Biz - E - Kidz Policies and Procedures

INVOICING AND THE COLLECTION OF FEES

Policy:

A Financial Manager is engaged by Biz-E-Kidz to prepare and email invoices to
families and assist with the administration of payments received, enrolments and
other requirements of the Childcare Subsidy System (CCS).

The Coordinator and Financial Manager are both trained in the use of the
Smartcentral and the Childcare Subsidy system and are together responsible for
administering and meeting CCS requirements.

All payments of Biz-E-Kidz fees are made via direct debit or one-off payment
through SmartCentral and Childcare Easy Pay. Families receive a prompt to set up
direct debit as part of the enrolment process.

Direct debits occur fortnightly on a Friday, following invoices/statements being
emailed on the Tuesday of the same week.

Procedures:

The determination of fees, fee schedules and the notification of changes to fees.

® The school council is responsible for determining the fees based on budgetary
requirements.

e Thereis an annual fee increase of $1.00 for before and after school care
sessions. This occurs at the beginning of term 3 when the CCS percentage also
changes.

e Families are given a minimum of 21 days notice of any fee increase through
signage, Smartcentral and Compass.

® An up to date fee schedule is on all program literature and holiday program
plans. Families are further notified of fees through the CWA received as
confirmation of bookings.

Making an enrolment request

o New families make enrolment applications via SmartCentral by creating an
account and submitting an enrolment request. A link to this is provided on
the school website, brochures, handbooks or upon request.
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https://www.smartcentral.net/v2/service_profile/show/353
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The enrolment request is checked by the coordinator or financial
administrator before being approved and onboarded. The information
checked includes contact information, authorised nominees, CCS information,
health and medical information, court order information, and any possible
inclusion support needs.

Any missing or additional information is followed up with families by email or
using the ‘request information’ function in Smartcentral. This includes any
court orders, medical action plans, missing CCS information (CRNs) or missing
authorised nominees.

The families are then onboarded with any additional information.

Making a booking request

Families can submit a before and / or after school care booking request via
Smartcentral or email at the time of enrolment or any time afterwards.
Bookings are for the school year unless otherwise stated

Bookings for holiday programs are done separately before each program (see
‘Planning a Holiday Program’ Policy and Procedure)

Smartcentral is checked regularly for bookings requests which are approved
and on-boarded within 3 working days. Booking requests are confirmed with
a reply email or by using smart centrals CWA function. (See Bookings,
Cancellations and No-shows Policy and Procedure)

New families are issued a ‘Family Handbook’ through which the process of
making and changing booking, fees and fee payment and Child care subsidy,
attendances and absences are explained.

Making adjustments to bookings

SmartCentral bookings are used to generate the attendance roll. Attendance
rolls are generated automatically by Smartcentral at the beginning of the day
for before and after school care, and the beginning of the holidays for the
holiday program. Any adjustments are then made on the daily rolls as
required.

Requests to make a change to permanent bookings can be made by families
via Smartcentral, via email, phone or in person (See ‘Bookings Cancellations
and No-Shows Policy and procedure).

Any casual bookings and absences for the current day are added to the daily
attendance roll (refer procedure Bookings, Cancellations and No-shows). Any
advance casual booking changes are either entered as casual bookings within
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the child’s SmartCentral bookings profile or entered into the diary. This is
done by the coordinator, assistant coordinator or a trained educator.

On a weekly basis, the Financial Manager checks the attendance roll,
absences and miscellaneous fees for the previous fortnight.

Any changes to bookings, attendances (including signing in and out) and
absences must be made by staff while using their own Smartcentral account.

Submitting details to CCSS

At the end of each week, the attendances are checked and submitted to the
Child Care Subsidy System (CCSS) For the calculation of entitlements by the
financial administrator using Smartcentral

Smartcentral receives the CCS data that is generated by CCSS. Subsidies are
paid directly into the school bank account, and the subsidy amount
automatically applied to families accounts appearing as a payment.

Entering payments and invoicing families

Statements are produced fortnightly after all information submitted to CCS
has been processed, attendances, absences are checked, and any manual
entering of payments or fees completed. These are emailed to families
through Smartcentral

The statements show attendance and allowable absence information, details
of CCS entitlements and payments, gap fees charged, the balance owing and
the direct debit date.

Families are encouraged to check their statements and direct any queries or
disputes to the coordinator via email who will endeavour to resolve and
respond during 5 working days.

Fee payment

Families can pay by using direct debit or the ‘pay now’ button on their
statement. Direct debit is encouraged to assist families to keep their balance
owing manageable and improve the service’s cash flow

Biz - E - Kidz welcomes discussion regarding other payment methods,
payment plans or other special arrangements. These can be negotiated with
the coordinator, the sub committee or the school
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Additional Child Care Subsidy (ACCS)

Families may be eligible for ‘Additional Childcare Subsidy’ in Particular
situations due to child wellbeing, temporary financial hardship, parent
transition to work or as a result a grandparent being the primary caregiver.

If service staff believe a family may be eligible for additional childcare subsidy
as the result of temporary financial hardship, transition to work or as a
grandparent, they are referred to and encouraged to apply at Services
Australia

If service staff believe a family may be eligible for additional childcare subsidy
as the result of ‘Child Welling’ (child is at risk of serious abuse or neglect) the
coordinator is responsible for making a certification.

The certification is made when the coordinator believes that a child is at risk
of serious abuse or neglect and defined in the ‘Child Care Provider handbook’.
The decision is made in conjunction with other leadership staff and the school
wellbeing team or at the referral of other school or service staff.

To make this certification for ACCS (child wellbeing), the coordinator must
believe that a child is at risk of serious abuse or neglect and document these
concerns.

The coordinator, an assistant coordinator or school wellbeing staff discuss the
situation with the family and refer them to any additional support that may
be appropriate to the situation.

The concerns for the child's wellbeing need to be reported to child
protection or referred to another appropriate agency and a record of this
recorded. For a list of appropriate agencies, see the Services Australia
Reporting Obligations website

A certification is made in Smartcentral under the child's enrolment and any
documents uploaded, including information about the child situation, any
referrals made to other agencies and when a report was made to child
protection or referral to another appropriate agency.

A certification can be made for one six-week period every 12 months. If
further ACCS (child wellbeing) is required, a ‘determination’ is made by the
Coordinator

ACCS (child wellbeing) and child wellbeing in general is discussed regularly
during the services weekly leadership meetings that include a member of the
school’s wellbeing team.
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https://www.education.gov.au/early-childhood/additional-child-care-subsidy/child-wellbeing-subsidy/reporting-obligations
https://www.education.gov.au/early-childhood/additional-child-care-subsidy/child-wellbeing-subsidy/reporting-obligations
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Equipment required:

SmartCentral login
Internet and computer access

Childcare provider handbook

Additional Childcare Subsidy Information - DESE website
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https://www.education.gov.au/child-care-package/child-care-provider-handbook
https://www.education.gov.au/child-care-package/additional-child-care-subsidy
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