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10.4 Setting, Reviewing and Managing Fees 
 

Policy Statement 

Kelvin Grove Outside School Hours Care aims to provide a quality service to families at a reasonable cost.  The Kelvin Grove 
State College P&C Association will set fees based on the annual budget required for the provision of a quality Outside School 
Hours Care service in keeping with the service’s philosophy statement, program goals, and these policies and procedures. The 
Approved Provider ratifies the budget annually, or as necessary, and monitors it carefully throughout the year. 

 

Child Care Subsidy is available to all families who meet eligibility guidelines (including residency, activity and immunization). 

 

 Relevant Laws and other Provisions 

The laws and other provisions affecting this policy include: 

• Education and Care Services National Law Act 2010 and Regulations 2011 

• Australian Government Child Care Provider Handbook 

• National Quality Standard Area: 7 

• Policies: 2.14 – Bookings and Cancellations Policy, 3.5 – Excursions Policy, 9.2 – Enrolment Policy, 9.3 – 
Communication with Families Policy, 10.3 – Budgeting and Planning Policy, 10.17– Strategic Planning Policy 

 

 Procedures 

Bookings and Cancellations 

Families are required to make bookings in advance. Bookings will only be accepted when families have completed the Service 
enrolment form in full and all aspects of the Comply Written Arrangement (CWA) are fulfilled. Families will then be notified 
whether a place is available, or they are on a waiting list. 

 

Routine (permanent) bookings shall be entitled to a reduced fee, as set by the Approved Provider.  A routine booking shall be 
defined by a regular pattern of attendance throughout each term on one or more occasion per week. Changes to these 
permanent bookings must be done in writing to the Service Coordinator. Families wishing to cancel their child’s permanent place 
at the Service are required to provide a minimum of one (1) weeks written notice to the Service Coordinator, or they are liable 
to pay the equivalent of one (1) weeks fees to the Service. If the child does not attend during the notice period, the family will 
be liable to pay full fees as CCS cannot be applied to these absences. 

 

Casual bookings shall attract a higher fee, as set by the Approved Provider, due to the nature of the booking and irregular 
attendance pattern. Families can make these bookings via the My Family Lounge app if places are available. Families wishing to 
cancel or change any casual bookings made, must do so one (1) working day prior to the booked day, or they are liable to pay 
the fees for those days, and children will be marked as an absentee. 

 

Fee and Entitlement Statements 

A fee and entitlement statement must be issued by the Service to parents receiving Child Care Subsidy as reduced fees as per 
the Australian Government’s Child Care Provider Handbook. This statement must include information on children’s actual 
attendance times which is intended to help parents understand the relationship between the fees they are charged, the amount 
of subsidy paid to their childcare provider on their behalf, and their out of pocket expenses. 

 



The Service will send a fee and entitlement statement on a Tuesday morning for the two weeks previous, the current week and 
the upcoming week of bookings. It is the family responsibility to ensure that statements have been received and all information 
on the statement is correct. 

 

Payment of Fees 

Parents must complete a direct debit form on enrolment to the Service. Fees must be paid once invoiced within the stated due 
date. Families will be provided with a statement of fees charged by the Service (Regulation 168). 

1. Families are required to pay all fees associated with their accounts. 

2. Parents will receive a statement of fees two working days (Tuesdays) prior to the fees being automatically deducted 
from their account (Thursday). Any changes to fees will be shown on the following statement. 

a. If families do not receive a statement of fees, it is their responsibility to contact the Service. 

3. Fees will be automatically deducted from your nominated account on the Thursday of your nominated schedule 
(weekly, fortnightly or monthly) but may take up to 5 working days to exit accounts. 

4. Fees are only payable weekly, fortnightly or monthly through Direct Debit via DebitSuccess. Fees for credit card or 
debit cards are outlined on the direct debit forms and charged by the debit company. 

5. The Service does not accept any cash or cheque payments. 

6. Families will be given a minimum of 14 days’ notice of any changes to the way in which fees are collected 
(Regulation 172). 

7. If parents have any issues about the fees that they have been charged, they should contact the Nominated 
Supervisor in writing. 

8. If a family is over charged for any reason (excluding instances that involve Child Care Subsidy), a refund into the 
family’s bank account may be arranged. This may take up to 7 business days to be fully processed.  

9. In exceptional circumstances and upon consultation with the Approved Provider and Nominated Supervisor, 
families may use the direct deposit option, however an additional administration fee of $10.00 per payment will 
be charged to the account to cover additional administration time. Fees must be paid in advance to use this option. 

 

All accounts must be paid in full before the end of each term. No re-enrolments will be accepted for the new year if fees are 
overdue from the previous year. 

 

All monies will be banked on behalf of the service as soon as possible after receipt. 

 

Child Care Subsidy 

Some Australian families are eligible to receive CCS. Families who are eligible will only be required to pay the daily gap fee 
applicable to their financial circumstances. To have CCS applied to their account, families must first register with the Family 
Assistance Office (FAO) and then notify the Service of theirs and their child’s customer reference number (CRN). It is the parent’s 
responsibility to supply all relevant information to the Service as part of the enrolment process. Full fees are payable until the 
Service has received all personal information, as requested on the enrolment form, and that information has been acknowledged 
by Centrelink.  

 

Weekly Fee Statements will display estimates of Child Care Subsidy in bold and underlined. This is only an estimate. Child Care 
Subsidy is not processed until the child has attended care and the Service has submitted the sessions to Centrelink. Once Child 
Care Subsidy has been processed, the correct amount paid will display on the fee statement in normal text. 

 
The appropriate personnel will keep parents informed about the availability of Child Care Subsidy (CCS) by:  

• Advising all parents of their option to apply for Child Care Subsidy with Centrelink through information provided in the 
Family Handbook; and 

• Making available information for parents in newsletters, on websites, through social media and by email. 

 



All CCS records will be kept for 7 years from the last entry on the record in accordance with the Australian Government’s Child 
Care Provider Handbook (see Policy 10.28). 

 

Non-Notification Fee 

If a child is absent from After School Care and the Service has not been notified of the absence before Management begins the 
missing children procedure, a search fee of 50% of the current permanent rate per instance will apply and be charged to the 
family’s account. 

 

Child Care Subsidy: Absences 

The Service adheres to the Child Care Management System (CCMS) in relation to absences. CCS is paid for up to 42 absence days 
for each child per financial year across all approved children’s services. Absence days are referred to as 'Initial 42 days absence' 
in the family assistance law. Any additional absences once these initial 42 days are reached, will require supporting 
documentation to be provided. 

• Each child receives a new set of initial 42 absence days at the beginning of the financial year. 

• These absence days can be taken for any reason (provided the day being reported as an absence is a day on which care 
would have otherwise been provided). 

• These absence days cannot be reported before a child has begun care or after a child has left care. If a child is booked 
in to start at the Service on a particular date, and does not start on that day due to an absence, the family will not 
receive CCS for the days the child was expected to attend, initial 42 days absences may not be claimed for these days. 
Similarly, if the family has advised that their child will leave the Service on a particular day, but that child does not attend 
their last session(s) of care, the family will not receive CCS for the days the child was expected to attend. Initial 42 days 
absences may not be claimed for these days 

 

Service Closures and Fees 

No fees are charged while the service is closed over the Christmas/New Year period or on Public Holidays. In the event of a 
Service closure due to exceptional circumstances, no fees will be charged while the Service is closed. Normal Before & After 
School Care fees are not payable during school holidays or on pupil free days. These days are determined as per the Queensland 
Schools calendar. Separate fees will apply if the child is booked in for vacation care. 

 

Late Fees 

The hours and days of operation of the Service will be displayed prominently within the Service (Regulation 173) at the front of 
the building and in the office foyer. The closing time of the Service is 6.00pm.  Parents who collect their child/ren after this time 
will incur a late fee of $15 for the first five (5) minutes and $1 per minute thereafter per child. There are further additional fees 
for families who are late more than once (1) per term. The process for this fee being charged is as follows: 

First offence – usual late fees apply 

Second offence – usual late fees apply and an additional $25.00 is added per child 

Third offence – usual late fees apply and an additional $50.00 is added per child 

 

Families who are continually late in collecting their children without a valid reason may jeopardies their child’s place at the 
Service. Should this be the case, the family will receive a formal letter from the Approved Provider and the Nominated Supervisor 
will meet with the family to discuss this further. If families are late due to circumstances that are beyond their control, for 
example extreme weather conditions, accident affecting multiple families or public transport issues, the Nominated Supervisor 
will have discretion to decide if families will be charged the late fee. 

 

Overdue Fees 

The Approved Provider reserves the right to take action to recover debts owing to the Service. Where a family owes any overdue 
fees to the Service, a child’s place may be suspended until all outstanding fees are paid, or both parties agree to a payment plan. 
Fees not paid by the due date will be followed up as below:  

1. In the first instance, families will be sent a courtesy reminder email after the direct debit system has been run and the 
internet banking account has been checked. This occurs on a Monday morning before accounts are charged for the 
upcoming week.  These reminder emails are documented. 



2. If no payment has been received, a formal letter from the Service stating that fees are overdue will be sent via email to 
the family. A record must be kept of when the parent has agreed to pay the account. 

3. If no arrangements have been made, the family will be contacted by the Approved Provider where the terms of payment 
are discussed, and parents are informed that continued enrolment is dependent on the payment of the fees 
outstanding. 

4. The Approved Provider may, in its discretion, exclude the child temporarily or permanently from further attending the 
service if the parents have not met the requirements as advised to them under the previous paragraph. 

 

The Approved Provider reserves the right to employ the services of a debt collection agency and the family will be responsible 
for all fees associated with recovering their debit. 

 

Cancellations and Refunds 

Cancellations of bookings will be made in accordance with the Bookings and Cancellations Policy (see Policy 2.14) and will incur 
any relevant fees and charges according to such policy. If a family has permanently cancelled care and their account is in credit, 
they must provide written instructions to the service indicating: 

• If a refund is required, the account details for transfer; or 

• A donation of the credit balance to the service. 

 

An administrative fee of $10.00 will be charged to family accounts when processing a refund payment. 

 

Confidentiality 

All information in relation to fees will be kept in strict confidence. Members of staff, management or the Approved Provider will 
not discuss individual names and details openly. Information will only be available to the nominated persons required to take 
action. Families may request to access their own account records or particulars of fees at any time.  
 

Acknowledgement of Responsibility to Pay Fees 

Upon initial enrolment and each year when completing the Service re-enrolment process, families are required to read and sign 
any required authorizations and approvals, and fee agreements. 

 

Fee Increases 

The Approved Provider will review fees annually and determine an appropriate fee increase as needed in accordance with Policy 
10.3 to ensure the ongoing financial viability and management of the service.  Notifications of fee increases will be made in 
accordance with National Regulation 172 which requires at least 14 days’ notice.  

 

  



Session Fees (effective 20th April, 2020) 

Before School Care  $15.00 (permanent booking)  $18.00 (casual booking) 

After School Care   $21.00 (permanent booking)  $23.00 (casual booking) 

Vacation Care   $47.00 (early bird rate)   $51.00 (daily rate) 

Non-Notification fee (ASC ONLY) $10.50 per child per occasion (50% of current permanent ASC rate)   

Late Collection fee  $15.00 per child (6:00 to 6:05pm) 

$1.00 per child per minute (after 6:05pm) 

 

Additional Administration Fees 

 Refund of account upon departure of Service  $10.00 admin fee 

 Processing of EFTPOS or Direct Deposit   $10.00 admin fee 

 

Revisions 

September 2009  Date of Development  

February 2019  Approved by P&C Executive Committee 

February 2020  Approved by P&C Executive Committee 

Date for Review  February 2021 (or as required) 
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