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CCS Policy

Rationale:	

Families utilising the Avenue Children’s Centre and Kindergarten may be entitled to Child Care Subsidy (CCS). This policy outlines:
· How the policy applies;
· the record keeping and reporting requirements the Avenue is required to comply with;
· the fraud detection measures in place in relation to CCS;
· 
The Avenue Children’s Centre and Kindergarten is committed to: 
· Ensuring that families obtain the CCS to which they are entitled;
· Ensuring that fraud is detected and reported if and when it occurs;
· Ensuring that records relating to CCS are maintained and collected properly and in line with legislative requirements. 
Policy:	

CHILD CARE SUBSIDY
How is Child Care Subsidy determined? 
The amount of Child Care Subsidy paid for care is determined by: 
· Family income—the adjusted taxable income of the individual claimant and their partner (if they have one). 
· Results of an activity test—this test considers the number of hours in a Child Care Subsidy fortnight that an individual engages in a recognised activity (such as paid work or a training course to improve their employment prospects) and affects the number of hours of subsidised care available to the individual. 
· Type of eligible child care services—a different Child Care Subsidy hourly rate cap applies depending on the type of service the child attends. 
There are caps on the number of hours of care families can receive subsidy for each fortnight, the hourly rate of subsidy and, in some cases, the total subsidy that can be paid in each financial year. 
There may also be an annual cap of the total subsidy that can be paid to an individual each financial year, determined by the individual’s adjusted taxable income for the year. 
In exceptional circumstances, a determination can be made by the Department of Education, Skills and Employment that a family should receive more hours of support than the standard entitlement.
How is Additional Child Care Subsidy determined? 
Additional Child Care Subsidy provides additional fee assistance to support vulnerable or disadvantaged families and children. There are four different payments under the Additional Child Care Subsidy. 
The types of Additional Child Care Subsidy, and a general outline of how they are calculated, are as follows: 
· Child wellbeing—a subsidy equal to 100 per cent of the actual fee charged, up to 120 per cent of the Child Care Subsidy hourly rate cap, for up to 100 hours of assistance per fortnight. 
· Grandparent—a subsidy equal to 100 per cent of the actual fee charged, up to 120 per cent of the Child Care Subsidy hourly rate cap, for up to 100 hours of assistance per fortnight. 
· Temporary financial hardship—a subsidy equal to 100 per cent of the actual fee charged, up to 120 per cent of the Child Care Subsidy hourly rate cap, up to 100 hours of assistance per fortnight. It is limited to 13 weeks per event that gives rise to the temporary financial hardship. 
· Transition to work—a subsidy equal to 95 per cent of the actual fee charged (up to 95 per cent of the Child Care Subsidy hourly rate cap). 
How does withholding affect payments? 
Services Australia withholds a percentage of Child Care Subsidy (this is usually 5 per cent) to reduce the likelihood that individuals will incur debts. This means that the full subsidy amount, less the withholding amount, is paid to providers on behalf of families following submission of session reports. Providers will be able to see the amount withheld on the payment advice they receive each fortnight. The amount withheld will be part of the gap fee that needs to be paid by parents to the provider. 
After the end of each financial year, when the individual (and their partner) settles their tax affairs (usually by submitting their tax return), the total entitlements and payments for each child will be reconciled against the individual’s (and any partner’s) actual adjusted taxable income and activity for the year. After this review, any outstanding subsidy amount will be paid to the individual or they will be advised of any debt that they have incurred. This process of reviewing and recalculating entitlements for the full year is called ‘reconciliation’ (also called income review or balancing payments)
MAKING PAYMENTS
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When will payments be made? 
Providers can submit session reports at any time during the week using their child care software or the PEP. Receipt of each report will be acknowledged. 
Payment will be processed at 9.00 am (AEST) each Monday morning for sessions of care that occurred in the previous week and which have been reported before 9.00 pm (AEST) on the Sunday evening. 
A session of care must only be reported once. For example, a report could be submitted on Wednesday evening for sessions of care that occurred on Monday through to Wednesday and a subsequent report could be submitted on Friday for sessions of care that occurred on Thursday and Friday. 
Session reports submitted after 9.00 pm (AEST) on the Sunday will be processed and paid as they are submitted (but after the Monday morning weekly processing has been completed).
If a session report is varied (up until 28 days after the start of the week to which the report relates), payment adjustments will be processed and paid when the variation is submitted. 
Once a session report has been processed, the determination of entitlement will be available through the provider’s child care software or the PEP and the payment advice will be issued. 

How are payments received? 
To receive Child Care Subsidy payments on behalf of families for a given week, the provider must have current provider and service approvals and have submitted an enrolment and a session report for the eligible children. 
Payments are made directly into the provider’s nominated bank account, and providers will receive a payment advice with details of decisions about (determinations of) entitlements, calculations and payments. 
What notification is given of the payment? 
When a session report has been processed and a determination of entitlement made, the provider will receive a notification of the payment. This payment advice will be sent at the same time as the payment is dispatched and will indicate: 
· calculation and determination of entitlement 
· offsets (amounts taken as payment towards a debt owed) and withholding amounts 
· total payments to be made to the provider 
· any payments being made direct to the individual. 
At the Avenue, notification of any CCS payment is made as part of our fortnightly invoice process. 
An individual (or their partner) who is entitled to receive Child Care Subsidy is required to pay a co-contribution to the cost of child care. The subsidy entitlement is always a percentage of the actual fees for care provided, and the provider is obliged to both: 
· pass on the Child Care Subsidy amounts paid, as a fee reduction and
· ensure that the individual pays their co-contribution—the gap between the Child Care Subsidy paid and the actual fees charged.
Are any payments made to families? 
Child Care Subsidy and Additional Child Care Subsidy are paid to providers to pass on to parents as a fee reduction. However, there are circumstances where Child Care Subsidy or Additional Child Care Subsidy is paid to parents. 
In most cases families establish their eligibility and entitlement to Child Care Subsidy with Centrelink before their children start attending child care. In these circumstances Child Care Subsidy is paid to providers to pass on to families as a fee reduction from the outset. The department expects providers will charge the parent based on the eligibility and entitlement details available at that time. 
Where care is provided before the parent has had their eligibility and entitlement assessed, any backdated Child Care Subsidy amounts are paid directly to the parent once Centrelink confirms their eligibility. This is because it is expected they will have already paid full child care fees to their provider for this period. Subsequent subsidy amounts will be paid to the provider. 
If the service decides to not charge the family full fees while the family’s entitlement to Child Care Subsidy is being assessed, the service is responsible for recovering any unpaid amounts from the family. 
Direct payments to parents can also occur when changes in circumstances directly affect the family’s entitlement to Child Care Subsidy. 

LIABILITY FOR PAYMENT 
Can discounts be offered? 
Yes. Family Assistance Law does not regulate what fees providers may charge for a session of care—this is a matter for providers. However, a fundamental principle and requirement under Family Assistance Law is that Child Care Subsidy is always calculated on the actual fee the parent is liable to pay for each session of care. 
Providers are required by legislation to report accurate details about each session of care, including the actual fee charged. Therefore, where a provider decides to charge a parent less than the usual rate for a session of care (for whatever reason) this is the fee the provider must include in the session report. This will ensure the provider complies with its obligations under the Family Assistance Law and that the family’s Child Care Subsidy entitlement is calculated correctly. Similarly, if a provider charges a parent more than the usual rate for a session of care (such as a surcharge in accordance with their Complying Written Arrangement), this is the fee the provider must report. 
If a parent is not charged a fee (or is charged a lower than usual fee), as part of an incentive offer, the provider must accurately reflect this in the relevant session reports. Providers must also ensure their arrangements with parents, including any incentives offered, comply with relevant state or territory consumer protection laws—for example, with respect to unfair contract terms and misleading conduct.
STATEMENTS OF ENTITLEMENT
What is a 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.
Statement of Entitlement can only be issued for care already provided, as they must include details of the child’s physical attendance (in/out time) at the service and actual fee reduction amounts. Statements of Entitlement cannot be issued in advance based on estimates.
Statement of Entitlement are issued to families to ensure that families have a clear understanding of the fees they have been charged, what those fees have been charged for and how their Child Care Subsidy has offset those charges.
Under Family Assistance Law, a person may commit an offence and is liable to a civil penalty if the provider does not give a Statement of Entitlement, which contains the required information, to the individual for the statement period, within the required time. 
What visibility of payments do parents have? 
In addition to the fortnightly Statement of Entitlement from providers, parents (eligible individuals) will have access to information through their Centrelink online account and will receive periodic notifications. 
Parents can view their determination of entitlement (the outcome, decisions and calculations of entitlement) at any time using their Centrelink online account. 
Parents will receive a notice of all determinations of entitlement during each quarter from Centrelink.
Overpayments and debt 
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How can a provider incur a debt? 
A child care debt is typically any amount of child care assistance paid that is greater than the entitlement for a session of care. Debts can be offset automatically against payments made through the Child Care Subsidy System, and providers will be able to see any debts and offsets through their child care software or the PEP and in their payment advice. 
Circumstances when a provider might incur a debt include when: 
· A provider fails to pass on Child Care Subsidy payments to the individual and does not remit them back to the Department within the required timeframe. 
· A provider reports care that did not occur. 
· An individual is overpaid Child Care Subsidy due to a false or misleading statement of the provider or due to the provider’s noncompliance with Family Assistance Law. 
· A provider’s approval or approved service is cancelled or suspended after it received payments during any period following the suspension or cancellation. 
How will a provider know if they have incurred a debt? 
A provider will be notified of any debts incurred by receipt of a letter and/or notification through their child care software or the PEP. 
How does a provider repay a debt? 
Debts may be recovered by setting the debt off against future payments made to a provider. 
Debts may also be recovered by one or more of the following means if necessary: 
· payment of the debt in full 
· payment via instalments by arrangement with the Department of Education, Skills and Employment 
· legal proceedings 
· garnishee notice. 
What will happen if a provider does not repay a debt? 
If a provider is issued with a debt notice and either fails to comply with its requirements or terminates a repayment arrangement, interest may be charged on any outstanding debt. 
Interest may be charged from 28 days after the debt notice is issued. 
If the debt is not repaid within a specified timeframe, legal proceedings may be taken to recover the debt. 
If a provider closes during the debt recovery process then a debt notice will be issued for any outstanding debt amount, which will still be pursued.
The Child Care Subsidy System - IT 
The Child Care Subsidy System (CCSS) is an integrated Information Technology (IT) system run by Services Australia which provides a user interface for families and child care providers. It automates the administration of child care payments and supports compliance with the legislation. 
Child care provider organisations, their personnel and families using child care are uniquely identified in the CCSS. 
The Avenue uses QikKids third party software to submit enrolment and session data to the CCSS for calculation of family payments. Once calculations have been made, payment information is provided to the service from the CCSS. Families access the CCSS to view their attendance records and confirm enrolments submitted by their child care services.
CCS Data is compiled through the Qikkids software in line with the Third Party Software policy. The Coordinator and 2IC have day to day control of the Software in relation to submitting CCS. Coordinator/2IC can access the software by logging in.
Records are completed according to training provided by the Third Party Software provider. All records are cross checked between the 2IC and coordinator. This is conducted through randomised auditing alongside the physical paper records, such as enrolment forms and day to day signing in/out records and absences. All absences are crossed checked and confirmed by parents through the third-party software provider. If there is an issue with the third party software, co-ordinator or 2IC is to call QikKids helpline 1300367770.
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Administrative errors are identified through our regular cross checking and rectified as and where required. If the administrative error requires rectification by a family, this error is brought to the attention of families promptly. 
FRAUD DETECTION, PREVENTION AND REPORTING REGARDING CCS
The Centre Co-ordinator, 2IC, staff and members of the Committee of Management will at all times monitor for any potential fraudulent activity regarding CCS. 
The service will implement procedures to detect and minimize fraud including:
· Ensuring all “Persons with Management or Control of the Provider” eg.Persons Responsible for the Day to Day Operation of the Service- Nominated Supervisor, Responsible Person in Charge or Administrator of CCS-Coordinator/2IC meet specified **fit and proper requirements
· Ensuring all service finances are handled in accordance with service policies such as Fees Policy, Privacy and Confidentiality of Records keeping policy, Conflict of Interest declaration, Third Party Software Security Policy, Management and Governance of the Centre Policy.
· Ensuring there is no personal ‘conflict of interest’ of staff or the governing body in the management of CCS
· Ensuring staff are appropriately trained in CCS compliance and the use of service software.
· Ensuring cross checks of attendances, fees, CCS and ACCS received is done by our accountant once per month. Monthly CCS reports are provided to assist with the process. The results are recorded and kept safely.
· Ensuring the CCS Provider Handbook is available to all staff, particularly those responsible for submitting attendance records 
· Ensuring records of attendance for each child for whom care is provided including records of any absences from care are kept.They are accessible through QikKids 
· Ensuring any concerns regarding attendances, absences or fees are reported to president, coordinator/2IC. Coordinator/2IC are to rectify the errors, report it to accountant and the president  
All complaints of suspected fraudulent behaviour will be investigated, whilst also providing for the protection of those individuals making the complaint and natural justice to those individuals being the subject of any such complaint. Where a family has a concern regarding the Child Care Subsidy (including the level of subsidy obtained or fraud), they should raise this concern with either the President of the Committee of Management, the key person responsible for the management of the centre- coordinator or directly with the Department of Education Skills and Employment (details below). 
The Department of Education, Skills and Employment provides a Child Care Tip-off Line which can be used by parents, providers or their employees to raise concerns about practices relating to the management of subsidies. Concerns relating to the quality or safety of a service should be raised with the relevant state or territory authority (see details below). 
Phone: 1800 664 231 
Email: tipoffline@dese.gov.au 
Procedure for dealing with complaints or concerns regarding CCS or other allegedly fraudulent activity
1. Upon notification an allegation pertaining to fraud, the Centre Manager (or President of the Committee) will promptly arrange to carry out an initial review into the allegation. 
1. After an initial review and a determination that the suspected fraud warrants additional investigation, the Centre Manager will advise the President of the Committee, and a subcommittee will coordinate the investigation with the appropriate law enforcement officials or external investigator as deemed appropriate. Internal or external legal representatives will be involved in the process, as deemed appropriate. 
1. Once a suspected fraud is reported, immediate action will be taken to prevent the theft, alteration or destruction of relevant records. Such actions include, but are not necessarily limited to, removing relevant records / information and placing them in a secure location, limiting access to the location where the records / information currently exists, and preventing the individual suspected of committing the fraud from having access to the records / information. 
1. The organisation will also pursue every reasonable effort, including court ordered restitution, to obtain recovery of any losses from the offender. 
1. Where a prima facie case of fraud has been established, the matter shall be referred to the relevant authorities. 
1. If an allegation is made in good faith, but it is not substantiated by the investigation, no action will be taken against the complainant. 
1.  The organisation will make every effort to keep the investigation confidential; however, members of the management team may need to be consulted to assist with a review / investigation. 
1. The findings of an investigation could include but are not limited to: 
7. gross misconduct on the part of the staff member investigated, 
7. negligence or error of judgement on the part of the staff member investigated, 
7. no case to answer – the investigation was unable to identify any foundation for the allegation. 
1. If an allegation of fraud is substantiated by the investigation, and a finding of gross misconduct is made, disciplinary action will be dismissal (or termination of an individual’s right to work as a contractor or volunteer) and referral to police if not already done so.


	 Summary of record keeping and notifications

	Records you need to keep
	Notifications we need to action

	Complaints
	Changes to staff including change of circumstances

	Additional records
	Change to service operations

	Additional absences records
	Vacancy information

	Copies of fees documents
	Cessation of operations

	Notice about a child at risk
	Changes to service contact information

	Copies of evidence supporting approval application for Child Care Subsidy
	Service entering administration or liquidation

	Documentation on police checks and working with children
	 

	Register of care
	 


What records need to be kept?
To maintain approval, providers must keep certain records and notify the Department of Education of certain events. Failure to keep these records and provide the required notifications can result in an infringement notice, civil penalty order, criminal prosecution, suspension or cancellation of provider or service approvals, or other penalties.
The Avenue Children’s Centre and Kindergarten keep and maintain the following records:
· complaints made to The Avenue Children’s Centre and Kindergarten, relating to compliance with Family Assistance Law
· a record of attendance for each child for whom care is provided (regardless of eligibility for Child Care Subsidy), including records of any absences from care
· statements or documents demonstrating that additional absence days in excess of the initial 42 absence days satisfy requirements
· copies of invoices and receipts issued for the payment of child care fees
· copies of all Statements of Entitlement issued and any statements issued to advise that there was a change of entitlement.
A written record of the following:
· any notice given to a state or territory body about a child at risk of abuse or neglect
· copies of the evidence and information provided with an application for approval about persons with management or control of a provider and persons responsible for the day-to-day operation of a service
· any evidence or information produced to obtain police checks and working with children checks for personnel and to support any statements about these checks in an application for provider or service approval.
Written records include records that are made and stored electronically, as long as they are stored safely and any changes, apart from incidental changes related to their storage and display, are also recorded.
The Centre also keeps written records of all required background checks for specified personnel. 
Notifications
[bookmark: _bookmark43]Providers must notify the Department of Education of any of the following changes to their service(s), within the timeframe specified. Penalties may apply if providers fail to make required notifications.
Providers must notify the department at least 42 days before they stop operating a service.
	Table 11: Matters that child care providers need to notify to the Department of Education and the specified timeframes

	1. Matters to be notified
	1. Timeframe for notification

	1. The total hourly fee charged by the service for care for each approved child care service of the provider (before any fee reduction amounts or other rebates or discounts) as set out in any policy or advertising information provided to individuals who enrol their children with the service.
1. Any change to the fee information.
	1. Within 14 days of any of the following:
· commencement of the service
· notice of approval of the service
· any change.

	1. The hours and days on which each approved child care service of the provider operates, with opening and closing times notified in 24-hour format.
1. Any change to the operating hours.
	1. Within 14 days of:
· commencement of the service
· notice of approval of the service
· any change.

	1. The number of anticipated vacancies that the provider has available to fill in each of its approved child care services for each day of the following week (beginning on a Monday).
1. A vacancy is:
· for a Centre Based Day Care service or a Family Day Care service—an ongoing full-day vacancy
· for an Outside School Hours Care service—an ongoing full-session vacancy.
	1. By 8.00 pm (AEST) each Friday.

	1. Ceasing to operate an approved child care service:
· to avoid being in breach of a law of the Commonwealth, a state or a territory
· due to circumstances beyond the provider’s control when 42 days’ notice cannot be given.
	1. Within 24 hours after ceasing to operate the service.

	1. Change of physical or postal address of:
· the provider
· the premises from which any of the provider’s approved child care services operate.
	1. No later than 30 days before the change or, if the change was not foreseeable at that time, as soon as practicable.

	1. Change to the name of:
· the provider
· any of the provider’s approved child care services, including evidence of name change.
	1. Within 14 days after the change.

	1. Change of any of the following contact details of the provider or of any of the provider’s approved child care services:
· email address
· website
· telephone number
· fax number.
	1. Within 14 days after the change.

	1. Information about any new person:
· with management or control of the provider (including any person who becomes responsible for the day-to-day operation of any of the provider’s approved child care services)
· who becomes a Family Day Care educator or In Home Care educator for any such service.
1. The information must include:
· the name and contact details of the new person
· a declaration that the provider has undertaken all background checks required for the new person, together with details of the new person’s working with children card, if applicable.
	1. Within seven days after the new person becomes a person with management or control of the provider or a Family Day Care or In Home Care educator.

	1. Change of the name or contact details for any of the following persons:
· a person with management or control of the provider (including any person who is responsible for the day-to-day operation of any of the provider’s approved child care services)
· a Family Day Care educator or In Home Care educator for any such service.
	1. Within seven days after the provider becomes aware of the change.

	1. The provider becomes aware, because of a background check undertaken for a specified person, that the person:
· has a serious conviction or finding of guilt for any of the following offences under a law of Australia or of a foreign country
· an indictable offence punishable by a maximum of two years imprisonment or 40 penalty units
· an offence involving violence or a sexual offence
· an offence involving fraud, stealing or dishonesty
· is an undischarged bankrupt, or
· was a director or secretary of a corporation when the corporation went into administration, receivership or liquidation, or at any time during the 12 months beforehand.
	1. Within seven days after the provider receives a record of the check.

	1. An event or circumstance in relation to a person with management or control of the provider (including a person responsible for the day-to-day operation of any of the provider’s approved child care services) that reasonably indicates that the person is not likely to be a fit and proper person to be involved in the administration of Child Care Subsidy.
	1. Within seven days after the provider becomes aware of the event or circumstance.

	1. A person stops having management or control of the provider (including when a person stops having day-to-day responsibility for the operation of any of the provider’s approved child care services).
1. The provider must also notify the Secretary of the Department of Education of when, and the reason, the person stopped having management or control of the provider.
	1. Within seven days after the person stops having management or control of the provider.

	1. An educator obtains a child care qualification from a registered training organisation and:
· the provider or person with management or control has an interest in that registered training organisation by virtue of which the provider or person owns, operates, controls or carries out the registered training organisation, and either
· it appears that the educator has not obtained the qualification solely on her or his own merit
· the qualification has otherwise been obtained in circumstances that might be perceived as demonstrating a conflict of interest.
	1. Within seven days after the provider becomes aware of the matter.

	1. A provider or a person with management or control of the provider obtains an interest, or is likely to obtain an interest, in a business which may affect their ability to comply with Family Assistance Law, where the approval may benefit the business or where a conflict of interest might reasonably be perceived to exist.
	1. Within seven days of the provider becoming aware of the matter.

	1. Change in the status of a working with children card for anyone who is required to have such a card under section 195D of the A New Tax System (Family Assistance) (Administration) Act 1999—for example, if the card is amended, suspended or revoked.
	1. Within 24 hours after the provider becomes aware of the change of status.

	1. The provider enters into administration, receivership, liquidation or bankruptcy, and the details of this event.
	1. Within 24 hours after the event.

	1. Unexpected closure of any of the provider’s approved child care services due to unforeseen circumstances.
	1. Within 24 hours after the closure.

	1. A serious conviction or finding of guilt of:
· a person with management or control of the provider (including a person who becomes responsible for the day-to-day operation of any of the provider’s approved child care services), or
· a Family Day Care educator, In Home Care educator, or another educator.
	1. Within 24 hours after the provider becomes aware of the charging, conviction or finding of guilt.


1. Under Family Assistance Law, a person may commit an offence and is liable to a civil penalty if the provider does not give the Department of Education written notice of the above matters within the required timeframes


Links to other policies:								

· Code of Conduct for Parents/Guardians
· Code of Conduct for Staff 
· Confidentiality of Record keeping policy
· Debt Recovery Policy
· Fees policy
· Inclusion and Equity Policy
· Management and Governance of the Centre Policy
· Privacy and Confidentiality of Record Keeping Policy 
· Privacy and Confidentiality Policy
· Staffing Policy
· Third party software Security Policy
· Whistleblower policy

Sources and further reading:							
· Education and Care Services National Regulations 
· ACECQA: www.acecqa.gov.au 
· Department of Education and Training (DET) – Regional Office details are available under ‘Contact Us’ on the DET website: www.education.vic.gov.au 
· ELAA Early Childhood Management Manual: www.elaa.org.au 
· The Kindergarten Guide (Department of Education and Training) is available under early childhood / service providers on the DET website: www.education.vic.gov.au
· Department of Education, Skills and Employment (https://www.dese.gov.au/early-childhood) 
· Department of Education, Skills and Employment - Child Care Provider Handbook https://www.dese.gov.au/child-care-package/ccp-resources-providers/child-care-provider-handbook 
· Department of Education, Skills and Employment - Child Care Subsidy https://www.dese.gov.au/child-care-package/child-care-subsidy 
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