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	Purpose:
	This Policy is to provide details of all financial management within the Centre as well as and including fee notification and government childcare entitlement adjustments in accordance with Government legislation. 



Policy Statement 

The Centre aims to provide a high quality affordable Centre that meets the needs of the children and parents. The Parent Committee is responsible for all financial aspects and aims to ensure that all financial, funding, government legislation and acts are fully followed and that clear records of all financial transactions are recorded and stored for the required time.

Procedure		

· New Committee members and existing members will be provided with a summary of the Centre’s financial position at the Annual General Meeting with a follow up six months after.
· The Centre coordinator’s will be responsible for overseeing the day to day financial management of the Centre such as collection and banking of fees, allocation of petty cash, and payment of bills.
· An off-site book keeper will be responsible for the payment of wages, superannuation and the calculations of Business Activity Statements, Profit and Loss and Balance Sheet quarterly.
· The Treasurer, in consultation with the Centre Coordinator, will draw up a timetable for the year that indicates when all returns, audits, reports and other financial accountabilities are due and ensure these are carried out by their due dates.
· The Treasurer will draw up an annual budget in consultation with the Centre Coordinator for approval by the Committee.
· Management accounts are to be provided to the committee meeting to show actual versus budget as appropriate. 
· The audited balance sheet and income/expenditure statement will be presented at the Annual General Meeting.
· All financial records will be kept for seven years and be made available for inspection by the relevant government officials.

Procedure when transaction/expense over $1k 

· Purchases over $1,000 to be pre-approved from the parent committee (at least by two members and approved in writing via email with justification on the purchase) 
· Purchases over $1,000 to be confirmed within budget by the treasurer and/or justification needed if outside budget. 
· Confirm with Bookkeeper or Accountant if transaction requires any consideration around tax or accounting standards. 
· Tax Invoice & Bank Account details are required to be verified before payment is made. 

Fees:

· Setting fees
Fees will be set on an annual basis by the Parent Committee, based on the annual budget. In exceptional circumstances the Parent Committee has the right to implement an increase during the year. 


· Fee Payment

· An invoice for the impending payment period will be issued to parents with a minimum of one weeks’ notice before the payment due date, notifying the parent of the required payment, payment due date, and instructions for how to pay the account. (From July 1st 2023 the only methods accepted will be eft or direct debit as per Government’s Change to gap fee payment changes https://www.education.gov.au/child-care-package/provider-obligations/changes-gap-fee-payments-july-2023)
· Fees for permanent bookings are to be paid in advance, unless an agreement has been made with the Coordinator and/or Parent Committee. Either for the whole term in week 1 or half in week 1 and the remainder in week 6 of the current term or per the family IDebitPro schedule. 
· Casual Care must be paid on or before the day of care.
· Vacation Care fees must be paid in full by the end of the Vacation Care period.
· Fees are to be paid for the days the child is booked at the Centre, including when the child is absent due to illness or on holidays. A minimum of two weeks written notice (email is acceptable) is needed if you don’t require care for any length of time. 
· Child Care Subsidy is paid for forty two sick days per financial year.
· A dated receipt will be provided for each payment.
· All records will be kept confidential and stored appropriately. Parents may access particulars of their fees at any time and information given in writing upon request.
Non-refundable enrolment fee   - $50.00 per child per year 
A non-refundable enrolment fee payable for each child enrolled at the Centre. This fee is applied to the cost of improvements the Centre’s facilities, administration costs associated with the enrolment process and your family’s membership to the Wahroonga After School Care Centre Inc. (the body which provides the Centre). Payment of the correct amount (in cash or cheque) is required in order for us to accept your enrolment form.
Dishonoured or failed payments – Direct Debit/Credit It is the responsibility of each family to ensure the correct funds are available in their nominated bank account/credit card on the due date of payment. Payments that are dishonoured are subject to a fee set by and payable to our direct debit/credit authority; iDebitPro as agreed to in their terms and conditions. The Centre will attempt to contact families whose payments are returned as dishonoured or failed prior to reprocessing the fees due. This dishonour fee is not paid to the Centre and as such the Centre is unable to refund this fee once incurred.



Child Care Subsidy (CCS):

The Centre is approved to offer CCS to eligible families for Before School Care, After School Care and Vacation Care. Parents will be asked for all relevant Family Assistance details. These include customer reference numbers of parents and child/ren as well as the dates of birth for all.

The Coordinator will ensure that notices are displayed to inform parents of any changes made to the system by the Government.

All documentation relating to CCS will be kept for the statutory required time and made available to Commonwealth Department Officers on request.

BASC Voucher Scheme 

We can no longer accept BASC vouchers, however the credit can be used until the 30th June 2023

Late Fees:

The Centre will charge a late fee, as set annually by the Parent Committee, to any parent who collects their children after the Centre has closed.

Wherever possible, parents should advise the Centre as soon as possible if they believe they will not be able to pick up their child before the scheduled close of Centre for that particular day. 

If a parent collects their child after the close of Centre on more than 1 occasion during a school term (or period of vacation care), the Centre coordinator will seek to discuss and review the situation with the parent(s), but reserves the right to cancel the place of the child in the Centre. 

Overdue Fees

The Centre aims to follow the Debt Collection guidelines (dated February 2016), produced by The Australian Securities and Investment Commission. See Appendix.

Parents experiencing financial difficulties are encouraged to consult with the Centre Management without delay to negotiate a variation to their repayments or make other arrangements.
At discretion of the Centre Management, an account may be allowed to go no more than one term in arrears.
 
If other arrangements have not been made, an initial overdue reminder statement will be sent to parents one week post the initial payment due date if payment has not been received. This statement will request that the parents immediately speak with the Centre Management to discuss the outstanding account. The statement will also declare that the child’s place at the Centre will be reviewed and could be cancelled at the discretion of the Centre Management if either payment is not made immediately or if a suitable plan for payment is not agreed with Centre Management. 

A second overdue reminder statement will be sent to parents two weeks post the initial payment due date. This statement will reinforce the request that the parents immediately speak with the Centre Management to discuss the outstanding account, and also that the child’s place will be reviewed and could be cancelled if the outstanding fees are not paid immediately (or if a suitable plan for payment is not agreed with Centre Management).

During the two week period post the initial account due date, the Centre Management will also seek to make direct contact (via phone or in person) with the parents, and arrange for a suitable time no later than 4 weeks post the initial payment due date, for the parents to speak with the Centre Coordinator with a view to arranging the settlement of the outstanding balance.

If the above procedures are not effective in securing payment of the outstanding balance or in allowing for alternate mutually agreed arrangements to be made, then the child’s parents will be notifed both verbally and via writing that effective immediately the child’s placement at the Centre will be cancelled and no further enrolment of the child will be considered until the account has been paid.

Clearing Accounts for accurate financial reports

	Credit Balances:
 	Account balances in credit at the conclusion of a term will be treated as follows:

1. If the parent is intending to continue using the Centre in the next term immediately following the current term, at the discretion of the Centre Management, the credit balance can be applied to the next invoice issued to the parent.
2. If the parent is not intending to continue using the Centre in the next term, the Centre Management will notify the parent to inform them of the credit balance, and seek direction for a suitable payment method to return the credit to the parent, and close the account. Best effort will be applied by the Centre Management to return the credit to the parent, for a period not exceeding 3 weeks from the close of the term within which the account credit was incurred. Following the conclusion of this 3 week period, any credit that has not been able to be returned to the parent following best efforts by the Centre Management, and unless alternate arrangements have been made with the parent at the discretion of the Centre Management, then the account will be closed and any credit balance will be treated as a donation to the Centre.
 	Debit balances

Following treatment of overdue fees as described in the overdue fees section above, any account that has a debit balance at the conclusion of the term will be treated as follows:

1. Debit balances under $300, at the discretion of the Centre Management, can be considered   irretrievable, and the account closed. 
2. Debit balances over $300 can be pursued by best efforts of the Centre Management, for a period of 12 months, at which point if payment still has not been received, the account can be considered irretrievable, and the account closed.
                                  For any account that has had a debit balance at the conclusion of a particular term, future placement of the parent’s child(ren) at the Centre either in the immediate next term or any future term, will be at the discretion of the Centre Management.







Considerations
	Education and Care Services National Regulations
	National Quality Standard
	Other

	r168, 
r172, 
r173
	 7 
	· Child Care Management System
Privacy Act and Laws
Relevant Government Policies for reporting
· Department of Fair Trading
· Enrolment and Orientation Policy
· Privacy Policy
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