your third-party software
Responsibility: persons with management or control and persons responsible at the service 
FAL reference: Minister’s Rules s55, Item 1.”[footnoteRef:3] [3:  “Notifications and reporting” Australian Government, Department of Education (accessed on-line July 2025) https://www.education.gov.au/early-childhood/provider-obligations/persons-management-or-control/notifications-and-reporting ] 


Additional Child Care Subsidy (ACCS)
“Additional Child Care Subsidy provides additional fee assistance to support vulnerable or disadvantaged families and children. This support recognises the preventative and protective influence of quality childcare on a child’s health, wellbeing and development; and the importance of continuity of care. 
There are four different payments under Additional Child Care Subsidy: 
· Additional Child Care Subsidy (child wellbeing)—to help children who are at risk of serious abuse or neglect. 
· Additional Child Care Subsidy (grandparent)—to help grandparents on income support who are the principal caregiver of their grandchildren. 
· Additional Child Care Subsidy (temporary financial hardship)—to help families experiencing financial hardship. 
· Additional Child Care Subsidy (transition to work)—to help low-income families transitioning from income support to work.”[footnoteRef:4] [4:  Child Care Provider Handbook, April 2025 Department of Education (accessed on-line July 2025) https://www.education.gov.au/child-care-package/child-care-provider-handbook 

] 

Child wellbeing is submitted by the service, all other types are managed directly between families and Centrelink.  Where a child is identified as being at risk of serious abuse or neglect the service must follow the guidance in the Child Care Provider Handbook and the Guide to Additional Child Care Subsidy (child wellbeing) including communication with government agencies.  Under Child Wellbeing ACCS services must firstly submit a Certificate for a maximum of 6wks, if further assistance is identified and documentation is provided by a relevant agency a Determination may be submitted up to a maximum of 13wks.

“Additional Child Care Subsidy (ACCS) child wellbeing provides help with the cost of early childhood education and care. It’s for families who care for a child at risk of serious abuse or neglect. 
Providers play an important role in connecting families to ACCS child wellbeing. Families cannot apply themselves. 
Your role as a provider includes: 
· identifying children at risk of serious abuse or neglect 
· talking to families about support options 
· applying for the child wellbeing subsidy on behalf of eligible families 
· notifying appropriate support agencies 
· following any mandatory reporting obligations in your jurisdiction.”[footnoteRef:5] [5:  “Guide to Additional Child Care Subsidy Child Wellbeing – Guide for early childhood education and care providers and services Australian Department of Education (accessed on-line July 2025)] 


Prioritising Vacancies 
“There are no requirements for filling vacancies. Providers can set their own rules for deciding who receives a place.
Providers are asked to (but are not legally obliged to) prioritise children who are:
· at risk of serious abuse or neglect
· a child of a sole parent who satisfies, or parents who both satisfy, the activity test through paid employment.
This meets the Australian Government’s aims of helping families who are most in need and supporting the safety and wellbeing of children at risk.”[footnoteRef:6] [6: “Child Care Provider Handbook, April 2025 Department of Education (accessed on-line July 2025) https://www.education.gov.au/child-care-package/child-care-provider-handbook] 


Where the service is delivering a funded Preschool Program under the NSW Start Strong Preschool Program, vacancies should be prioritised for these programs as below:
Services are encouraged to give priority of access to:
· children who are at least 4 years old on or before 31 July in that preschool year and not enrolled or registered at a school
· children who are at least 3 years old on or before 31 July in that preschool year and are:
· children from low-income families
· children with an Aboriginal and Torres Strait Islander background
· children with disability or additional needs
· children with English language needs
· children who are at risk of significant harm (from a child protection perspective).

There is no order of priority assigned to the list of points above. Services should give priority to the groups outlined above before any other groups, including 3-year-olds not eligible for equity loading.

Provisions relating to priority of access are intended to assist services with making enrolment decisions in a way that seeks to allocate places to those in the greatest need. Services may prioritise enrolments for 600 hours or more and consider the hours children are enrolled at other funded services when making enrolment decisions. However, particular community and family needs will also be relevant.”[footnoteRef:7] [7:  “2025 Start Strong for Long Day Care Program Guidelines” NSW Government – Education (accessed on-line July 2025) https://education.nsw.gov.au/early-childhood-education/operating-an-early-childhood-education-service/grants-and-funded-programs/start-strong-funding/start-strong-for-long-day-care/2025-start-strong-for-long-day-care-program-guidelines ] 


ABSENCES 
“Child Care Subsidy is payable for up to 42 absence days for a child in a financial year for sessions of care a child is enrolled in and did not attend, but only for sessions of care where an individual still incurs a genuine fee liability to pay for the care. A reason does not need to be provided for a child’s initial 42 days of absence.

Once 42 absence days have occurred in a financial year, Child Care Subsidy can only be paid for any additional absences where they are taken for a reason set out in Family Assistance Law. These reasons are:
· the child, the individual who cares for the child, the individual’s partner or another person with whom the child lives is ill and the service has been given a medical certificate by a medical practitioner
· the child is attending preschool
· alternative arrangements have been made on a pupil-free day
· the child has not been immunised against an infectious disease, the absence occurs during an immunisation grace period and a medical practitioner has certified that exposure to the infectious disease would pose a health risk to the child
· the absence is because the child is spending time with a person other than the individual who is their usual carer as required by a court order or a parenting plan, and the service has a copy of the relevant court order or parenting plan for the child
· the service is closed as a direct result of a period of local emergency
· the child cannot attend because of a local emergency (for example, because they are unable to travel to the service), during the period of the emergency or up to 28 days afterwards
· the individual who cares for the child has decided the child should not attend the service for up to seven days immediately following the end of a period of local emergency.

Managing Longer Absences
If a long absence from care is anticipated, the plan for this, and how it will be managed, can be specified in the Complying Written Arrangement (including, for example, any changes to fees). However, where a child does not attend a service within a period of 14 weeks or more, the enrolment will be ceased. Even where an absence longer than 14 weeks is planned in the Complying Written Arrangement, a new enrolment notice will need to be submitted when care recommences after the absence. If a long absence is planned, the family may prefer to end the enrolment and submit a new notice when physical attendance recommences so that the child is not reported as absent (using up the child's initial 42 days of absence).

“Reporting absences outside of first and last days
As of 13 July 2020, there are some circumstances where families can get Child Care Subsidy for absences that fall:
· within seven days of a child's first attendance (inclusive of first day), or
· within seven days after their last attendance (inclusive of last day).
 They must meet one of the following:
· the service has changed ownership
· the child, carer, carer's partner or a household member is ill (medical certificate only needed if beyond the 42-absence limit)
· a family tragedy has occurred (e.g. death of an immediate family member)
· the enrolment ceased incorrectly
· the usual service is closed, and the child is attending another service from the same provider, or 
· any reason listed in the ‘Additional absences’ section above.

Evidence is required for additional absence days however there may be changes from time to time based on the Federal Government response to community needs, for example during a pandemic.  We will keep you updated on any temporary changes which may affect your additional absences.

Statement of Entitlement
“Once every fortnight, providers must provide a Statement of Entitlement to parents eligible for Child Care Subsidy for children enrolled in their service. This statement must include details of the sessions of care provided and the resulting fee reduction amounts. The provider will need to use information about entitlements and payments for each child received in their payment advice (through their child care software or the PEP) to prepare these statements.”[footnoteRef:8] [8: “Child Care Provider Handbook, April 2025 Department of Education (accessed on-line July 2025) https://www.education.gov.au/child-care-package/child-care-provider-handbook] 


Public Holidays
Where a service is closed for a gazetted Public Holiday, the public holiday provisions apply:
· Services can submit absences and claim Child Care Subsidy (CCS)
· Providers that charge a family for an allowable absence on this day must collect gap fees from the family

Managing Third Party Payments and Child Care Subsidy: 
“Generally, only state and territory governments (and their agencies) can contribute to the payment of the gap fee, in part or in full, Other third parties (such as employers and charities) cannot pay the gap fee except in exceptional circumstances. In such cases the Government will notify providers via the usual communication channels. 

A key principle and requirement under Family Assistance Law is that all parents who receive Child Care Subsidy should make a co-contribution to their child care fees. The co-contribution (or gap fee) is the total of the fees the parent is liable to pay for sessions of care minus the amount of Child Care Subsidy paid in respect of those fees and sessions. 

Therefore, it is not possible for a third party to pay the gap between the fee a parent is charged and the amount of subsidy paid for a session of care. Where a third party pays part of a parent’s fees for a session of care, the provider must reduce the fee reported accordingly to ensure the family’s Child Care Subsidy and their co-contribution are calculated as required by the legislation—based on the amount the parent is actually liable to pay for the session of care.”[footnoteRef:9] [9:  “Child Care Provider Handbook, April 2025 Department of Education (accessed on-line July 2025) https://www.education.gov.au/child-care-package/child-care-provider-handbook] 


Prescribed Third-Party Payments
“State and territory governments may contribute to some or all of a family’s gap fee with no impact on CCS in the following circumstances:
· where you receive a contribution from a state or territory government for a disadvantaged or vulnerable child
· where a family in New South Wales uses a before and after school care voucher issued by the NSW government, between 1 January 2022 and 1 July 2023
· where you receive a contribution from a state or territory government for a child attending a preschool program at a Centre Based Day Care service from 1 January 2023
· Start Strong, NSW

CCS and Withdrawal of Care- Withdrawal from care requires two weeks written notice (that being 10 operational days inclusive of the day notice is given ) or four weeks during the December January period, (refer to Withdrawal of Care). As a requirement of CCS payments, a fee reduction can only be claimed for care if the child attends these days. If a child does not attend on their final agreed booked day, full fees will be charged. 
For families claiming CCS payments, to ensure correct payment of accounts, KAZ Early Learning Centre will withhold the 2 week deposit until the child’s last day of care. Any deposit reimbursements will be sent by direct credit to the parent/guardians nominated address or bank account. If a child is absent from a service for one week without written notice the Manager will contact the parents/guardians and if notified that the child is not returning the deposit will be forfeited to cover fees in lieu of notice.

Late Collection Fee
Parents/Guardians must adhere to the closing times of KAZ Early Learning Centre. 

A late fee will be charged when a child is picked up after centre closing time. A Late Collection fee will be charged at a rate of $20.00 for the first 10 minutes and $1.00 per minute after that. This amount will be charged separately from child care fees. Late fees do not attract the CCS.  

Parents/guardians are asked to contact the service if unforeseen circumstances or emergencies have occurred that prevent them from picking up their child by the service’s closing time. If for any circumstance they are unable to collect their child from the service by the closing time, and fail to contact the service; educators/staff will follow the Late Collection of Children policy, implementing the following policies:
· Educators/Staff will verbally advise the parent/guardian that the child must be collected by the stated closing time due to licensing regulations and insurance conditions;
· Educators/Staff will register late arrival 
· Educators/Staff will advise the Manager/Approved Provider; 
· Parents/Guardians will be required to give reason for lateness;
· Parents/Guardians will be required to pay a late fee as set out above

Statements 
Statements are issued every three months. Invoices are issued weekly. (National Regulation 168, National Law 219(e)). Entitlement statements are issued fortnightly. 

Fee Increase
Families will be given a minimum of 14 days’ notice of any fee increase or any change to the Fees Policy (National Regulation 172).


Procedures and Responsibilities
	Leadership and Management Responsibilities, including Approved Providers, Nominated Supervisors and Responsible Persons will:
· Positively and clearly communicate all aspects of the policy and take a zero-tolerance approach to compliance.
· Understand and comply with all aspects of this policy and related legislation and support team members to do the same.
· Lead a culture of reflection and regular review of policies, seeking feedback from educators, families, children and professionals as appropriate.
· Support families to access subsidies, including where required ACCS and manage documentation as required. Abide by the requirements in both the Child Care Provider Handbook and the Guide to ACCS (Child wellbeing).
· Comply with all aspects of the Family Assistance Law and refer to the Child Care Provider Handbook.
· Notify through, PRODA or third-party software, service fees withing 14 days of:
· Receiving CCS approval (or opening the service if that occurs at a later date)
· Changing fees.
· Notify service fees through, PRODA or third-party software in December and July each year, including reporting no change in fees.
· Ensure families are advised of fees, available subsidies, applicable bonds, enrolment fees and preferred payment methods at the time of enquiry and enrolment. Keep Family handbooks up to date.
· Ensure families enter into one of the 4 enrolment arrangements.  Assist families to complete a Complying Written Arrangement (CWA) using the Enrolment Booking Form where CCS is being claimed.
· Provide families with 14 days’ notice of a change in fees or the way fees are charged.
· Ensure families are provided with information on the fee structure including any deposits, bonds or enrolment fees.  Specify if any fees are non-refundable and applicable conditions.
· Apply Start Strong Funding Fee Relief strictly in accordance with the spending rules, including to reduce out-of-pocket expenses for families, resulting in a fee reduction for eligible children after the Child Care Subsidy is deducted from the relevant fee.
· Work with families to manage the payment of accounts, set payment plans where required and, in the absence of compliance with the policy of remaining one week in advance, suspend or cancel care.
· Ensure session hours are accurately recorded and reported.
· Provide reminders for leadership, educators and families around accurately recording children’s attendance.
· Ensure other persons using CCS software or with responsibilities for monitoring attendance are aware of their responsibilities.
· Ensure manual paper back up sign in and out sheets are available in the event of a failure of electronic sign in functions.
· Ensure all information is entered into CCS approved software accurately and promptly.
· Ensure third party payments are managed as per legislative requirements and use the Third-Party Agreement Payment of Fees Form.
· Communicate any temporary measurers provided in relation to CCS absence in response to a community need, such as a pandemic.
· Must document payment plans in writing and show evidence of all attempts to collect gap fees from families.
· Must collect all fees electronically, cash and cheque are no longer acceptable means of payment as per the 1 July 2023 changes to Family Assistance Law.  
· Considerations for individual or service exemptions for payment method must be applied for in writing.  
· Ensure families are aware that they may not salary sacrifice the gap fee, this must be treated as a third-party payment.
· Ensure prescribed discount are included in session reports from 7 July 2025.
· Where vacancies exist, prioritise child who is at risk and those who have a sole-parent or both parents meeting the activity test for work/study/volunteer purposes.  
· Where children are eligible for 3yo or 4yo Start Strong Preschool Funding, and while the service is in receipt of funding, prioritise places in these age groups as per the “2025 Start Strong for Long Day Care Program Guidelines” NSW Government – Education https://education.nsw.gov.au/early-childhood-education/operating-an-early-childhood-education-service/grants-and-funded-programs/start-strong-funding/start-strong-for-long-day-care/2025-start-strong-for-long-day-care-program-guidelines

	Educators and Other Team Members will:
· Be proactive in fulfilling the requirements of this service policy and related legislative requirements.
· Seek further guidance where required to fulfil your requirements.
· Report any concerns or non-compliance immediately to the Nominated Supervisor or Approved Provider.
· Participate in the review of documents and provide constructive feedback to the Nominated Supervisor or Approved Provider.
· Ensure accurate records of attendance for children in your group.
· Mark or confirm attendance/absences using the CCS approved software/documentation
· Advise the Nominated Supervisor of any of the following:
· Child was absent on expected first or last day of attendance
· Child has been absent for more than 1wk without notice 

	As part of enrolment terms and conditions, families are asked to: 
· Fulfil responsibilities under this policy and related legislative requirements.
· Understand that the service must take steps as required under legislative requirements and follow advise from recognised authorities.
· Participate in the review of documents and provide constructive feedback to the Nominated Supervisor or Approved Provider.
· Discuss any questions with the Nominated Supervisor or Responsible Person in charge.
· Pay via our preferred method of auto debit through our CCS approved software package.
· Where CCS subsidies have been connected to the service, pay the full fee until subsidies are approved and communicated electronically to the service through the CCS approved software.
· Acknowledge that fees are payable less any subsidies communicated to the service through the CCS approved software.  Where a subsidy has changed, families are still responsible for the full fee less any benefits communicated to the service regarding Child Care Subsidy payments.  In some circumstances this may be the full fee.
· Only pay fees using electronic methods not cash or cheque unless there is a requirement for an exemption due to family or domestic violence risks.
· Understand that gap fees cannot be salary sacrificed, these must be treated as a third-party payment which will vary the CCS amount.  Ask us for more information if you require.
· Understand that gap fees are required to be paid to be eligible for CCS.  The service must demonstrate to the department of education all reasonable attempts to recover gap fees from families including documenting payment plans.
· Adhere to payment plans where these are in place to maintain enrolment and CCS eligibility.
· Request changes to bookings in writing.  
· Provide 2 weeks’ notice to cancel or reduce booked days.
· Understand that an increase in days is subject to availability.  
· Confirm your child’s bookings through your MyGov account.  
· Notify the service of any changes to Child Care Subsidy hours or %.
· Always sign your child in and out of the service and acknowledge absent days.
· Pay for all days booked, including absences for illness, holidays and public holidays.
· Attend on both the first and last day of care to be eligible for Child Care Subsidy.
· Advise the service of any expected absences.
· Inform us if you are using another service.
· Monitor your statement for balance owing and absences used year to date.
· Provide a medical certificate or other documentation to meet the Additional Absence criteria for days absent after the initial 42days or for up to 7days after the last physical day of attendance when ending bookings.
· Agree to change or reduce days where a child listed under the priority of access requires care.  Please be flexible if your reason for care is not for work/study purposes.
· Ensure records provided are accurate and fully completed.  
· Accurately record each child’s attendance for every day of care including in and out times and names of each person who delivered and collected the child.  
· Provide evidence as requested in relation to participation in approved Preschool Programs including, but not limited to birth certificate.
· Notify the service if your child is claiming Start Strong Fee Relief at another service and understand that you are only eligible to claim at one program.
· Complete the Start Strong Consent Forms where your child is enrolled in an approved, funded Preschool Program.



Communication 
· Educators and Families will have access to this policy at all times.
· Information will be included in induction for new educator and be included in service handbooks
· Educators and families will be provided with opportunities to be involved in the review of this policy.
· Educators and families will be provided with information from this policy at the time of employment and orientation.
· Changes to this policy and procedure document will be shared with families and educators.

Enforcement
The Failure of any person to comply with this policy in its entirety may lead to:
1. Termination or modification of child enrolment
1. Restriction of access to the service
1. Performance management of an employee which may lead to termination

Fees
Our Fee Structure is a follows:
1 day: $123
2-3 days: $121 per day
4 days: $113 per day
5 days: $108 per day

	KAZ Early Learning Centre Related Policies and Procedures:
Enrolment and Orientation Policy
Child Protection Policy
Late Collection of Children Policy

Appendices:
Late Collection Register


Related Statutory Obligations & Considerations
· “Child Care Provider Handbook”, April 2025 Department of Education (accessed on-line July 2025) https://www.education.gov.au/child-care-package/child-care-provider-handbook  
· “Guide to Additional Child Care Subsidy Child Wellbeing – Guide for early childhood education and care providers and services” Australian Department of Education (accessed on-line July 2025) https://www.education.gov.au/early-childhood/resources/guide-additional-child-care-subsidy-child-wellbeing
· “Third-party payment of gap fees” Australian Government Department of Education (accessed on-line July 2025) https://www.education.gov.au/early-childhood/child-care-subsidy/payments-and-fees/third-party-payments
· “Notifications and reporting” Australian Government, Department of Education (accessed on-line July 2025) https://www.education.gov.au/early-childhood/provider-obligations/persons-management-or-control/notifications-and-reporting
· “Electronic Payment of Gap Fees” Australian Government Department of Education (accessed on-line July 2025) https://www.education.gov.au/early-childhood/provider-obligations/electronic-payment-gap-fees
· “Early Childhood News” 2 July 2025 Australian Government, Department of Education
· “2025 Start Strong for Long Day Care Program Guidelines” NSW Government – Education (accessed on-line Feb 2025) https://education.nsw.gov.au/early-childhood-education/operating-an-early-childhood-education-service/grants-and-funded-programs/start-strong-funding/start-strong-for-long-day-care/2025-start-strong-for-long-day-care-program-guidelines
· “Guide to the National Quality Framework” Australian Children’s Education & Care Quality Authority Jan 2025
· [bookmark: _Hlk511045104][bookmark: _Hlk511045118]Education and Care Services National Law Act 2010 (version Oct 2024)
· Education and Care Services National Regulations (version Jan 2025
Department Human Services
https://www.humanservices.gov.au/individuals/services/centrelink/child-care-subsidy/claiming
Australian Government, my child.gov.au www.mychild.gov.au
Related Telephone Numbers
· Early Childhood Education and Care Directorate - 1800 619 113
· ACECQA - 1300 422 327
· Department of Human Services - 136 150
· CCSS Helpdesk - 1300 667 276 

	REVIEW
This policy will be updated to ensure compliance with all relevant legal requirements every year. Appropriate consultation of all stakeholders (including staff and families) will be conducted on a timely basis. In accordance with Regulation 172 of the Education and Care Services National Regulation, families of children enrolled will be notified at least 14 days and their input considered prior to any amendment of policies and procedures that have any impact on their children or family.

	Date Issued:
	July 2025
	Review Date:
	Dec 2025- update start strong July 2026

	Amendment
	2023- Format, NQS added, updated weblinks 
2024- Method of payment, CCS, Start Strong information updated. Procedures and responsitilities updated.
2025  Ensure prescribed discount are included in session reports from 7 July 2025.




	Family, Educator and Staff Comments:
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