St NiChO‘dS FEES AND PAYMENT

DIOCESE OF MAITLAND-NEWCASTLE

POLICY AND PROCEDURE

1. Policy Statement

St Nicholas are committed to providing all families the opportunity to enrol their children at our Early
Education and/or OOSH services, with a fair and inclusive fee structure. St Nicholas are committed
to maintaining financial integrity and comply with all Child Care Subsidy legislative requirements.

2. Purpose
The purpose of this Policy and Procedure is to ensure:

e St Nicholas has policies and procedures for the payment of fees and the provision of a statement of
fees charged by the service. This procedure needs to be read in conjunction with the St Nicholas
Enrolment and Orientation Policy and Procedure.

e All stakeholders are aware of the payment of fees processes

3. Procedure Direction

Step Detail

Fee Payment and Child Care Fees are charged per child’s booked attendance for a full session

Subsidy (CCS) per day of care and calculated using the eligibility for Child Care

Subsidy (CCS) percentage and hours.

e Fees are charged for full day sessions. Where it is beneficial for
the primary account holders CCS hours, the session duration
may be calculated at 10 hours per day.

- Example 1: Your child is collected early and has attended
the service for 4 hours, they will still be charged for the full
session.

- Example 2: If the parent/carer is eligible for 100 hours a
fortnight, St Nicholas can set the sessions to 10 hours
to enable the child to attend 5 days per week, provided the
child does not attend more than 10 hours per day.
e (CCSis paid directly to St Nicholas by the Government to offset
the full fee and used as a fee reduction.
e Bookings may be amended if they are made beyond the hours
of eligibility and payment fails to be processed.
- Example: If a child attends for 100 hours, however, is only
eligible for 72 hours, full fees will be charged for the
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additional hours, and if payment fails, future bookings will
be amended accordingly.
e Parent/carers are required to pay the difference between the St
Nicholas fee and the subsidised or ‘gap’ amount.
e Statements showing payments received are available to the
primary account holder.
e Full fees are payable until Child Care Subsidy is received.

Casual bookings e Casual days are non-recurring bookings that are offered, where
available. They are only available where family accounts are up
to date, and there is adequate staffing to offer the
additional booking. Contact the St Nicholas Nominated
Supervisor/Centre Director to request casual days.

e Where a casual day is booked, and no longer required, notice of
24 hours of the cancellation of the casual day must be
provided for Early Education and 5 days for OOSH, otherwise the

full session fee will be payable by the account holder.

Public Holidays, Sick days and Standard daily fees are charged for public holidays, sick days and

Holidays family holidays.

e Families are requested to contact the service as early as
possible if their child will be absent on a booked day, for example
due to illness, or in advance for known absences such as
holidays.

e Parent/carers are responsible for paying the fee to the service if
their child is unable to attend.

e Under the CCS, parent/carers are allowed 42 absence days per
child, per financial year.

e Additional absence days may be provided in particular
circumstances as defined by Family Assistance Law.

e |na period of local emergency, such as flooding or bushfires,
where the service is required to close or reduce numbers
temporarily, parent/carers may be provided with additional
absence days as per Family Assistance Law.

. A statement of entitlement must be issued to families after care
Provision of a Statement of

has occurred.

Fees Charged
e Statements will be provided each fortnight, via email
e Statements are issued via the OWNA platform
e Statements will include:
e All sessions of booked care and hours
e Attendance times
e Approved CCS percentage, subsidized hours and
Government amount paid
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e Any discounts applied
e The Gap Fee amount

Payment Method e All fees are to be paid by direct debit via the St Nicholas Direct
Debit collection service. Direct Debit is a transaction where fees
owing will be debited from an agreed bank account or credit card
(Visa and MasterCard only accepted). These services are
currently provided by Debitsuccess Pty Ltd.

e The parent/carer will provide authorisation for the direct debit
using either:

e Paper based enrolments: the Direct Debit Request form
with terms and conditions per the DDR Service
Agreement.

e Online enrolments via the Child Care Management
System (CCMS) utilised by the Early Education or OOSH
service.

o Direct Debit requests will detail the applicable financial
institution account number, start date and frequency of
payment.

e Direct Debits will be processed for the outstanding balance of
the parent/carer’s fee account.

e Parent/carers are expected to maintain their fees up to date or
in advance at all times, based on the nominated frequency of
payment. For example, where a family has nominated to have
their Direct Debit processed weekly, they will pay for the
current week of care.

e Where a family has nominated to pay fortnightly, their account
will be debited for the current week, and the week ahead.

e ltis the account holder’s responsibility to ensure there are
sufficient clear funds in their account to allow the debit payment
to be made. Account holders are required to provide St Nicholas
with a minimum of 24 hours’ notice should you wish to stop or
defer a direct debit.

e Where the account holder wishes to make a change to their
Direct Debit agreement, such as changing the nominated bank
account or payment frequency, a new Direct Debit form must be
completed and signed by the relevant account holder/s.

Alternative Payment e An APA can only be entered into in exceptional circumstances,

Arrangements (APA) when a family is unable to pay via direct debit. Parents/carers
must complete an APA form, which is subject to approval. With
an APA in place, fee payments are made with either EFTPOS (EE

only) or by contacting the Diocesan Billing team.
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Direct Debit Collection Fees Fees are payable to the Direct Debit collection service on Direct Debits:

e St Nicholas will pay the transaction fees of Direct Debits drawn
from bank accounts.

e Parent/carers will pay for transaction fees for Direct Debits
drawn from credit or debit cards at the current charge rate %
times the transaction amount. These fees are set by the relevant
financial institution.

e Where the St Nicholas Direct Debit collection service has a Direct
Debit returned by the parent/carer’s financial institution as
unpaid, a failed payment fee will be charged to the
parent/carer. In this instance, the parent/carers financial
institution may also charge a fee.

e Parent/carers are advised of the failed payment and asked to
make payment within 24 hours of the notification of failed
payment. If payment is not made by this time, a $15 late
payment fee will be charged, and the next scheduled direct debit
will be increased to include the fee.

Missed Payment Fee When a Direct Deposit fails to go through, and payment is not made

within 24 hours following the dishonour, a missed payment fee of $15

will apply.
Bond Payment (Early Bond payment
Education Services only) e Bond payments are calculated as $100 per child for each enrolled

day, capped at $400 per child per week.

e All parent/carers are required to pay a bond in advance to secure
enrolment.

e The bond payment must be made within two weeks of receiving
the enrolment offer. If care begins within this two-week period,
the payment should be made as soon as possible, and must be
made prior to the start date.

e St Nicholas reserves the right to offer the place to another family
if the bond payment is not received prior to the commencement
date.

e If a parent/carer increases the attendance pattern of their
enrolled child/ren, an additional $100 per day will be applied up
to a maximum of $400 per child.

e Bond payments are payable by EFTPOS in service, through the
CCMS, or by credit card with the Diocesan Billing team. Cash
payments are not accepted.

e The bond payment cannot be utilised to offset overdue fees,
unless enrolment has ceased.

Bond refund
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e If a parent/carer reduces the attendance pattern of their
enrolled child/ren, a refund of the excess bond will be applied to
their account.

e If a parent/carer provides notice to cease care, they must
complete a St Nicholas Bond Refund form.

e Any outstanding fees will be reconciled against the bond held.

e Bond reconciliation and payment of refunds cannot be processed
until Centrelink reconciles a child’s CCS (if applicable),
approximately 4 weeks after the child/ren leaves the service.

Debt Collection Debts/Unpaid Accounts

e Families should contact their Centre Director, St Nicholas
Nominated Supervisor or the Diocesan Billing team as soon as
possible if their account falls into arrears so that a suitable
payment arrangement can be established to assist families to
bring their account up to date within a reasonable timeframe.
Adherence to the conditions of the payment agreement is
required to ensure ongoing enrolment.

e  Families can apply for Additional Child Care Subsidy (ACCS)
through Centrelink for additional fee assistance. Assessment of
eligibility for ACCS and approvals are the responsibility of
Centrelink.

e Fee debts will not be carried over into a new calendar year for all
enrolments, with any outstanding payments required to be
resolved prior to booking in the next year.

e Fee debts will not be carried into the Vacation Care period
(OOSH only). Debts must be finalised prior to booking into
Vacation Care sessions.

e A child’s ongoing enrolment in a service is dependent on their
fees being current, or parent/carers adhering to an agreed
payment plan to recover any overdue fees.

e St Nicholas reserves the right to suspend or refuse care where
fees are not kept up to date.

Debt Recovery Process

e Inthe event of a failed payment attempt on the account, the
account holder will receive an email notification of the failed
transaction, and a $15 late fee will be applied to the account.
Payment must be made within 24 hours of the initial dishonour
email.

e |nthe event the first payment has not been resolved, the
account holder will receive a Debt Management email outlining
the total outstanding balance, available payment plan options
and the required due date. An additional $15 will be applied to
the account.
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e |[f aresponse has not been received or payment has not been
made by the due date, the account holder will receive a Booking
Review email outlining the outstanding balance, payment plan
options, and the required due date or contact before the next
direct debit attempt. A warning will be issued that bookings may
be revoked if payment is not made by the specified due date.

e If contact and/or payment has not been made by the specified
due date in the Booking Review email, the matter will be
referred to the St Nicholas Support Office and they will contact
the family directly and approve termination of existing or future
bookings. Direct debit will be stopped to prevent further late
fees and recurring dishonour fees, enabling an alternative
manual payment plan via EFTPOS.

e Upon termination of bookings, the bond held will be applied to
the outstanding account.

e OQutstanding debts will be managed by external debt collectors,
engaged by the Finance Business Partner.

Late Collection of Child Fee A late fee of $15 per child will be charged for the first 15 minutes (or
part thereof) that they remain on the premises. An additional $15 will
be charged for every subsequent 15 minutes if children are collected
late from the service.

Missing Child Search Fee The Missing Child Search Fee will be applied when:

e achild does not arrive at their OOSH service at the end of school
or is missing while the service is in operation

e achild has absconded from the service

e parents/guardians will be charged $50

Cessation of Enrolment e Parent/carers are required to provide written notice two weeks’
in advance of ceasing their child’s enrolment. This should be
provided by completing the St Nicholas Cessation of Care form.

e Upon ending care, families eligible for CCS must ensure their
child/ren attend their last booked session for CCS to be applied.
If a child/ren does not attend, cessation of care rules apply,
which mean CCS cannot be paid for any days after the last day of
physical attendance up to the last booked session of care. Full
fees will be charged for these sessions and are payable by the
account holder.

Change of Booking Pattern e Parent/carers are required to provide at least two weeks’ notice
in writing of a request to change their permanent booked days
to an alternate booking pattern (i.e. changing days of
attendance), or reduce the number of permanent days booked.
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e Changes are subject to availability of the requested days.

Child Care Subsidy (CCS) Absence Entitlements

Entitlements e The Government's Childcare Subsidy (CCS) and Additional
Childcare Subsidy (ACCS) are payable for 42 initial absence
days for a child in a financial year. These absences can be for
any reason including Public Holidays. For all absences beyond
the initial 42 days, full fees will be charged as the Childcare
Subsidy (CCS) cannot be applied.

e If you reach your allowable 42 absence limit, you may be
eligible for additional absences by providing supporting
documentation. You should notify the Childcare Team within
7 days when requesting additional absences.

e Additional absences will not be applied to sessions dating
back 14 days or more.

Commencing Care

e |[f achildis booked in to commence care and does not start on
that day, the Childcare Subsidy (CCS) cannot be applied, and
full fees will be charged.

e The subsidy will not be paid until the child physically attends
a session of care

Damages and Loss e St Nicholas is not responsible or liable for any loss, damage,
repair or replacement costs related to personal belongings of
children or parent/carers brought into the service.

e Any damage caused by a child or parent/carer such as marking,
defacing, removal or breakage of any item/s belonging to St
Nicholas, compensation may be sought for property damage.

e This cost of repair or replacement will be calculated and invoiced
to the individual or parent/carer responsible.

e St Nicholas holds no responsibility for loss of income or costs
incurred as a result of parent/carers requiring to collect children
under guidance from the service due to any reason, including
illness, injury, trauma or incidents.

Fee Review e Fees will be reviewed and approved periodically by the approved
provider.
e Fees are subject to change at any time.
e Parent/carers will be provided with a minimum two weeks’
notice for any fee changes that will affect the fees charged, or
the way fees are collected (excluding CCS revisions).

Confidentiality e St Nicholas will only provide financial and attendance
information to the primary account holder.
e If another person requires any financial or attendance
information, they will need to obtain permission in writing from

St Nicholas Name of policy: Fees and Payment Page 7

Issue Date: June 2026 Review Date: June 2027 Document Owner: Executive Director, St Nicholas



ST NICHOLAS | POLICY TITLE GOES HERE | POLICIES AND PROCEDURES

the primary account holder and correspond directly with the
Diocesan Billing team.

Staff fee discount Any staff fee discounts provided by St Nicholas are only applicable to
staff who are employed as permanent full time or permanent part
time.

Casual employees are not eligible for staff fee discounts.

All other clauses above apply to staff discounted fees, including Bond,
change of days, debt collection and termination of care.

4. Roles and Responsibilities

Role Responsibility

Approved Provider e Ensure that the obligations under the Education and Care
Services National Law and National Regulations are met.

e Take reasonable steps to ensure the St Nicholas Nominated
Supervisor, St Nicholas team members and parent/carers follow
the policy and procedures.

e Adhere to Government regulations for applying subsidies.

e Approve periodic review of fees.

e Provide two weeks’ notice to communicate any change to fee
structure to parent/carers that significantly impacts the service’s
education and care of the children, the family’s ability to utilise
the service or affects the fees charged or the way they are
collected.

Nominated Supervisor e Ensure regulatory obligations are met in relation to payment of

fees.
Responsible Person e Advise the Diocesan Billing team of any miscellaneous fees to be
charged.
e Support the Diocesan Billing team to resolve unpaid accounts.
e Notify parent/carers of payment options.
e Communicate with parent/carers at enrolment about fees,
including:
o the daily rate
payment period and method
how the CCS is applied

notice periods

o O O O

how they can access copies of statements
financial hardship considerations and payment plans
e Inform parent/carers about available payment

options, as appropriate.
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e Submit St Nicholas Alternative Payment
Arrangement form to the Diocesan Billing team, if applicable.

St Nicholas staff e Be familiar with the St Nicholas Finance procedure.
e Support families to approach the Diocesan Billing team with any

fee-related questions.

Diocesan Billing team e Apply fees to the parent/carers of children being educated
and cared for by the service.

e Monitor the application of the Child Care Subsidy or other
government subsidy.

e Monitor parent/carer payments and payment plans.

o Apply miscellaneous fees to accounts.

e Enter St Nicholas Alternative Payment Arrangement form into
the billing system, as required.

e Ensure the account holder receives statements for outstanding
fees to be collected and receipts for fees paid.

e Communicate outstanding accounts to the parent/carers.

Parents and Guardians e Understand the fee requirements and expectations at
enrolment and any ongoing changes.

e Agree to the Complying Written Arrangement (CWA), which will
be issued to the CCS claiming parent (primary account
holder) upon enrolment and any time changes are made to a
child’s booking pattern, fees or session hours. This is a
requirement under the Family Assistance Law.

e Submit all necessary documentation to the service to ensure CCS
can be claimed.

e Confirm CCS enrolment through Services Australia. In the event
CCS has not been confirmed or the eligibility criteria is not met,
understand full fees will be charged.

e Ensure CCS remains current and understand if CCS is cancelled,
full fees will be charged until the parent/carer rectifies with
Services Australia.

e Maintain currency on fee requirements, ensuring fees are always
paid for the current week plus one week in advance.

e Notify the service if the child is absent and understand the full
session fee to remains payable if a child is unable to attend.

e Account holders are required to provide St Nicholas with a
minimum of 24 hours’ notice should you wish to stop or defer a
direct debit payment.

e Provide written notice 2 weeks in advance of ceasing child’s
enrolment and complete the St Nicholas Cessation of Care Form.
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e Raise any fee related questions with the Diocesan Billing Team
(EE-Finance@stnicholasmn.org.au or

OOSH-Finance@stnicholasmn.org.au )

5. Related Documents

Policies and Procedures

e Enrolment and Orientation Policy and Procedure
e Delivery and Collection of Children Policy and Procedure
e Acceptance and Refusal of Authorisation Policy and Procedure

Legislation

e Education and Care Services National Regulations (2011 SI 653) - NSW Legislation
Regulations: 168, 172

e Children (Education and Care Services) National Law (NSW) No 104a of 2010 - NSW Legislation
Sections:

e A New Tax System (Family Assistance) Act 1999 (Cth)

o A New Tax System (Family Assistance) (Administration) Act 1999 (Cth)

e Family Assistance Legislation (Jobs for Families Childcare Package) Act 2017 (Cth)

Other References

1. Payment of service fees and provision of a statement of fees charged by the service. Policy and procedure
guidelines. ACECQA, March 2026

National Quality Standard

QA7.1.2 Management systems

6. Definitions

Term Definition

A St Nicholas team member whose primary role is not working directly
with children, including cooks, support office team members,
administration team members, support workers, volunteers

Staff

Early Education St Nicholas service providing education and care to children aged 0 —5

years

0OSH St Nicholas service providing education and care to school aged
children
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/. Document Review

7.1. This Policy will be reviewed when there is a legislative change, organisational change, delegations
change, technology change or at least every 3 years to ensure it continues to be current and

effective.
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