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	Fees and Payment of Fees 

Occasional Care



1. Purpose 

City of Stonnington values the childcares services that it offers to the community therefore takes pride in offering high quality care to families. The purpose of this policy and procedure is to outline the processes of developing the fee structure, fee collection and the procedures for late payment of fees.
2. Policy

Fees structures are determined for childcare services after considering the costs of the services and all sources of income. Stonnington Childcare Service strives to provide a fee structure that is competitive, affordable and responsible. 

3. Scope

This procedure shall apply to all Childcare Services operated by the City of Stonnington.

4. Responsibilities

Childcare Services Co-ordinator
Team Leaders

Administration Officers
Educators 
Parents/Guardians using Childcare
5. Procedure
General Information on commencement 

· A non-refundable registration fee per child is due and payable upon enrolment or at the child’s first visit to the centre.

· Fees are due and payable upon arrival for each visit, or paid in advance at the first day for multiple visits across each week. 

· Parents/guardians with outstanding accounts, over one week, risk future bookings being cancelled and/or future bookings not being accepted.

· Fees are due and payable for booked time or attendance time whichever is greater.

· Late collection fees will be charged to parents/guardians who collect their child after the booked time or after the centre closes at 5.30pm. 
Fee Statements/receipts
· Statements are issued to all parents/guardians fortnightly in line with the Department of Social Services requirements.  These statements are emailed to families that have attended the centre in the past four weeks. Additional statements are available on request.  

· Statements display attendance days, absences, fees charged, previous payments made and absent counts for the current financial year. Child Care Benefit details will be displayed and an estimate/calculation for any current fee reductions. Child Care Rebate calculations will also be displayed if parents have chosen CCR to be paid to the centre. 
Non-Payment of fees: 

· Parents/guardians with outstanding accounts, over one week, risk future bookings being cancelled and/or future bookings not being accepted.
· Parents/guardians experiencing difficulties with fee payment are to contact the Centre Team Leader as a matter of urgency, before fees are in arrears. 
· For exceptional or extenuating financial circumstances, parents/guardians may be provided with a payment plan to provide payment of fees outstanding and allow the child to remain attending the service – fees for any future visits will need to be paid on arrival at the centre.  If the payments required under the payment plan are not received, future booking will be cancelled and the child will no longer be able to attend the service.
· Educators will be notified that the child is no longer able to attend the service.
Debt collection:

· When future bookings have been cancelled and will no longer be accepted, if the account remains due after a reasonable time “Debtors will be referred to the Debt Collector contracted by Council to ensure fees are paid for all services operated by City of Stonnington.”
Late Collection of Children

· A late collection fee will apply to any parent/guardian that has not collected their child before the designated closing time for the centre.  The fee will include an initial penalty fee of $22 for the first 10 minutes and an additional $22 per 10 minutes or part thereof until the parent collects their child.  Continual late collection of children may result in cancellation of care for the child. 
Cancellation of occasional bookings
· Cancellations of bookings are accepted before 3pm the day before without incurring a fee.

· After this time cancellations will be charged at a rate of half the booked fee between 3pm and 8am the day of the booking.
· Cancellations made after 8am the day of the booking are charged at full fees.

Payment methods
·  Ezidebit Parents/guardians can complete an Ezidebit Authorisation form whereby providing credit card details or bank account information, transactions will be automatically processed on the due dates each fortnight by the Ezidebit company. Successful payments will be automatically credited to accounts through the Qikkids child care software program 
· EFTPOS - Payments can be made by credit card or EFTPOS in person at the centre. Credit card payments can also be made over the telephone by calling Winter Street Child Care Centre on 8290 6060
· Cheques - Payments made by cheque must be made payable to ‘City of Stonnington’

· Cash payments – Cash payments can be made at either Malvern or Prahran Town Hall Service Centre. The Service Centre receipt must be returned to the centre for processing.

Child Care Benefit (CCB) and Child Care Rebate (CCR)
· Parents/guardians are encouraged to contact the Family Assistance Office (FAO) to determine their eligibility for Child Care Benefit (CCB) and/or Child Care Rebate (CCR).
· All parents/guardians will be charged full fees until they provide their Customer Reference Numbers (CRN) in addition to having been assessed as having current eligibility for CCB and/or CCR through Centrelink.
· After entering Customer Reference Numbers (CRN) and creating a formal CCMS enrolment, the Qikkids software program will estimate any fee reductions the parent/guardian may be entitled to for CCB or CCR.

· Attendance details will be submitted via the internet through the Child Care Management System (CCMS). CCB or CCR fee reduction entitlements are then calculated and confirmed through the Qikkids software program.

· Centrelink can adjust or cancel CCB or CCR fee reduction entitlements with little notice. Parents/guardians remain liable for any fees that may be recalculated by Centrelink in these circumstances. This also applies for parents/guardians with JET Funding or Special Child Care Benefit (SCCB) where the funding may be reduced or cancelled at short notice. 
· Parents/guardians who are assessed as eligible for CCR and have provided the service with their Customer Reference Numbers (CRN) may choose to be paid directly by Centrelink.
Child Care Benefit (CCB) and Child Care Rebate (CCR) - Conditions

· Parents/guardians must accurately record time and sign their child’s daily attendance record to verify attendance. Service attendance records may be audited by the Department of Social Services at their discretion, to confirm children’s attendances claimed.

· Parents/guardians must sign daily attendance record to verify absences. Service attendance records may be audited by the Department of Social Services at their discretion to verify absences claimed.

· It is the parents/guardians responsibility to be informed and familiar with the terms and conditions for applying and receiving CCB and CCR.

· Any breaches of the terms and conditions for receiving CCB or CCR will result in full fees being due and payable for that time and may result in parents/guardians requiring to ‘pay back’ benefits previously received as CCB or CCR.

Child Care Benefit - Absences

· If a booking is cancelled after 3 pm the day before and parents/guardians are charged a cancellation fee, this booking is reported to Centrelink as an absence. Any CCB fee reduction entitlements can still be provided to the parent/guardian. 
· On the next attendance a signature needs to be obtained on the sign in/out sheet to verify the absence to ensure the services records are accurate. 
6. References

A New Tax System (Family Assistance) Act 1999

Department of Education, Employment and Workplace Relations (DEEWR) Child Care Service Handbook 2011-2012 Australian Government.

Education and Care Services National Law Act 2010
Education and Care Services National Regulations 2011
Family Assistance Legislation Amendment (Child Care Management System and Other Measures) Regulations 2009
National Quality Standard 
7. Forms/Checklists

Enrolment Form  
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