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Payment of Fees Policy 

PURPOSE
For parents to gain a clear understanding of the Centre’s fee structure, ensuring children’s fees are paid on time.

SCOPE
This policy applies to children, families, staff, management and visitors of the centre.

IMPLEMENTATION
The fee structure of the Centre includes:

General Fees 
· Fees are charged on a daily basis and vary depending on the family’s Childcare Subsidy (CCS) entitlements. 
· Fees must be paid within 14 days of receipt of invoice. Invoices will be levied at the in arrears on a fortnightly basis.
· Fees must be paid by direct deposit.
· Fees are payable for every day that a child is enrolled at the Centre. This includes sick days and family holidays but excludes public holidays and periods when the Centre is closed.
· Fees are charged at full days only (no matter what the attendance hours are).
· Casual days may be offered to families if available within the Centre’s license. TCC reserves the right to revoke a casual booking where there is not sufficient staff to accommodate the additional booking.
· Families will be charged the casual booking fee for casually booked days. Where a family no longer requires the casual booking, they may cancel the booking at no charge at least 24 hours before the casually booked day. Cancellations within 24 hours or on the day will incur a charge of the full casual day fee.
· Childcare Subsidy (CCS) is available to all families who are Australian Residents and have a Customer Reference Number. To find out about eligibility, families must contact the Family Assistance Office. 
· Childcare Subsidy Benefits are received as a reduction of fees through the Centre.
· Families are responsible for applying for CCS directly with Centrelink. 
· At times CCS payments will vary or even cease due to personal circumstances of families or other factors out of the control of the Centre.  Families are responsible for monitoring their CCS payments and liaising with Centrelink directly in the event of issues.

Payment of fees
· Fees can be paid by direct deposit through your personal banking.
· Families will be issued with invoices for fees on a fortnightly basis in arrears. 
· Full payment must be made within 14 days of each invoice date.
· In the event CCS eligibility has not been finalised or for any reason has not been paid by Centrelink families are still required to pay invoices issued by the centre as above.


Financial Difficulties 
· If a family is experiencing financial difficulties, the Centre may, in its discretion, agree to enter into a suitable payment plan with that family.  
· Payment plan arrangements must be in writing and made with the Centre director.
· Payment plans will ONLY relate to fees already incurred.  All subsequent fees (incurred after a payment plan for previous fees has been entered into), must be paid within 14 days of the date of invoice.  In other words, the Centre will NOT consider entering into any “after pay” style arrangement in relation to future attendance at the Centre.

Failure to Pay 
· If fees are not paid on time, a reminder letter will be issued after one week and, where the fees are still outstanding, after two weeks.
· If fees are not paid within 30 days of the date of an invoice, the Centre will not accept or admit the relevant child or children to whom the fees relate to the Centre until all outstanding fees are paid in full, or an acceptable payment plan is entered into. 
· A child’s position at the Centre may be terminated by the Centre if payment of fees is not made within 60 days of the due date. 
· At this time the Centre will initiate its debt collection procedure. 
· The Centre may charge interest in addition to any costs (including legal costs) incurred by the Centre in recovering unpaid fees.

Historical Debts
· The Centre will not accept the re-enrolment of any child in respect of whom there are outstanding fees.
· The Centre reserves the right to require payment in advance from any family with a history of late payment of fees.

Late Fees
· It is unacceptable to pick children up late from the Service. A late fee will apply where children are not picked up prior to closing time. Currently, a fee of $1.00 per minute every minute you are late.
· A review of the child’s enrolment will occur where families are consistently late to collect their child/ren.

Change of Fees
· Fees are subject to change at any time provided a minimum of four weeks prior written notice is given to all families. 

Termination of Enrolment 
· Parents must provide two weeks written notice of their intention to withdraw a child from the Centre. Two weeks written notice is also required to reduce the number of days your child is enrolled for.
· If a child’s enrolment at the Centre is terminated without the requisite notice being provided to the Centre, families can lose their Childcare Subsidy (CCS) resulting in the payment of full fees to be charged.  

Responsibility of Management 
· The Director and Committee is responsible for the billing and chasing of fees. 
· Should families wish to discuss fees, they will need to see the Director.
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