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Online Updates

This handbook is available online at:

education.gov.au/chil-careservicehandbook

From time to time the handbook may be updated with policy updates, clarifications or
corrections.

Comments and suggestions

If you have any suggestions or ideas on how to improve the Child Care Service Handbook please
email:

1 ececcomms@education.gov.&uith the subject line 'Child Care Service Handbook
suggestions', explaining your idea and giving your contact details in case we need more

information.
Important notice and disclairer

This is an important notice to users of the Child Care Service Handbook (the handbook). The
handbook provides guidance and assistance to Child Care Benefit approved child care services
operating under the Child Care Management System (CCMS) on howsdtralian Government
Child Care Support system operates.

All Child Care Benefit approved child care services must be familiar with the legislation and
legislative instruments that form the family assistance law. Family assistance legislation consists
of:

ANew Tax System (Family Assistance) Act 1999
A New Tax System (Family Assistance) (Administration) Act 1999

== =4 =

Family Assistance Legislation Amendment (Child Care Management System and Other
Measures) Act 2007

Family Assistance Legislation Amendment (Child Badget and Other Measures) Act 2008
1 Family Assistance Legislation Amendment (Child Care) Act 2010

E)

1 Schedules 5 and 6 to the A New Tax System (Family Assistance and Related Measures) Act
2000.

The following regulations are relevant to users of tiamdbook:
1 Family Assistance Legislation Amendment (Child Care Management System and Other

Measures) Regulations 2009.

The following legislative instruments are relevant to users of this handbook:

1. Child Care Benefit (Session of Care) Determination 2000qs€ Family Assistance Act

2. Child Care Benefit (Absence From Cafermitted Circumstances) Determination 2000
(section 11Family Assistance Act

3. A New Tax System (Family Assistance) (Child Care Begkgible Hours of Care)
Determination 2006 (Sectm57AFamily Assistance Act

7



http://education.gov.au/child-care-service-handbook
http://education.gov.au/child-care-service-handbook
mailto:ececcomms@education.gov.au

Chld Care Service Handbook 20113}

4. Child Care Benefit (Hours of Eligibility Rules) Determination 2000 (sectidrabiy
Assistance Alt

5. Child Care Benefit (Eligibility of Child Care Services for Approval and Continued Approval)
Determination 2000 (subsectior031 Family Assistance (Administration) Act

6. A New Tax System (Family Assistance) (Administration)(Child Care B&tetments)
Rules 2009 (subsections 4(1) and 219E&ily Assistance (Administration) Act

7. A New Tax System (Family Assistance) (Admatiet) (Child Care BenefitRecord Keeping)
Rules 2006 (subsection 219Fg&)mily Assistance (Administration) Act

8. Child Care Benefit (Rates and Hardship) Determination 2000 (subsectiof&2(B)
Assistance Apt

9. A New Tax System (Family Assistance) (Aidtration) (Child care benefitamount of
enrolment advance) Determination 2007 (section 218RBily Assistance (Administration)
Act)

10. A New Tax System (Family Assistance)(Administration) (Child care baviedih enrolment
ceases (number of weeks)) Speifion 2007 (subsection 219ADE&mily Assistance
(Administration) Adt

Users of this handbook must also be familiar with Hoication and Care Services National Law
and theEducatiorand Care Services National Regulations

Users of the handbook aremgnded that if there is conflict between the material in this
handbook and the legislation, legislative instruments and regulations; the legislation, legislative
instruments and regulations will always prevail.

Child care services should also be familighwthe terms and conditions of funding agreements.
Users of the handbook are reminded that if there is conflict between material contained in the
handbook and terms and conditions of the funding agreement, the terms and conditions of the
funding agreemenwill always prevail.

While all care is taken, the Commonwealth accepts no responsibility for the accuracy or
completeness of any material contained in this publication. Additionally, the Commonwealth
disclaims all liability to a person in respect of arryth and of the consequences of anything,

done or omitted to be done by any such person in reliance, whether wholly or partially, upon any
information presented in this publication. Material in this publication is made available on the
understanding thatlhe Commonwealth is not providing professional advice. Before relying on
any of the material in this publication, readers should obtain appropriate professional advice.

Legislation and legislative instruments are available@atlaw.gov.awand
education.gov.au/famihassistancdaw .
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How to use this handbook

TheChild Care Service Handbook 2@034is for all Child Care Benefit approved child care
services operating under the Child Care Management System (CCMS). We have designed it to
help you find what you need to know quickly and easily.

Parts and sections

The handbook is divided into two partgah with a number of sections.

Part 1is about the policy framework and rules for Australian Government Child Care Support. It
contains seven sections.

Part 2focuses on how to manage Child Care Benefit (CCB), Child Care Rebate (CCR) and other
child care pyments. It contains eight sections.

The Contents page shows you the sections within each part. You will find a list of shortened
forms and acronyms near the beginning of the handbook and a glossary (explanation of terms
and index) at the end of the handbk.

At the start of each part and each section, there are short explanations about what they include.
These will help you decide if what you are looking for is in that part or section.

The start of each section also includes a more detailed contents featvithin each section, the
main subsections are numbered.

Studying the handbook will bring you-tip-date and refresh your knowledge of how the
Australian Government child care funding system works, particularly the operation of CCMS.

Quick contacts

Thequick contacts section provides phone numbers and other contact information to find out
more about the information in this handbook.

There are contact details for:

i The CCMS Helpdesk
1 TheSpecial Child Care Assessment Tdaarthe Department of Human Services
1 Addresses for th®epartment of Education state and territory offices.

Forms

A summary of CCB forms used by services, and how to get them, is at 8.5.
See 8.5

A summary of Community Support payment formatigducation.gov.au/communitgupport

programmequidelines.
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Service icons

Information relating to particular service type/s only is marked with a highlighted service icon
above the relevant text.

FDC Family Day Care

IHC In Home Care

OSHC Outside School Hours Care

LDC Long Day Care

OocCC Occasional Care

BBF Services funded under tHeudget Based Funded Programme, also referred to ¢
WhbaAY AYAGNBFYQ { SNIAOSa

Text marked with ALL service icons highlighted is for ALL types of services and should be read
carefully.

Direction indicators

These refer you to relevant information elsewhdnehe handbook. For exampfgee 3.2

Other information resources

The handbook is part of a set of information resources that support the delivery of quality child
care and early learning across Australia.

Fact shets, brochures and forms relating to the delivery of quality child care and early learning
are available from the Department of Human Services by visiting them at one of their Service
Centres, located in Medicare Offices and Centrelink Service Centres.

You can also find child care information on the internetdtication.gov.au/earlychildhoqd
humanservices.gov.au/childcammychild.gov.atandacecga.gov.au
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Contacts for CCB approved child care services to use

Contact

ACECQA

CCMS Helpdesk

MyChild Website

Special Child Care
Assessment Team
(Department of
Human Services)

Forms from the
Department of
Human Services

Forms from the
Department of
Education

Contact details

Phone: 1300 422 327
W: acecga.gov.au

Phone: 1300 667 276*
Fax: 1300 663 429*
CCMSHelpdesk@education.gov.au

* For CCB approved child care service
providersonly

W: mychild.gov.au

Click on Prader Portal

Phone: 1800 050 021

Fax: 1800 700 533

* For CCB approved child care service
providersonly

Phone: 1800 067 307
W: humanservices.gov.au/forms

W: education.gov.au/chiletare
information-serviceproviders

When to use this contact

1

=

For information and news on the
National Quality Framework,
resources and templates,
application and notification forms
(for submission to regulatory
authorities)

For educator qualification lists,
assessment of qualifications,
excellent rating applications, secon
tier review applications

For queries about how to report
information under the CCMS

For queries relating to the
administration of CCB and JETCCF
For Special Child Care Benefit (SC
applications where the service is
making itself eligible for reduced
fees, or is seeking approval to
exceed the SCCB 18% limit

For online information on CCMS ar
providing fee and vacancy
information

For SCC8pplications for more than
13 weeks, or applications for 24
hour care

To download forms used by service
¢ see list ai8.5

To download CCB forms used by
serviceg; see list a8.5

To download Community Spprt
Programme payment formssee
list ateducation.gov.au/community
supportprogrammequidelines
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Contact Contact details When to use this contact
Department of Phone.. 1336 ?4 ) 1 An Australiawide number. Callers
Education state ~ Australian Capital Territory/ must identify the state or territory
and territory New South Wales office they wantto contact and ask
offices GPO Box 9880 for Child Care Support

Sydney NSW

Victoria

GPO Box 9880

Melbourne VIC 3001 1 Services are to forward any written

notice or information to the postal
Queensland; Brisbane addresses listed

GPO Box 9880
Brisbane QLD 4001

North Queensland; Townsville
PO Box 1088
Townsville QLD 4810

South Australia
GPOBox 9880
Adelaide SA 5001

Western Australia
GPO Box 9880
Perth WA 6848

Northern Territory
GPO Box 9880
Darwin NT 0801

Tasmania
GPO Box 9880
Hobart TAS 7001

Contacts for families to use

Contact Contact details When to use this contact
ACECOQA Phone: 1300 422 327 1 For regls_ters of approved providers
and services
W: acecqa.gov.au 1 For quality ratings of approved
services

1 Forinformation about CCB
approved child care services in a
particular area between 8 am and
6 pm nationally (AEST), Monday to
Friday

Child Care Access Phone: 1800 670 305

Hotline TTY: Phone 133 667 then ask for
1800 670 305. You needld Y phone to
use this service.

Speak and Listen users:
Phone: 1300 555 727 then ask for 1800
670 305.

Internet Relay Users: connect to the
National Relay Service
iprelay.com.au/call/index.aspx



http://www.acecqa.gov.au/
http://www.iprelay.com.au/call/index.aspx

Contact

Department of
Human Services

Department of
Human Services
Multilingual

Telephone Service

Department of
Human Services

Online services

MyChild website

Department of
Education Child
Care Support for
Families

Immunisation
Reister

Immunisation
information

Contact details

Phone: 13 61 50
TTY: 1800810 586
W:

humanservices.gov.au/customer/subjec

sl/assistanceawith-child-carefees

Phone: 13 12 02

W: humanservices.gov.au/onlineservice

W: mychild.gov.au

Phone: 1800 664 231
Email:tipoffline@education.gov.au

Phone: 1800 653 809

Phone: 1800 671 811
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When to use this contact

1

1

1

To apply for CCB online (for faster
approval)

To apply for CCB by phone if
receiving Family Tax Benefit

For families needing information
about their eligibility and
assessment of CCB, the CCR and
JETCCFAetween 8am and §m
nationally Monday to Friday

For DHS related inquiries from
families who require transtag
and/or interpreting assistance

For child care attendance, absence
and CCB and CCR amounts and tr
Child Care Estimator

For information on fees, vacancies,
quality ratings of approved services
and the Child Care Estimator

For reporting incorrect, illegal or
fraudulent practices in regard to
administration of Child Care Benefi
and Child Care Rebate
C2NJ FFYAfASaAa G2
immunisation records

For immunisation related inquiries
about the National Immunisation
Programme Schedule for the
vaccination of all Australiachildren
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What has changed?

10.

11.
12.
13.
14.

15.

16.
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Updated information on Budget Based Funded services Section 3.2.
Updated details and rates around support for child care servicsction 3

Updated information about the

Inclusion and Professional Support Programme Section 3.3
Update civil penalty provisions Section 5.2
Updated information on notifiable events Section 5.4

Updated information on providing notice oéssation of
operations Section 5.4

Reporting of Vacancy datalarification, new text,
updated tables Section 6.10

Updated information orthe National Quality Framework Section 7

Updated change in CCB Lump Sum claim period from two years

to one year from 2012 13 Section 8.1

Updated forms FA023.1307 Section 8.5

Reporting Enrolment Information Section
9.1and9.2

School Child clarificatianpreschool childand
primary school levels Section 11.2

JETCCFA clarificatiomweekend care, eligible hours and limits on
JETCCFA hours Section 11.4

Clarification 18 percent service approval ImEETCCFA removed
from CCB paid for the quarter before last Section 14.10

CCR quarterly periods and timelines for 2213 4- updated Section 15.3

CCB and Enrolment Advancesw rates Appendix 2
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List of shortened forms

ABN Australian Business Number Id Identifier

ACECQA ! dza G NI f ALYy / KAf RNBIHOAEA 9 RdidnelCarey | YR

Care Quality Authority

) _ IHC OS In Home Care Operational Support
AMEP Adult Migrant English Program

ASC After School Care IPSP Inclusion and Professional Support
Program
BBF Budget Based Funded IPSU Indigenous Professional Support Unit
BSC Before School Care ISA Inclusion Support Agency
ccB Child Care Benefit ISF InclusionSupport Facilitator
CCB% Child Care Benefit percentage ISP Inclusion Support Programme
CCMS Child Care Manageme®tystem 1SS Inclusion Support Subsidy
CCR Child Care Rebate JETCCFA Jobs, Education and Training Child
COAG Council of Australian Governments Care Fee Assistance
CPI Consumer Price Index JFA System abbreviation of JETCCFA
CRK Child at Risk LDC Long Day Care
CRN Customer Reference Number NPP National Privacy Principle
DI Disallowable Instrument ocCcC Occasional Care
EFT Equivalent FulTime OSHC Outside School Hours Care
EXC Exceptional Circumstances OS OCC Operational Support for Occasional
DEEWR Former Department oEducation, Care
Employment and Workplace PSC Professional Support Coordinator
Relations PT% PartTime percentage
DHS Department of Human Services RTAG Regional Travel Assistance Grant
DSS Department of Social Services SCCB Special Child Care Benefit
FDC Family Day Care SHR Standard Hourly Rate
FDC OS Family Day Care Operational Support TEH TemporanyFinancial Hardship
FSF Flexible Support Funding VAC Vacation Care
FTB Family Tax Benefit

GCCB Grandparent Child&e Benefit

GST Goods and Services Tax
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Part 1 Policy and processes

This part contains essential information for all child care services on the
policy framework and rules for Australian Government support for child
care.

1  Australian Government Child Care Support
2  Types of service
3 Support for child care services

4  QOperating a service

5  Compliance and accountability
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1 Australian Government Child Care Support

Thissection sets out the legal authority and the policy aims and objectives
for Australian Government support for child care and early learning and
school aged care services. It explains the role of the different levels of
government and the allocation of thdifferent kinds of child care places,

and outlines the requirements for approval for the purposes of Child Care
Benefit and the National Quality Framework for child care and early learning
(National Quality Framework).

1.1 Authority
1.2 Responsibilitieof different levels of government

1.3 Availability of child care places

1.4 National Quality Framework
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1.1 Authority

FDC IHC OSHC LDC occC

Authority for approvind-ong Day Care (LDC), Family Day Care (FDC), In Home Care (IHC), Outside
School Hours Care (OSHC) and Occasional Care (OCC) services for the purposes of Child Care
Benefit, and providing funding, comes from the provisions in:

1 A New Tax System (Family Assise) (Administration) Act 1999

T A New Tax System (Family Assistance) Act 1999

1 Education and Care Services National Law

1 Education and Care Services National Regulations.

When funding is approved, services are required to comply with the conditions and
NBljdzZANSBYSyiGa Ay GKFIG tS3axatliaAaz2ys StAITAO0AfAGE NI
outlined in this handbook.

The Minister referred to in this handbook is the Minister who has responsibility for Australian
Government Child Care Support, currgritie Assistant Minister for Education.

Aims and objectives

The Australian Government's agenda for child care and early learning focuses on providing
Australian families with high quality, flexible, accessible and affordable integrated early child
care andearly learning. Investing in child care and early learning benefits children and their
families, our communities and the economy, and is critical to lifting workforce participation. The
Department of Education helps families to participate in the socidleconomic life of the
community through the provision of support for child care and early learning services by:

9 assisting families with the cost of child care

1 ensuring Child Care Benefit (CCB) and the Child Care Rebate (CCR) are provided to families
whowant to access child care to support their workforce participation

1 publishing information about child care and early learning, including their rating against the
national quality standard on the MyChild website

1 helping families to balance their work andrenting roles by promoting and supporting the
provision of flexible child care services

T raising quality and driving continuous improvement and consistency in child care and early
learning services and school age care through implementation of the NaQoradity
Framework, in partnership with state and territory governments and the Australian
| KA RNBYQa 9RdzOF A2y FyR [/ INB vdzZ f AG& ! dzi K2 NR

1 supporting professional development for the child care and early learning sector

1 providing access to earlyiddhood intervention and prevention initiatives for vulnerable
families and children by funding quality child care and early learning services.
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1.2 Responsibilities of different levels of government

FDC IHC OSHC LDC OCC

The Australian Government and state and territggvernments are involved in the operation,
funding and regulation of child care and early learning services. Each has a separate and vital role
to play.

The roles of the Australian Government and state and territory governments are detailed below.
If you reed more information, please contact the relevant authority directly.

Role of the Australian Government

The Department of Education:

T administers CCB and CCR to families through the Department of Human Services (DHS)

T administers payment of CCB and CCR ® &fproved services

9 administers financial support to CCB approved services in areas of tieest costs may be
shared between state or territory governments and the Australian Government

I maintains some statistical data on the supply of child care places

1 manages Jobs, Education and Training Child Care Fee Assistance (JETCCFA) policy and
administers payment of JETCCFA to CCB approved child care services

9 assists parents and employers with child care options via the Child Care Access Hotline and
mychild.gov.awebsite

9 provides funding and support to implement the National Quality Framework

1 has legislative responsibilities for imposing conditions and/or sanctions on an approved
service for CCB purposes,Hht service has failed to meet its obligations under the National
Quality Framework and other relevant child care laws

9 funds the Inclusion and Professional Support Program (IPSP) to assist child care and early
learning services to achieve and maintain higlality care and inclusion for all children in
eligible services.

The Department of Human Services is the main service delivery organisation for CCB and [CCR.
Service Centres are located in Medicare Offices and Centrelink Service Centres.

The following pecific services are provided at all DHS Service Centres:

1 registration of families for the payment of CCB by fee reduction (on receipt of a written or
phone claim)

receipt of claims for payment of CCB by lump sum after the end of each financial year
procesing of claims and payment of CCB for registered care

processing and payment of CCR (Centrelink Service Centres only)

= =4 -4 -

advising families on issues of eligibility and entitlement to CCB and CCR.
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The DHS is responsible for calculating CCB and CCR. Tiisincl
9 allocation of a unique reference number for each family and child

1 determination of eligibility for CCB and CCR

9 calculation of key elements affecting CCB and CCR entitlements such as the application of
the income test, the total fee charged, tineaximum eligible hours applicable in each case
and the schooling status of each child

9 advising services via CCMS and parents of key elements affecting CCB and/or CCR
entitlement for each family/child

1 payment of CCB and CCR by fee reduction to CCB apmeweces via CCMS

1 approving JETCCFA for families and paying JETCCFA to CCB approved child care services via
CCMS.

Services should deal with the Department of Education through the CCMS Helpdeskton day

day matters relating to the administration of CCBR; JETCCFA and SCCB where the service is

making itself eligible for reduced fees. For child care policy issues, services should contact the

Department of Education through its state and territory offices.

Services should contact the DHS for issues rgjatirapproval of Special Child Care Benefit
(SCCB) or 2dour care periods. Services should also contact the DHS on outstanding issues
relating to periods before a service operated under the CCMS.

See quick contacts

Role d state and territory governments

State and territory governments have primary responsibility for family support, child welfare and
the regulation of most types of child care and early learning services. These regulatory
responsibilities include:

1 approval,monitoring and quality assessment of services in their jurisdiction in accordance
with the national legislative framework and in relation to the National Quality Standard for
services under the scope of the National Quality Framework

1 publishing a registenf ratings for child care and early learning services against the National
Quality Standard

9 contributing, in some states and territories, to the capital and operational costs of services

1 funding children's services that fall outside the Australian Govenits Child Care Services
Support Programme for example, preschools, some OCC, and some programmes for school
children

9 administering child care service support funding on behalf of the Australian Government in
some states and territories

1 administering capal funding and supervising construction of jointly funded services

1 legislating in areas such as occupational health and safety, andiaatimination legislation

1 administering corporations law.
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Some states and territories also provide formal compkimechanisms, including conflict
resolution.

State and territory governments are also responsible for establishing 38 Children and Family
Centres across Australia by June 2014. These centres will deliver integrated services, including
early learning, childare and family support programmes. Centres will be primarily targeted at
addressing the needs of Indigenous families and their young children and will also provide
services to all families in the community. The Council of Australian Governments (C@%@) ag

to this initiative with the Australian Government contributing approximately $293 million.

Release of service information

Information about families and child care services collected by the Australian Government is
subject to confidentiality provisions contained in thAdNew Tax System (Family Assistance)
(Administration) Act 1998nd the provisions of th€rivacy Act 198&he Privacy Act).

The Department of Education has a policy, consistent with the provisions of the Privacy Act and
associated legislation, for the release of information in limited circumstances. The policy
specifies the types of information that may be r@bed and the purposes for which the

information may be used. The policy isfgipendix 1

The Department of Education does not release information such as staff names and
qualifications.

1.3 Availability of child careplaces

FDC IHC OSHC LDC OCC

Apart from In Home Care (IHC) and Occasional Care (OCC), which remain capped, the Australian
Government places no restrictions on the number of services or places that can be approved for
the purposes of CCB.

If an applicant is not already a C&tproved child care service, before any child care places ¢an
be allocated or used, the applicant is required to apply for approval under the family assistance
law for the purposes of CCB.

In the case of IHC and OCC, new services can only become CCBdjpiaces are available
for allocation. When this occurs, information on how services can apply for an allocation of
LX I 60Sa gAftft 0SS LXIFOSR 2y (i kdicatoSddv.interBafiocn 2 F 9 RdzOl
approvedhome-care-providersand education.gov.au/informatiorapprovedoccasionatare
providers
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Approval under the familyassistance law for the purposes of CCB

Suitability of applicant

Applicants seeking approval for the purposes of CCB must, under the family assistance law, meet
the 'suitability of applicant’ criteria:

1 when the applicant is an individual, the applicant msta suitable person to operate a
child care service

1 when the applicant is not an individual, and is not a state/territory or local government, the
applicant's key personnel must be suitable people to operate a child care service.

In making a decision auitability, the following criteria will be assessed:

1 the applicant's expertise and experience in providing child care
T the applicant's ability to meet and provide the appropriate quality of child care
9 if the applicant has been a provider of child care:
- the applicant's record of financial management relating to the provision of child care

- the applicant's conduct as a provider of child care

- the applicant's compliance with responsibilities as a provider of child care and
obligations arising from the regt of payments from the Australian Government
and

- whether the applicant has maintained the confidentiality of personal information about
people who were liable to pay child care fees, and their families, including information
that was in the applicars possession after the expiry of any CCB approval of a child care
service through which the applicant provided the child care

1 any relevant criminal charges against the applicant pending before a court
1 any relevant convictions or findings of guilt agaith&t applicant for an offence.

The Secretary of the Department of Education may also consider other matters relevant to the
applicant.

Persons must be assessed and deemed suitable to operate a child care service before approval
for CCB may be granted.

1.4 National Quality Framework

FDC OSHC LDC OCC BBF

In 2009, COAG endorsed a new National Quality Framework for child care and early learning for

most Long Day Care, preschool/kindergarten, Family Day Care and Outside School Hours Care
services in Australia.
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The National Qualit Framework aims to raise quality and drive continuous improvement and
consistency in child care and early learning services and school age care through:

1 anational legislative framework that consists of te@ucation and Care Services National
Law(Natioral Law) and thé&ducation and Care Services National Regulafidatsonal
Regulations)

1 a National Quality Standard

I an assessment and rating system

1 aregulatory authority in each state and territory that has primary responsibility for the
approval, moniteing and quality assessment of services in its jurisdiction in accordance with
the national legislative framework and in relation to the National Quality Standard

9 the Australian Children's Education and Care Quality Authority (ACE@®@Ational body
responsible for providing oversight of the new system and ensuring consistency of approach.

Key aspects of the National Quality Framework include:

1 improved educatoito-child ratios so that each child gets the individual time and attention
they need

1 educata qualification requirements so educators are better able to lead activities that
inspire children and help them learn and develop

1 anew ratings system so parents know the quality of care on offer and can make informed
choices

T streamlined regulatory arrarggnents so services only have to deal with one regulator.

To assist services to implement and navigate the National Quality Framework, a range of
supporting guides and resources are availablacgtcga.gov.au
SeeSection #for more information on the National Quality Framework.

1.5 Interim Standardsfor In Home Care

FDC OSHC LDC OCC

IHC is not within the scope of the National Quality Framework. However, all IHC providers are
eligibleto receive Australian Government funding under the Community Support Programme. It
is a condition of this funding that services adhere to a set of interim standards until they are
replaced by National Standards. The current interim standards contain nrimireguirements

and focus on enhancements in the provision of quality hdrased child care.
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2 Types of service

This section defines the different types of child care servéesnily Day

Care, Long Day Care, Outside School Harnes Occasional Care, In Home
Care and multiple care services. These service definitions include important
rules about eligibility for funding. This handbook is continuously updated.
Visiteducation.gov.au/chileare-servicehandbookfor the latest updates.

2.1 Family Day Care
2.2 Long Day Care
2.3 Outside School Hours Care

2.4 Occasional Care

2.5 In-Home Care
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2.1 Family Day Care

FDC IHC OSHC LDC OCC

What is Family Day Care?

Family Day Care (FDs&yvices deliver flexible hordgased childcare and early learning for

children via a network of FDC educators. FDC services support and administer the care that is

LINE JARSRY 2y GKSANI 0SKFfFXZ Ay SRdzOF(i2NBRQ K2YSao
operational support funding from the Australian Government. Bothfootprofit and forprofit

providers may operate FDC services.

FDC services are responsible for the effective operation of all components of FDC, including
recruiting, training and suppadrtg educators; monitoring care provision; and providing advice,
support and information for parents. The service also assists parents to select an appropriate
FDC educator for their child.

FDC services can provide flexible care, includirdgglicare, partime, casual, overnight, before
and after school care, and care during school holidays. Educators do not have any legal right to
independently enter into a care arrangement for Child Care Benefit approved care. However,
service operators may authorise @chtors (acting as an agent for their service) to enter into care
arrangements on their behalf.

FDC educators and services must meet their obligations undeMatienal Quality Framework

for child care and early learning (National Quality Framework)camnaply with the Early

Childhood Services Education and Care National Law and National Regulations, and any other
applicable state and territory regulations, when providing care to children. An educator may
provide care in their home for the maximum numbsrchildren, including their own children, in
accordance with the National Law and National Regulations. Under the National Quality
Framework, new educateto-child ratio requirements and qualification requirements apply to all
FDC services fromJanuary2014.

The intention of Family Day Care is that care is provided in the home of the educator, not in the

home of a child. There are, however, some situations in which Family Day Care can occur in the

home of a child, including where a child lives with doe@tor. As long as the educator continues

to provide approved care on behalf of an approved service, and that the service meets its

ongoing obligations under the Family Assistance Law, Child Care Benefit and Child Care Rebate

will be payable (providing thparent of the child has been assessed as eligible) for care in a

situation where the educator and the child receiving the care live in the same house. All other

OrasSa 2F OFNB 0SAy3 LINRPJGARSR Ay | OKAfRQa K2YS |
separate child care type and for which specific eligibility criteria apply.
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Who can use Family Day Care?

The Australian Government funds FDC services to provide care mostly for children who have not
commenced school.

Under the family assistance law, an apped FDC service must:

9 provide care to children, the majority of whom are children not yet attending school and
who attend the service at least one day a week. If there are vacancies at the beginning or
end of the day, the service may provide care forogdkchildren if the service meets the
requirements under the National Law and National Regulations

1 be open to the general public.

All approved FDC services must also undertake that:

1 most of the children to be provided with child care will attend the 8@nat least one day a
week

9 the service will operate on all normal working days in at least 48 weeks of the year

T the service will be available to provide care for any particular child for at least eight
continuous hours on each normal working day on wliticdperates, and

1 where a child attends a session of care, the service will not prevent the child from attending
any part of that session.

Provision of care to near relatives

Child Care Benefit (CCB) and the Child Care Rebate (CCR) cannot be paid wisepeosdded

G2 I OKAfR ¢K2 Ada I OKAfR 2F GKS SRdzOF G§2NJ LINR QA R
Children can be accepted for placement with a near relative if the educator is prepared to

continue providing care to new, and existing cteld in care, who are not relatives and, if there

is a waiting list, the relative's child is the next one due to be placed.

FDC services must ensure that the provision of child care is in line wiBrithrity of Access
Guidelinesavailable atducation.gov.au/priorityallocatingplaces

See

2.2 Long Day Care

FDC IHC OSHC OCC

What is Long Day Care?

Long Day Care (LDC) is a cebtmsed form of child care and early learning. LDC services provide
quality altday or parttime child care and early learning for children of working families and the
general commnity (services may cater to specific groups within the general community). For
profit and notfor-profit organisations, local councils, community organisations and employers
may run these services.
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LDC services must ensure that the provision of childisareline with thePriority of Access
Guidelinesavailable atducation.gov.au/priorityallocatingplaces

See 6.3

LDC services must comply with tNational Law and National Regulations and any other
applicable state and territory regulations when providing care to children.

Who can use Long Day Care?

The Australian Government supports parents who are working, undertaking vocational study,
trainingorf 221 Ay 3 FT2NJ 62N)] GKNRBdAAK (KS LINRGAaAAZY 2F [
learning and development.

Under the family assistance law, an approved LDC service must undertake that:

T most of the children to be provided with child care will:

- not havecommenced school
- attend the service at least one day a week
T the service will operate on all normal working days in at least 48 weeks of the year

91 the service will be available to provide care for any particular child for at least 8 continuous
hours on eacmormal working day on which it operates and

1 where a child attends a session of care, the service will not prevent the child from attending
any part of that session.

LDC services may also provide child care and early learning for school children befafterand

school and during school holidays, where state and territory government regulations allow this.

This does not apply to employeperated services or employaponsored places in funded
services unless they are undatilised (see 'Employesponsorecchild care' below) or some
services that might be set up for certain sectors of the community.

Non workrelated care

Services may provide respite care and other non wetated child care but must ensure care is
offered to families in line with th@riorty of Access Guidelinasailable at
education.gov.au/prioritsallocatingplaces

See 6.3

Employersponsored child care

The Australian Government encagies employers to get involved with providing flexible child
care to suit their employees' needs. There are various ways in which employers can do this. They
can:
9 sponsor a child care service
1 reserve places in a service or services that may be convemi¢hetworkplace or to areas
where employees live, or
1 use an agency to find suitable child care places in the wider community.

\
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There may be other ways to form agreements between employers and services in your area.
Innovative ideas for busines®mmunity partnerships on child care provision are always
welcome.

For more information about how employaponsored child care works ocan work for you,
contact yourDepartment of Educatiostate or territory office.

See quick contacts

2.3 Outside School Hours Care

FDC IHC OSHC LDC OocCC

What is Outside School Hours Care?

Outside School Hours Care (OSHC) services predigiation and care before and/or after

school and/or care during school vacation time. Some services may also provide care -on pupil
free days during the school term. Nfwr-profit and forprofit organisations may operate OSHC
services.

These services foswon extending and enriching the wellbeing and development of school aged
children and provide opportunities for the children to engage in leisure andhzagd

experiences, while meeting the care requirements of families. They are usually set upaseor cl
to primary schools. They may also be in other locations such as community centres, halls,
neighbourhood houses or recreation centres.

There is no limit on the number of CCB approved OSHC places a service can provide. This means
that all OSHC servicereaable to set up or expand to meet demand, providing they meet the
requirements under the National Law and National Regulations.

OSHC services must comply with the National Law and National Regulations and any other
applicable state and territory regulatis when providing education and care to children.

Who can use Outside School Hours Care?

OSHC services provide education and care mostly for children attending school, but can care for
children who have not started school. However, as a general rule, a&@SHC service fills

vacant places, it must give school children priority over children who have not yet started school
(exceptions arise in the case of employwponsored child care places). OSHC services are
encouraged to provide education and carectadldren with high support needs and disabilities.
Support is available to eligible services under the Inclusion and Professional Support Program
See 3.3
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Under the family assistance law, an approved OSHC seruisteumdertake that:

1 most of the children to be provided with education and care will be attending school

1 if the service provides before or after school care, the service will operate on each school
day and

9 if the service provides Vacation Care, the servidl be available to provide care for any
particular child for at least eight continuous hours on each normal working day for at least
sevenweeks of school holidays in a year.

OSHC services must ensure that the provision of child care is in line e/Rnidhity of Access

Guidelineswvailable ateducation.gov.au/priorityallocatingplaces.

See 6.3

Selfreferred children

Services should n@&ncourage seffeferred children (those who arrive at a service without being
enrolled) to attend a service without permission from a parent or guardian. Every effort should
be made to contact the parents and seek their permission for the child to be.tféis is to
protect the service from a possible accident or insurance claim.

2.4 Occasional Care

FDC IHC OSHC LDC ocC

What is Occasional Care?

Occasional Care (OCC) is a cebttged form of child care and early learning. OCC services
provide flexible care which allows fgats to meet their work related and nemwork related
commitments. Families can access OCC regularly or irregularly on a sessional basis.

OCC services do not offer ftilthe, all day child care and early learning except in extenuating
circumstances. OCCaqwides families with the flexibility to leave children in an early childhood
learning environment on days and hours that best meet their needs. They can provide care at
short notice and immediate emergency care. OCC services charge fees that reflecotir am
time a child spends in care.

OCC services may operate independently as a stémte OCC service or can belacated with
a LDC service as permitted by relevant state/ territory regulations for OCC.

The Australian Government limits the number @O places available in the market and new

OCC services can only become CCB approved if places are available for allocation. When this
occurs, information on how services can apply for an allocation of OCC places will be placed on
the Department of Educatit Q& ¢ 8ducatiorii®\Zau/informatiorapprovedoccasionat

careproviders
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As OCC is a capped programme, it is a condition of approval that OCC services do not exceed the
number of places they have been allocated by the Department of Education.

OCC services must comply with applicable state and ternitmylations when providing care to
children.

Under the family assistance law, a CCB approved OCC service must ensure that:

1 most of the children provided with education and care will not have started school, and
i it operates up to a maximum of nine hours k.

Who can use Occasional Care?

OCC is available to all children, however, services must ensure that most of the children in care
will not have started school.

2.5 In Home Care

FDC OSHC LDC OCC

What is In Home Care?

In Home Care (IHC) is a flexible form of chil@ eard early learning where an approved educator

provides education and care in the child's home. The Australian Government limits the number

of IHC places available in the market and new IHC services can only become CCB approved if

places are available failocation. When this occurs, information on how services can apply for

Ly +FEf20F0A2y 2F LI/ LXIFOSa Attt 06S LIIFOSR 2y (K
education.gov.au/informatiorapprovedhome-careprovidersQ .

As IHC is a capped programme, it is a condition of approval that IHC services do not leeceed t
number of places they have been allocated by the Department of Education.

Who can use In Home Care?

Unlike other care types, IHC is only available to children who meet certain eligibility criteria. It is
the legal responsibility of all CCB approved $Ei@ices to ensure that IHC is only provided to a
child to whom:

1 only an IHC service can provide suitable canet
1 one or more of the following circumstances applies:
- the child has, or lives with another child who has, an illness or disability
- the child'sguardian (or guardian's partner) has an illness or disability that affects their
ability to care for the child
- the child lives in a rural or remote area
- the work hours of the child's guardian (or guardian's partner) are hours when no other
CCB approved dd care service is available, or
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- the child's guardian (or guardian's partner) is caring for three or more children who have
not yet started school.
IHC cannot be provided in the home of a child while the parent is present and providing Family
Day Care foother children.

Approved IHC services cannot exceed the number of places they have been allocated by the
Department of Education. Consequently, not all families meeting the eligibility criteria will
receive a place and/or the full number of hours of cemewhich they apply.
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3 Child Care Services Support Programme

The Child Care Services Suppbdgramme is Australian Government
funding that supports and promotes access to quality child care and early
learning for children, families and communities. This section outlines the
different types of support for child care services under this programme.

3.1 The Community Support Programme

3.2 Budget Based Funded Programme

3.3 Inclusion and Professional Support Program




Section 3: Support for child care services Chid Care Service Handbook 2a18

3.1 The Community Support Programme

FDC IHC OSHC LDC ocC BBF

The Community Support Programme provides a range of payments directly to child care service

providers with the aim of improving access to child care. The CSP has been designed to
AO0NBY3IGKSY I aSNBAOS LINPOARSNRA FoAfAGe G2 asSi d
country where services might otherwise be unviable. The Community Support ProgréCSP)

provides support to child care services in the following ways:

1 94ilotAaKYSYd FyR {dAadGlIAylroAtAGeE ' aaradlyoOs a2

Mainly for services that are approved to administer Child Care Benefit on behalf of families,
this range of paymets for Mainstream services are dependent on the type of child care
service, its size and location.

Further information, including the guidelines and application form, terms and conditions of
funding and current payment rates, can be foundadtication.gov.au/communitgupport
programmeguidelines

1 Capital Fundindor Long Day Care Services in Exceptional Circumstances

Subject to available funding, individual eo# discretionary grants of up to $500 000 (excl.

D{¢0 YIl& 6S IgFLAftlofS (G2 Faaraid aSNBAOSa SELISN.
market failureor documented unmet demand, which may result in no formal child care

being available. Further information about on this payment can be founthi@Grant

Information page ateducation.gov.au/longiay-carecapitatfundingexceptional

circumstancegyrant.

9 Budget Based Funding

Under the BBF Programme funding is provided as a contribution to the operational costs of a
range of early education, child care and school aged care services in a limitedmafmb
approved locationsvhich are predominantly in rural, remote and Indigenous communities
where the market may not support the viable operation of serviéggplications for the
establishment of additional services in new locations cannot be considerieds otherwise
approved by the programme delegate in exceptional circumstances. Full details of the BBF
Programme can be found atlucation.gov.au/budgebasedfunded-programmeand in

Section 3.Dbelow.

3.2 Budget Based Funded (BBF) Programme

FDC IHC OSHC LDC OCC BBF
Services funded under the BBF Progranmareenot generally approved to administer CCB on
behalf of families. BBF service types include:

1 flexible/innovative services
T Multifunctional Aboriginal Children's Services
9 mobile services
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I Outside School Hours Care
I Creches

1 Indigenous playgroups.

Further hformation about the BBF Programme, including programme guidelines and an example
of the funding agreement template for existing BBF services, is availallee Budget Based
Funded services page education.gov.au/budgebasedfunded-programme See quick contacts

3.3 Inclusion and Professional Support Program

FDC IHC OSHC LDC OCC BBF

The Inclusion and Professional Support Program (IPSP) is an element of the Child Care Services
Support Programme and aims to promote and maintain high quality, inclusive education and
care for all children in eligible child care and early learning services

To achieve this, IPSP seeks to increase the knowledge and skills of educators and the capacity of
child care and early learning services, by providing professional development, advice and access
to additional resources and support.

For information abotlPSP, visit the Department of Education website at education.gov.au/IPSP.

Inclusion Support

Inclusion Support provides assistance and support to help eligible child care and early learning
services to include all children, including those with additioreseds, in the care environment.

For the purposes of this programme, children with additional needs include children with
disabilities, children from culturally and linguistically diverse backgrounds, children from refugee
or humanitarian intervention baground and Indigenous children. Inclusion Support is provided
by Inclusion Support Agencies (ISAs), and includes Flexible Support Funding (FSF) and the
Inclusion Support Subsidy (ISS).

Inclusion Support Agencies

Regionallybased ISAs coordinate assistafiten a network of specialist workers, known as
Inclusion Support Facilitators (ISFs) who work at the local level with child care and early learning
services.

ISFs provide advice and facilitate access to support to strengthen the service's ability éoecreat
quality education and care environment which is inclusive of all children. This support includes,
but is not limited to, access to Specialist Equipment, training, Bicultural Support, FSF, and ISS.

ISFs also assist services to develop a Service Suplpor{SSP). These plans identify and
document a plan of action to build the capacity of a service to provide inclusive settings through
improved practices. These plans also identify whether or not the service requires additional
funding, resources or equinent to include children with additional needs into a particular child
care and early learning environment.

/e,
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For details about the ISA for your region, visit the Department of Education website at
education.gov.au/IPSP

Inclusion Support Subsidy

The Inclusion Support Subsidy (ISS) is available to eligible child care services to assist with the
inclusion of children with ongoing high support needs, where this is identifibeiag required
when developing the SSP, including:

9 children with diagnosed disability

9 children who are undergoing continuing assessment of disability

9 children from a refugee or humanitarian intervention background.

ISS is administered nationally by KU dZait's Services, the National Inclusion Support Subsidy
Provider (NISSP). ISS is limited to an annual capped allocation and eligibility for the ISS does not
mean automatic entitlement to payment. Approvals for ISS are given based on demonstrated
need for sipport in the care environment, as outlined in the application, and consideration of

the type of service and the care environment where ISS is being requested. Approval is subject to
availability of funds...

For eligibility details, including requiremerdédocumentary evidence, see the Inclusion and
Professional Support Program Guidelines for 20Q36. They are available from your local ISA
or visit the Department of Education websiteaatucation.gov.au/IPSP

To apply for ISS, child care and early learning services must first develop an SSP to assess the
service's inclusion capacity. The SSP is based on the child care and early learning environment
and will assist to ideiifiy the need for ISS.

ISS funding may be approved for any of the following purposes:

1 In centre based services:
- to provide an inclusive care environment by engaging an additional educator to increase
the staff to child ratio so children with ongoing higinpport needs are in care with their
typically developing peers.

1 In home based services:
- as a Capacity Payment to Family Day Care (FDC) educators in recognition of the
additional care and attention required by children with ongoing high support needs in
their care and the impact of this on the educator.

- as an Additional Payment to In Home Care (IHC) educators in recognition of the
additional care and attention required by children with ongoing high support needs in
their care and the impact of this ohé educator.

- to engage an additional educator to accompany a FDC educator or IHC educator and
child or children with ongoing high support needs on-otshome excursions or other
special activities with typically developing peers (for example, FDC plpgor
Vacation Care excursions).
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ISS Applications and Claims

Most eligible child care and early learning services that have identified the need for ISS to include
a child with ongoing high support needs can apply for ISS by submitting their applieatibns
claims using the ISS online application and claims system: the Inclusion Support (IS) Portal.

Services that are funded under the BBF Programme and services that do not have access to the
IS Portal must submit a papbased application.

Online ISS Appiations and Claims

To submit an online application a service will work with the ISF who will assist them to develop
an SSP, and then create an online SSP record in the IS Portal. This will generate a letter to the
service advising how they can accessi®@ortal to complete their ISS application online.

If an ISS application is approved by the NISSP and an additional educator is engaged, services can
use CCMS registered software to submit claifa/ments will be made directly to the service's
bank accout in a similar way to CCB payments.

For details about the ISS online application and claims process, visit the Department of Education
website ateducation.gov.au/IPSP

Paper Based ISS Applications and Claims

The ISS application form and claims form forpapéra SR | LILJX AOF GA2ya Aa | @ Af
website atku.com.awr from their local ISA or ISF.

When completed, the applicath, the signed SSP and the required documentary evidence of the
OKAf RQa RAIFIy2aSR RAalFOAfTAGE 2N O2ylGAydziy3d | 4453
NISSP for assessment. If approved, the service will receive notification.

Paperbased claims can be submitted directly to the NISSP for payment.

Compliance

{ SNAOSa I NB NBIldZANBR (2 NBUOUFIAY SOARSYOS 2F (KS
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the NISSP on a regular basis, and services may be requested to provide attendance records for

the purposes of compliance monitoring.

Services should note that ISS funding is not available for certain purposes such as services or
activities whichare the funding responsibility of state or territory governments such as respite
care or preschool or kindergarten programmes.

Flexible Support Funding

Flexible Support Funding (FSF sibsidy administered by ISAs and paid to eligible child care
and ealy learning services to enable theimbuild their capacity to include a child with
additional needs.
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For centrebased child care, FSF may be used to subsidise the cost of employing an additional
educator to increase the stafb-child ratio above licensg requirements for a timéimited

period. FSF may also be used to provide relief care so that permanent staff can attend training or
prepare SSPs.

For FDC and IHC, FSF may be used to subsidise the cost of employing an additional educator to
enable a childvith ongoing high support needs to participate in @ithome excursions such as
playgroups or Vacation Care excursions. It can also be used as a financial contribution to FDC and
IHC educators who attend specialist training after hours.

Services shouldontact their local ISA for more information on FSF as this funding requires the
development of an SSP. Information is also available at the Department of Education website at
education.gov.alPSP

Professional Bvelopment

Professional Development provides support to eligible child care and early learning services to
raise the quality of the education and care by increasing the skill level of educators and the
capacity of services to support children with additdneeds. State and territory based
Professional Support Coordinators (PSCs) and Indigenous Professional Support Units (IPSUs)
coordinate and manage the delivery of professional development and support to child care and
early learning services.

For detailsabout the PSC or IPSU for your state or territory visit the Department of Education
website ateducation.gov.aliPSP

Professional Support Coordinators

PSCs deliver and/or facilitate professional development apgat to eligible child care and

early learning services to assist them to understand and meet the requirements of the National
Quality Standard and to implement improved learning frameworks including#nly Years
Learning Framework

Professional development and support provided by PSCs may include:

accredited and nosaccredited courses including flexible training options
events, forums, hubs and networks

mentoring and coaching

phone advice and support

= =4 4 —a -

resource materials includingnline resource collections, fact sheets, training information
and useful links

1 referral to appropriate agencies for more advice and information.

PSCs also administer Bicultural Support, Specialist Equipment and the IPSP online library.
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Bicultural Support

Bicultural Support provides eligible child care and early learning services with access to an
interpreter or a bilingual/bicultural person to assist them to enrol and settle a child/ren from
culturally and lingistically diverse, Indigenous or refugee or humanitarian intervention
backgrounds. Examples of Bicultural Support are onsite or phone language assistance and advice
on cultural practices that will help services create an inclusive environment.

Services aamake requests for Bicultural Support through the an ISA, PSC or IPSU. The request
needs to be accompanied by an SSP approved by an ISA.

Specialist EqQuipment

Specialist Equipment is available on loan from a PSC to eligible child care and early learning
services (excluding In Home Care) to assist the inclusion of a child with ongoing high support
needs.

Services should contact their local ISA to request Spsdiajuipment as the request requires
development of an SSP.

Indigenous Professional Support Units

IPSUs provide and/or facilitate professional development and support to assist eligible

Indigenous focussed BBF child care and early learning servicelseanchénaging bodies to

provide high quality education and care environments. They also provide advice to ISAs and PSCs
on culturally appropriate support and resources to assist mainstream child care and early

learning services to include and support Irigus children and educators.
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4  QOperating a service

This section setsut information about operating a child care service. This
includes providing documents about the operator's business entity,
employing staff lawfully, meeting the financial responsibilities of a business
including paying applicable taxes, keeping accuattiendance records and
complying with thePrivacy Act 1988 perators' rights to cease or
substantially change their operations are limited by their relationship with
the Australian Government, which may cancel CCB approval or terminate
funding under someonditions.

4.1 Legal responsibilities for operating a service
4.2 Business type and provision of documentation
4.3 Industrial awards and agreements

4.4 Fees for before and after school care

4.5 Goods and Services Tax

4.6 Recording attendance

4.7 Who is responsible for ensuring attendance records
are kept?

4.8 Absences from care

4.9 Information management
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4.1 Legal responsibilities for operating a service

FDC IHC OSHC LDC OCC

Becoming the operator of a child care service means accepting the legal responsibilities
associated with setting up and administering the service. The operator of a CCB approved child
care service has many obligations, including those under the family assistance law. The operator
has a legal responsibility to:

1 comply with the family assistaadaw (in particular, to reduce fees in accordance with
amounts specified by the Department of Education)

1 comply with the National Law and National Regulations and/or other applicable child care
laws (for example, state or territory licensing laws)

1 accountfor Australian Government funds

9 ensure that the operator and their key personnel are suitable persons to operate a child care
service

1 comply with Australian Government child care funding agreements

1 ensure the service remains financially viable and cantriteeebts and other obligations as
they fall due.

Operators who contract out or devolve aspects of management must advise the Department of

Education in writing.

See quick contacts

Legal obligations are set out in Awdtan Government and state/territory child care legislation,
rules and funding agreements. Adherence to these conditions ensures that the Australian
Government achieves its objectives in the child care area, and also ensures the service is
operating in acardance with legislation and in a financially responsible manner.

For important information on the conditions for continued CCB approval

See Section 5

Any funding agreement with the Department of Education shouldtbeed securely.
4.2 Business type and provision of documentation

FDC IHC OSHC LDC ocC

To apply for CCB approval as an eligible child care service to receive Australian Government
funding under the Child Care Services Support Programme, which provides operational support
funding to eligible child care services, a service must be one of the following organisational

types:
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Incorporation

Communitybased service operators must be incorporated under relevant state or territory
legislation. Incorporation helps to protect the méers of a service's management committee
from personal liability.

Incorporated associations

Incorporated associations are bodies formed under state or territory legislation governing
incorporation of associations.

Incorporated associations must providestbepartment of Education with a copy of their:

1 rules of association

9 certificate of incorporation

1 notice of appointment and address of public officer

9 registration from the Registrar of Indigenous Corporations (if applicable).

The Department of Education @pts the certificate of incorporation as evidence of
incorporation.

Companies

Companies are formed under the corporations law. Since the amendments to the corporations
law in July 1998, companies are no longer required to have a memorandum and articles of
association.

Instead, they may have:

T either a single set of rules known as a 'constitution’

9 or basic rules of internal management which are contained in the corporations law known as
'replaceable rules'.

Companies formed before the 1998 amendments Ciry 1998 companies’) may continue to

have a memorandum and articles of association, or they may repeal them and adopt the

'replaceable rules', or they may decide on a new constitution.

When a preJuly 1998 company continues to have a memorandum and atiglassociation it is
required to submit the following information to the Department of Education:

9 articles of association

1 memorandum of association

1 certificate of incorporation.

A new company (that is, one formed after the 1998 amendments), @xésting company that

has repealed its memorandum and articles of association, is required to submit the following to
the Department of Education:

1 acopy of the certificate of registration (proof of incorporation)
1 a copy of company documentation indicatiwfpo can act on behalf of the company (the
approved signatories)
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1 acompany extract report, containing:
- Australian Business Number (ABN)
- registered office address
- principal address
- names and addresses of directors and the company secretary.

Trusts

An operabr who intends to operate the service as a trustee on behalf of a trust must provide to
the Department of Education a copy of the trust deed.

Sole proprietors and ownepperators

An unincorporated owner or sole proprietor who is operating the businessianee other than
their own must provide to the Department of Education details of the business name together
with the following details:

Australian Business Number (ABN)

other business number (for example, if registered with state, territory or local govent)
business name

registered address

place of business

= =4 4 -4 A -

name(s) of person(s) carrying on the business.

Partnerships

A child care service operating as a partnership should provide to the Department of Education a
copy of the partnership agreemeidentifying all members of the partnership.

When there is no formal partnership agreement, supporting documents may consist of a letter
from the partnership's solicitors clearly identifying all members of the partnership and
confirming the right of an ingidual to act on behalf of that partnership. Partners themselves
may sign a declaration that they are acting in partnership.

4.3 Industrial awards and agreements

FDC IHC OSHC LDC OCC

Staff employed by child care services are not employees or agents of the Australian Gawernme
Staff must be allowed rates and conditions in accordance with applicable awards and
agreements.

FDC IHC OSHC LDC OcCC BBF

Some Family Day Care (FDC) or In Home Care (IHC) services may be able to access the National
Family Day Care Council's national insurance plan for ediscato

For more information about the insurance plan, vigitnilydaycare.com.au

/e,
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4.4 Fees for before and after school care

FDC IHC OSHC LDC OcCC

If the service provides before and after school care, the service should chargateeieas for
both before and after school care.

45 Goods and Services Tax

FDC IHC OSHC LDC ocC
The Goods and Services Tax (GST) applies to all goods delivered and services performed, except
for those goods and services exempted.

Fees charged for access to CCB appreoidd care services and services provided by registered
care providers are not subject to GST.

Child care services pay GST on some items purchased for their service, but can claim the GST
component back.

For more information about GST, visit the Australiaration Office website at
i ato.gov.au
4.6 Recording attendance

FDC IHC OSHC LDC OCC

All services must maintain records of attendance for each child for whom education and care is
provided. Accurate records of attendance, suclsigain sheets, are required to confirm that a
child for whom child care payments are made actually attended the service or home where the
care was provided, for the hours or sessions of care stated, or was absent from care that would
have otherwise beenrmpvided on that day.

Additionally, services must submit online weekly Attendance Record Reports to the Department
of Education for each child using care. For detailed information about the requirements for
reporting attendance to the Department of EducatjcseeSection 10

Services may also need to maintain separate records of attendance to satisfy insurance, public
liability and workers' compensation obligations, as well as protecting themselves against possible
future legal action by parents.

State and territory government regulations relating to records of attendance may require
additional information, such as the parent's signature or initials, and compulsory daily signatures
by parents or guardiangee 5.4
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FDC IHC OSHC LDC ocC

Occasional Care services must keep accurate records of attendance, including records of
absences, to confirm that a child for whom child care payments are made actually attended the
service for the sessions $¢al, or was absent for a period of care that was booked and paid for.

Complying with applicable state and territory regulations is a condition for the continued
approval of your service for CCB purposes.

See 5.6

FDC IHC OSHC LDC OCC

Signing arrangements

The custodial parent (including guardian or authorised person) should, if possible, record the
arrival and departure times of their child or children attending care. It is best practice for your
service to ensure these entries are sgror initialled by the custodial parent at the time of
arrival and departure on each day of care.

This is important because attendance records are used to determine the hours or sessions of
care for which CCB, CCR and JETCCFA can validly be claimedtaéherderritory legislation
allows staff to sign, it is still a good idea to ask the parent or guardian to cesigteregularly
(weekly is recommended).

This should be done even in situations when staff or educators are required to take children to
and from school and in other circumstances, as agreed with custodial parents (for example, in
Outside School Hours Care situations). This ensures parents share responsibility for the record of
the hours the service reports as child care usage, createspgaaescy for parents and staff, and

can help to keep compliance visits, which involve the inspection of records, as brief as possible.

Services must still ensure that records of attendance, including absences, meet all requirements
of applicable state or witory laws.
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4.7 Who is responsible for ensuring attendance records are
kept?
FDC IHC OSHC LDC ocC

Your service is responsible for maintaining all required records of attendance accurately and
clearly. Failing to do so is a breach of family assistance legislationraag iead to penalties for
your service.

4.8 Absences from care

FDC IHC OSHC LDC OCC

Absences from care fall into two categories that relate to eligibility for the payment af CCB

initial 'absence days' and 'additional absence days'. This section describes how to keep a record
of absences from care, but for detailed information about what qualifies as an absence and how
to report absences to the Department of Educatisaee Section 13

The CCB absence provisions also apply to the paym&€Rfand JETCCFA.

Absence days

Each child is eligible for CCB for the initial 42 days absence from care across all CCB approved
child care services during each financial year. These absences can be taken for any reason and do
not require supporting documeation, but they are only available on a day on which care would
otherwise have been provided if the child was not absent, and the family was charged for that
care.

Public holidays will be counted as absence days for CCB if:

- The child would normally have attended the service or individual care on the day if it wefe
not a public holidaynd
- Fees are charged in respect of the absent child for the day.

CCB is payable for public holidays at the usual rate.

Under no circumstares should you report children as attending your service on a public hollday
if your service is closed. You may report children as absent from education and care if the pbove
conditions apply.

All absence days must be reported on the online weekly AtterdaRecord Report provided to
the Department of Education. It is best practice to separately obtain a parent signature for each
absence.

If an absence due to a public holiday falls at the end of the CCB week, for example, Friday,
Attendance Record Reportsay be submitted in the future, but not later than Sunday of the
current week.

/e
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The rules relating to the initial 42 absence days do not apply to Occasional Care services.
See 13.1

Services, educators or In Home educatorsst give families information on the number of
absences each child has used in the financial-yeaate.

Until 1 January 2009, this information was provided on receipts, which a service was obliged to
provide to all families using care. Since 1 Jan@ang, services have been required to provide
this information on statements. These statements replaced the receipting requirement.

See 54

Families can also view their absence count on their online statement alibhdheir child care
attendance, CCB and CCR amounts paid statements. This is available by visiting the Department
of Human Services aumanservices.gov.au/onlineservices

Additional absencealays

Once the initial 42 absence days have been used, CCB is payable for any additional absences
where:

1 the absence relates to a day on which care would otherwise have been provided if the child
was not absenand

7 the absence is one taken for an additioallsence reasoand

9 your service obtains and keeps the required documentasind

1 you meet the requirements for recording attendance and abseaces
9 child care fees are charged.

See 13.2

To ensure CCB is paidrrectly, services and educators must keep a record of all absences for
each child, including the date and reason for absence. All additional absence days must be
reported on the Attendance Record Report provided online to the Department of Education for
the purpose of calculating fee reductions. It is best practice to separately obtain a parent
signature for each absence.

FDC IHC OSHC LDC occC

CCB is paid if a family books and pays for care provided by a CCB approved occasional care
service and the child does not attend thadre. To ensure CCB is paid correctly in these
circumstances, services must keep a record of all absences for each child. All absence days must
be reported on the online weekly Attendance Record Report provided to the Department of
Education. It is bestrpctice to separately obtain a parent signature for each absence.
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FDC IHC OSHC LDC OCC

All records must be retained by the service for at least 36 months from the end of the calerjdar
year in which the relevant care was provided. Remember, family assistance law reauires
retain these records even if your service closes or is sold.

4.9 Information management

FDC IHC OSHC LDC occC

National Privacy Principles

Child care services are subject to the National Privacy Principles (NPPs) urfelévabg Act

1988in their handling of personahformation. Compliance with these principles is also a

condition of the continued CCB approval of a child care service. A summary of these principles is
set out below. This summary gives a general idea of the obligations of child care services.

For moreinformation about NPPs, visit the Privacy Commissioner's website at

1 privacy.gov.au/law/act

Principle 1- Collection of information
You should:

1 only collect personal information that is necessary for ylouctions or activities

1 use fair and lawful ways to collect personal information

1 collect personal information directly from an individual if it is reasonable and practicable to
do so

E)

at the time of collection of personal information, or as soon as prdofécafterwards, take
reasonable steps to make an individual aware of:
- why you are collecting information about them

- who else you might give it to
- other specified matters

1 take reasonable steps to ensure the individual is aware of this informationieyen have
collected it from someone else.

Principle 2- Use and disclosure

You should make sure to only use or disclose personal information for the primary purpose of
collection, unless one of the exemptions in NPP 2.1 apply (for example, all re¢aeodary
purposes are within the individual's reasonable expectations, you have consent, or there are
specified law enforcement or public health and public safety circumstances).

/e,
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Note that if the information is sensitive the uses or disclosures allovesghare limited.

A secondary purpose within reasonable expectations must be directly related and the direct
marketing provisions of NPP 2.1(c) do not apply.

Principle 3- Data quality

You should take reasonable steps to ensure the personal informatiorctemlleused or disclosed
is accurate, complete and ttp-date. This may require the service to correct information.
Principle 4- Data security

You should:

9 take reasonable steps to protect the personal information the service holds from misuse and
loss, androm unauthorised access, modification or disclosure

9 take reasonable steps to destroy or permanentlyidentify personal information if it is no
longer needed for any purpose for which the service may use or disclose information.

Principle 5 Openness
You should:

1 have a short document that sets out clearly expressed policies about how personal
information is managed and make it available to anyone who asks for it

1 if an individual asks, take reasonable steps to let them know what sort of personal
information the service holds, for what purposes it is held, and how the service collects, uses
and discloses that information.

Principle 6- Access and correction
People have the right of access to their personal information held by a service.

You should, if amidividual asks, give them access to the personal information held about them
unless particular circumstances apply that allow the service to limit the extent to which it gives
access these include emergency situations, specified business imperativesaand |
enforcement or other public interests.

Principle 7- Identifiers

You should only adopt, use or disclose an Australian Government identifier if particular
circumstances apply that would allow the service to do so.

Principle 8 Anonymity

You should, ittiis lawful and practicable to do so, give people the option of interacting
anonymously with you.
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Principle 9- Transborder data flows

You may only transfer personal information overseas if you have checked that you meet the
requirements of NPP 9 as setton the full guidelines.

Principle 10- Sensitive information

You must:

1 not collect sensitive information unless the individual has consented, it is required by law, or
in other special specified circumstances, for example, relating to health servicgsipno
and individual or public health or safety

1 get consent to collect sensitive information unless specified exemptions apply.
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5 Compliance and accountability

This section details the conditions for continued approval for child care
services under th& New Tax System (Family Assistance) (Administration)
Act 199%ndA New Tax System (FanmAlgsistance) Act 199and also
provides some information about responsibilities under funding
agreements. It also describes the operation of some other key legislative
provisions.

5.1 Child Care Benefit approved child care services
5.2 Sanctions, offenceand financial penalties
5.3 Eligibility rules

5.4 Key obligations imposed on CCB approved child
care services under the family assistance law

5.5 Cooperation with authorised officers under the Act
5.6 Compliance with all child care related applicable law
5.7 Allocation of child care places not to be exceeded

5.8 Some other things services should know about the family
assistance law and associated rules

5.9 Compliance monitoring
5.10 How to find out more

5.11 Responsibilities under funding agreements
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5.1 Child Care Benefit approved child care services

FDC IHC OSHC LDC OCC

A CCB approved child care service is a service that is approved under section 195 NEtlhie
Tax System (Family Assistance) (Administration) Act (19@9Act").

Continued approval of a C@Bproved child care service is subject to a range of conditions
including:

1 compliance with any 'eligibility rules' determined under the Act. The eligibility rules are set
out in the Child Care Benefit (Eligibility of Child Care Services for Approvalraimili&a
Approval) Determination 2000

See 5.3

1 a CCB approved child care service must not contravene an obligation imposed on it under
the family assistance law
See 5.4

9 cooperation with a person exercising compliance monitoring powers (the powers of a person
authorised under the Act to enter child care service premises and inspect records)
See 5.5

1 compliance with all applicable regements relating to child care imposed by laws of the
Australian Government, and of the state or territory in which the service is located
See 5.6

1 if child care places are allocated to a service under the Actjttidaes not provide child care
in excess of the number of allocated places.
See 5.7

1 Additional conditions for continued CCB approval may also be imposed on child care services
under the Act.

5.2 Sanctions, offences ahfinancial penalties

CCB approved child care services are subject to possible sanctions if they do not comply with any
condition for continued CCB approval. Sanctions include suspension and cancellation of CCB
approval. In the case of certain obligationsn-compliance is also a criminal offence and carries
significant financial penalties. These are identified throughout this section, with maximum
penalties shown.

The Australian Government recently expanded the civil penalties and infringement notice
schameintroduced in 2007, which initially only applied to Child Care Access Hotline reporting.
An infringement notice is a monetary penalty that can be issued to a service for failure to comply
with an obligation under family assistance law. Civil penaltiesreonetary penalties

determined in the courts that do not involve a criminal liability. The Minister may seek a civil
penalty order directly, or alternatively an infringement notice may be issued by the Department

/e
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of Education to a nogompliant servicelf a service receives an infringement notice and pays the
amount set out in the notice, a civil penalty can be avoided.

Civil penalties and infringements now apply to a range of obligations that also carry a criminal
offence. Infringement notices can besised where a service provider contravenes an obligation.
Penalties range from $170 to $6800 for an individual and $340 to $13 600 for a body corporate.
If the fine is not paid within 28 days, action may be taken through the civil courts.

More serious contiventions may be taken directly to the civil courts. The maximum penalty per
contravention is $34,000 for an individual and $68,000 for a body corporate. The courts
determine the size of the penalty based on all relevant matters.

Under the family assistardaw the Department of Education may also write directly to families
who are using a CCB approved child care service that has not complied, or is not complying with
a condition for its continued CCB approval, about the-nompliance and to inform them alfie

effect on their Child Care Benefit (CCB) and Child Care Rebate (CCR) entitlement if the CCB
approval is suspended or cancelled.

In addition to the above actionthe Department of Education now has the discretion to

publicise informationrelating to the sanctioning or suspension of a service for-nompliance

with the conditions for continued CCB approval. Details of the sanction or suspension, and the
service they apply to, may be published, for example, on the Department of Education websites.

5.3 Higibility rules

The eligibility rules impose a range of requireme®< CB approved service that does not
comply with one or more of the eligibility rules may be sanctioned. Where other penalties also
apply, this is noted in the relevant description.

Sutability

The operator of a CCB approved service and the operator's key personnel must remain suitable
persons to operate a child care service.

In the case of an operator who is a body corporate, key personnel are the people who are
responsible for the exetive decisions of the operator or any other person who is concerned
with, or takes part in, the management of the service.

At a minimum, matters that are relevant to the suitability of a body corporate operator and its
key personnel include:

9 ability to meet and provide the appropriate quality of child care

1 record of financial management

9 conduct as providers of child care

1 compliance with responsibilities as providers of child care and obligations arising from the
receipt of payments from théustralian Government
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1 maintaining confidentiality of personal information, including information in their possession
as former operators of a CCB approved child care service

1 any relevant criminal charges pending

1 any relevant convictions or findings of gdidr an offence.

The staff of a service (and in the case of Family Day Care (FDC) and In Home Care (IHC), the

educators engaged by the service) must remain suitable people to provide child care and early

learning, and services must continue to take reasdua steps to ensure that this is the case.

When a service employs a new member of staff, or a FDC or IHC service engages a new educator,
the service must undertake checks on that person for any relevant criminal charges or
convictions or findings of guidtgainst the person for an offence.

If the operator of a service becomes aware of anything that affects the suitability of a member of
staff or an educator to provide child care, the operator must give the Department of Education
written notice within seva days, setting out the action taken, or that will be taken, to deal with

the issue.

See quick contacts

It is also important to ensure that every subcontractor, including every educator engaged by an
FDC and IHC servigdtains and maintains insurance as specified in the Terms and Conditions of
the funding agreement.

Provision of care

FDC IHC OSHC pmirle: OCC BBF

A CCB approved Long Day Care (LDC) service must continue to ensure that:
1 most of the children provided with child care and early learnitignot have started school,
and are children that attend at least one day a week

E ]

it operates on all normal working days in at least 48 weeks of the year

1 it remains available to provide child care and early learning for any child for at least eight
continuous hours on each normal working day on which it operates

1 when a child attends a session of child care and early learning, the service does not prevent

the child from attending any part of that session.

FDC IHC OSHC LDC OCC

A CCB approved Family Day Care (FDC) serviteantisue to ensure that:

1 most of the children provided with education and care attend the service at least one day a
week

9 it operates on all normal working days in at least 48 weeks of the year

9 it remains available to provide education and care for dnijddor at least eight continuous
hours on each normal working day on which it operates

1 when a child attends a session of education and care, the service does not prevent the child
from attending any part of that session.

/e
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These responsibilities fall the CCB approved child care service, not to educators; services must
therefore enter into arrangements with educators that ensure compliance with these
responsibilities or they may be sanctioned.

FDC OSHC LDC OCC

A CCB approved In Home Care (IHC) service must cotdieusure that:

9 it provides child care places only to children who cannot be cared for by other child care
services, and who cannot otherwise be suitably cared for in the following circumstances:
- achild who has, or who lives with another child who faasiliness or disability

- achild whose guardian (or guardian's partner) has an illness or disability that affects
their ability to care for the child

- achild who lives in a rural or remote area

- the work hours of a child's guardian (or guardian'sipar) are hours when no other CCB
approved child care service is available

- achild whose guardian (or guardian's partner) is caring for three or more children who
have not yet started school

9 it operates on all normal working days in at least 48 weekbkejear

1 it remains available to provide education and care for any child for at least eight continuous
hours on each normal working day on which it operates

1 when a child attends a session of education and care, the service does not prevent the child
from attending any part of that session.

FDC IHC OSHC LDC OCC

A CCB approved Occasional Child Care (OCC) service must ensure that:

1 most of the children provided with education and care will not have started school
1 it operates for a maximum of nine hours on each normal workliag

FDC IHC OSHC LDC OcCC

A CCB approved Outside School Hours Care (OSHC) service must ensure that:

1 most of the children provided with education and care are attending school

9 if it provides before or after school care, it operates on each school day

9 if it provides Vacation&®e, it remains available to provide care for any child for at least eight
continuous hours on each normal working day in at least seven weeks of school holidays in
the year.
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Priority of access

FDC IHC OSHC LDC OCC

CCB approved child care services other than OCC servicesmauee that they continue to
provide child care places according to the Priority of Access Guidelines.

For detailed information about the Priority of Access Guidelines

See 6.3
Insurance

FDC IHC OSHC LDC occC

CCB approved child care sepg8 must continue to have workers' compensation, public liability
and other appropriate insurance, and must provide a copy of any such policy and a certificate of
currency when asked.

If a service does not have appropriate insurance in place, its CCBrappray be suspended or
cancelled.

Continuity of operator

A CCB approved child care service must continue to be operated by the person who applied for
its CCB approval. If it ceases to be operated by that person, the Act requires that its CCB approval
be cancelled.

For the purposes of the Act, the service is treated as a new service and the new operator must
make a new application for its CCB approval.

Notifiable events

A notifiable event is a change in the circumstances of a CCB approved service @ea serv
operator, of which the operator is legally required to notify the Department of Education.
Notifiable events include some specific types of change as described below, but an operator
must also notify the Department of Education when there is a substachange to any
information that was provided to the Department of Education when the operator originally
applied for CCB approval.

A service operator must give the Department of Education written notice of at 38adays
before:

1 entering into a contrat for the sale of the child care service premises

i terminating the lease of the premises or

1 changing the address of the service.

A service operator must give the Department of Education written notice of at4@adays
before:
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1 ceasing to operate theervice, including closing, selling or transferring ownership of a
service

(a criminal offence also applies under the Agienalty of $6,800 for an individual and $13,600

for a body corporate).

A service operator must give the Department of Education writietification within7 daysof:

1 becoming aware of something that affects the suitability of a member of the service's staff

(or an educator if the service is an FDC service or an IHC service) to provide child care.
All other changes to information contad in the application form must be notified to the
Department of Education in writing withitd daysof the event.

Information regarding child care services

The Department of Education may require CCB approved services to give information for a
survey of bild care services, or information about the operation of child care services.

Information requested may include, for example:

1 since 1 November 2012 in the case of educators employed or engaged by an FDC service,
personal details of each educator and thddaess and telephone number of the premises
where the educator provides the care must be provided and updated when it changes

1 inthe case of all CCB approved child care services, the number of child care places provided,
or likely to be available, in a sgiied period.

Any requested information must be accurate and given when, and in the manner, required.

All child care services are required to report child care attendance (excluding OSHC services) and
child care vacancy information as part of this coiditi

See 6.10

In addition to sanctions, this attendance and availability reporting requirement is also subjefct to
an infringement notice scheme involving financial penalties. A service that does not report pn

time mayreceive an infringement notice, and has the option of paying the lesser penalty sef out
in the notice or having the liability determined in court.

Personal information

A CCB approved service must not disclose personal information about a member ahépy fa
that uses the service, other than to the Department of Education or the Department of Human
Services (DHS), unless the disclosure is legally required.

Personal information must be securely stored and people's personal details not be discussed
other than for the purpose of conducting the service. All child care services must comply with
the National Privacy Principles under tRavacy Act 1988 handling personal information.

See 4.9
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Information that mayidentify a child as being at risk of serious abuse or neglect must not be
disclosed to any member of a family.

Quality and continuous improvement

FDC OSHC LDC OCC BBF

Approved LDC, FDC and OSHC services that fall within the scope of the National Quality
Framework must meeheir obligations under the National Quality Framework. This includes
participation in the assessment and rating process against the National Quality Standard, and
compliance with the National Law and National Regulations.

See Section 7

Family Day Care services and In Home care servitesHiome Care
agreements

FDC IHC OSHC LDC ocCC

An IHC or an FDC service that operates In Home Care must enter into a written agreement with
the in home educator and the family of the child receiving theec@ihe agreement must set out
the terms and conditions of the care and must include:

T details of the care to be provided, any particular requirements of children with disabilities,
and arrangements for emergencies

the names of the children provided withreaand the period for which it is being provided
arrangements for insurance

confirmation that the educator is not required to carry out duties other than child care
details of any training and support to be provided to the educator

any safety requirement® be met by the premises where the care is provided

details of the fees to be charged for the care

details of alternative arrangements if the usual educator is unavailable.

= =4 4 -4 -—Aa -—a A

24-hour care

FDC IHC OSHC LDC OCC

A service can provide 24 hours continuous care provided it is ghinfiar work related care or

for short term emergencies, under exceptional circumstances. Services must approve all 24 hour
periods of care prior to the care occurrin§ervices must also keep supporting evidence for the
care period and complete a 24 hocare certificate. Services cannot allow a family to claim more
than 14 periods of 24 hour care in a financial year irrespective of the services they use.

For circumstances in which a period oftfdur care can be approveske 6.4
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Standard Hours for Family Day Care and In Home Care

FDC IHC OSHC LDC OocCcC

FDC and IHC services must identify their standard hours in their publications and in information
given to people using the service. Unless other specified times are approved by the Deypartme
of Education the standard hours must be:

1 hours that are between @m and 6.30 pm

9 10 continuous hours each day, from Monday to Friday

1 hours during which the service normally provides care for the greatest number of children.
(‘Nonstandard' hours are arnlyours that are not standard hours as described above).-Non
standard hours care can also include overnight care.

5.4 Key obligations imposed on CCB approved child
care services under the family assistance law

FDC IHC OSHC LDC OCC

A CCB approved service may be sanctionedfimaacial penalty imposed if it contravenes any
obligation imposed on it under the family assistance law as amended from time to time.

Obligation to notify enrolments for all children in care

If a CCB approved child care service has an agreement wéfsan to provide care to a child,
the service must submit an enrolment record to the Department of Education for that child.

If there are two or more parents or guardians with whom the service has an arrangement to
provide care for the same child, the s&e must submit an enrolment for each of those
individuals.

If a service makes itself eligible for CCB fee reductions, in the case where no parent or guardian is
eligible and the service considers the child to be at risk of serious abuse or neglectommeer
must also be created.

Enrolments must be provided in the way specified in this handbook and within the timeframes
specified in this handbook.

See Section 9

Apart from being subject to sanctions, a sentitat does not comply with this obligation is alsc
committing a criminal offence (penalty of $10,200 for an individual and $20,400 for a body
corporate).

Infringements and civil penalties may also be imposed.

Se 5.2
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Obligation to update enrolment information

If a CCB approved child care service submits an enrolment, and after its submission, additional
information (such as parent and child Customer Reference Numbers (CRNs)) becomes available,
the service must pdate the enrolment with the additional information within seven days of it

being provided.

See 94

Apart from being subject to sanctions, a service that does not comply with this obligation is|also
committing acriminal offence (penalty of $10,200 for an individual and $20,400 for a body
corporate).

Infringements and civil penalties may also be imposed.

See 5.2

Obligation to charge no more than the usual fee

In certai circumstances the Australian Government pays all or nearly all of the full fee charged
by a CCB approved child care service. This includes circumstances when there is eligibility for
Special Child Care Benefit (SCCB), the Grandparent Child Care Bedéfiths, Education and
Training Child Care Fee Assistance.

In each of these circumstances a child care service must ensure that it does not set fees that
exceed the amount of the fees it would set for the same child in the same session if there were
no duch eligibility.

Apart from being subject to sanctions, a service that does not comply with this obligation is|also
committing a criminal offence (penalty of $10,200 for an individual and $20,400 for a body
corporate).

Infringements and civil penaltiesay also be imposed.

Obligation to provide details of the authorised persons

A CCB approved child care service must have at least two authorised persons who accept
responsibility for the accuracy of data submitted to CCMS for processing. Other sta# alile

to enter the enrolment, attendance and vacancy details but the authorised person must provide
their details when data is transmitted to CCMS.

Apart from being subject to sanctions, a service that does not comply with this obligation is|also
committing a criminal offence (penalty of $10,200 for an individual and $20,400 for a body
corporate).

Infringements and civil penalties may also be imposed.

See 5.2
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Obligation to reduce fees accordingly when fee redions are calculated

Following the natification of a fee reduction amount to a CCB approved child care service, the
service must pass the amount of the fee reduction to the family as reduced fees. This must occur
within 14 days of the notification of themount.

Apart from being subject to sanctions, a service that does not comply with this obligation is|also
committing a criminal offence (penalty of $10,200 for an individual and $20,400 for a body
corporate).

Infringements and civil penalties may alsimposed.

See 5.2

Obligation to charge fees accordingly when Special Child Care Benefit is
payable

When a CCB approved service becomes eligible for CCB by fee reduction for a child at risk
(because no one idigible for CCB as reduced fees), and they have been notified of their
eligibility and the fee reduction amount for which they are eligible, the service must reduce the
fees accordingly and charge only these reduced fees.

Apart from being subject to sanons, a service that does not comply with this obligation is also
committing a criminal offence (penalty of $10,200 for an individual and $20,400 for a body
corporate).

Infringements and civil penalties may also be imposed.

See 5.2

Obligation to remit fee reduction amounts that cannot be passed on

If a CCB approved child care service is required to pass an amount of fee reduction to the family
as reduced fees, but it is natasonably practicable for the service to do this within 14 days of

the notification of the amount, the service must remit the amount that could not be passed onto
the Department of Education. This includes instances where a service has reported sd$sions a
a child has ceased care and is asked by the Department of Education to amend the attendance
records reported to CCMS after reconciliation has occurred for the family.

In these situations services must completNatification of fee reductions that caot be passed
to a family(the Department of Education 6808) form and submit it to the Department of
Education.

See 11.9
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Apart from being subject to sanctions, a service that does not comply with this obligatitso is
committing a criminal offence (penalty of $10,200 for an individual and $20,400 for a body
corporate).

Infringements and civil penalties may also be imposed.

See 5.2

Obligation if a service is notified thats CCB approval is suspended or
cancelled

A CCB approved child care service that receives notice of suspension or cancellation of its CCB
approval must cease to pass on CCB and CCR fee reductions for care movadadter the day
the notice is recered.

A service that receives notice that suspension of its CCB approval is lifted must start reducing
fees again for care it providésom the day after the notice is received

Apart from being subject to sanctions, a service that does not complytiigtfobligation is also
committing a criminal offence (penalty of $10,200 for an individual and $20,400 for a body
corporate).

Infringements and civil penalties may also be imposed.

See 5.2

Obligation to providestatements

CCB approved child care services must issue statements for all children in respect of whom fee
reductions are provided. The purpose of the statements is to provide families with a complete
record of the CCB and/or CCR fee reductions that heea brovided by the service.

Statements must be issued on the same date and cycle for all children attending the service,
which means newly enrolled children will have the same start date for statements as those
children already attending the service. Timaing for the issue of statements can be tailored to

fit in with service's business and accounting practices, as long as the service issues statements to
families at least every three months.

Children identified at risk do not require a statement.

Statemants need to contain at least the following information:

1
1
1
1
1
1

Name of service

CCB Approval Id

ABN if applicable

The name of the person to whom the statement is issued

The name/s of child/children in respect of whom the session of care was provided
Enrolment Idof the child/children
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1 Absence Count
Additional Absence Count
Weekly total of the number of hours in the session of care for which the fees were reduced

= =4 A

The name of the operator, whether an individual or a body corporate, must be clearly
printed on each sttement

I The date the statement is issued.

More detailed information on the obligation to provide statements can be found at:
education.gov.au/informatiorexistingchild-careservices.

Apart from being subject to sanctions, a service that contravenes this obligation is also
committing a criminal offence (penalty of $10,200 for an individual and $20,400 for a body
corporate).

Infringements and civil penalties may also be implose

See 5.2

Obligation to keep records CCB approved child care services
All CCB approved child care services must keep the following kinds of records:

1 the service approval certificate issued by the statéeoritory where the service operates

1 online weekly Attendance Record Reports for every child provided with care given under
section 219N of the Act

See Section 10

9 records of any instances in which the sendeetified something under the family assistance
law (for example, for eligible hours or a CCB rate for a child at risk or an individual in
hardship, or for the need for a period of 2#ur care, the record must include the reasons
for doing so)

9 copies of eceipts (issued for periods before the service transitioned to CCMS or 1 January
2009, whichever is later)

1 enrolment records

1 any statements or other documents for the purposes of documenting an additional absence

See 13.6

1 copies of forms completed by parents nominating CCB eligible hours
See 11.3

9 insurance policies and any other documentation relating to insurance
1 accounting records, including cash books and journals

9 copies of any In Home Care agreements

and

In the case oFDC only

9 current records of the full name, residential address and contact number of each educator
employed or engaged by the service

7
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1 if care is provided at a place other than the educator's rasiee the address and telephone
number of those other premises.

Records must be kept for 36 months from the end of the calendar year in which the care or

event recorded occurred.

Apart from being subject to sanctions, a service that contravenes thigiggations is also
committing a criminal offence (penalty of $10,200 for an individual and $20,400 for a body
corporate).

Infringements and civil penalties may also be imposed.
Seeb.2
Services must also takete of their record keeping responsibilities under the conditions of any

funding agreement.

Obligation to keep records former CCB approved child care service

A person who operates a CCB approved child care service that ceases to be CCB approved must
keepcomplete records for the complete period of operation, for a minimum period of 36
months after operation ceases.

This includes a service that is sold to another operator as an ongoing business, as the law
requires the CCB approval of a service to be d&tten these circumstances, and a new

application for CCB approval made by the new operator. The seller must therefore retain r¢cords
relating to their period of operation.

If a service is placed into administration or goes into liquidation, the formeratpr needs to
ensure that either they or the appointed receivers have access to the records relating to their
period of operation.

Within 14 days after the service ceases to be CCB approved, the person must notify the
Department of Education in writingf the premises at which the records are kept.

If the location changes during the period for which the records must be kept, the person must,
within 14 days of the change, notify the Department of Education in writing of the new location.

See quick contacts

A person who contravenes any of these obligations is committing a criminal offence (penalfy of
$10,200 for an individual and $20,400 for a body corporate).

Infringements and civil penalties may alsoiln@osed.

See 5.2
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Obligation to provide notice of cessation of operations

When an operator of a CCB approved child care service decides to close, sell or transfer
ownership of a service they are required to ngtife Department of Education 42 days or more
before ceasing to operate that service.

Where the service is closing this will allow families time to find alternative care, and where the
service is being sold or transferred, it will allow the new operatoetto apply for CCB approval.

In some circumstances it may not be possible for an operator to give the full 42 days notice
(bankruptcy or state licensing issues, for example). In these circumstances, a service may not be
penalised as long as they immedilgteotify the Department of Education as soon as they decide
to close.

See quick contacts

More information on the obligation to notify cessation of operations can be found:
education.gov.au/informatiorexistingchild-careservices

Apart from being subject to sanctions, a service that contravenes these obligations is also
committing a criminal offence (penalty of $10,200 for an individual and $20,400 for a body
corporate).

Infringements and civil penalties may also be imposed.
See 5.2

Services must also take note of their obligation to notify intention to stop operating under the
conditions of any funding agreement.

Obligation to give reports Attendance RecordReports

For each week in which session of care is provided to a child for whom an enrolment has been
provided by a CCB approved child care service under s219A or s219AA of the Act, the service
must provide an online weekly Attendance Record Report to the Department of Education. The
Attendance Record Report must contain accurate information that is relevant to calculating the
Child Care Benefit amounts a family is entitled to. The Reports must provide the details and be
submitted in the manner as outlined in this handbook.

See Section 10
These details include, but are not limited to:

total hours charged

fee for all charged hours

absences reported

reported multiple child count

session details including type, date and start and end time

= =4 4 4 -—a -

reported periods of 24 hour care
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1 Carer Id, where applicable

1 Enrolment Id to which the attendance relates.

The Attendance Record Report must be submitted by the end of the second week immediately
following the week in which the care was provided.

If a famiy presents a JETCCFA eligibility letter to a service, the service is required to go back and
update the relevant Attendance Record Reports.

Apart from being subject to sanctions, a service that contravenes these obligations is also
committing a criminal fience (penalty of $10,200 for an individual and $20,400 for a body
corporate).

Infringements and civil penalties may also be imposed.
Seeb.?2
Services must also take note of their reporting responsibilitiderhe conditions of any funding

agreement.

Obligation to provide further information about enrolled children

From time to time, the Department of Education may request CCB approved child care services
to provide additional information on an Attendan&=cord Report. When asked to do so
services must comply with the request.

For example, a service may be requested for a particular period of time to provide details of in
and out times and attended hours on each Attendance Record Report submitted.

Apartfrom being subject to sanctions, a service that contravenes these obligations is also
committing a criminal offence (penalty of $10,200 for an individual and $20,400 for a body
corporate).

Infringements and civil penalties may also be imposed.

See 5.2

Change of location

If your CCB approved service has an allocation of child care places under the Act, the location of
the service must not be changed without CCB approval from the Department of Education.

5.5 Cooperation with authorised officers under the Act

Entry and inspection of records and monitoring of compliance

Officers appointed under section 219H of the Act may enter the premises of a CCB approved
child care service at any time during the sengd®urs of operation. Authorised officers will
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only enter if the occupier of the premises, or another person who apparently represents the
occupier, gives consent and the officers have shown the occupier their identity cards. The
occupier may withdraw comsit at any time. Entry is for the purposes of inspecting records
required to be kept by the service under the Act and to monitor the service's compliance with
the conditions for the continued CCB approval of the service.

However, CCB approved child carevgees have a responsibility under subsection 196(2A) of the
Act to cooperate with a person exercising the powers of an authorised officer. A service that
refuses consent to the entry of an authorised officer, or withdraws consent, is not complying
with that responsibility.

This can result in a sanction being imposed on the service under section 200 of the Act. Sanctions
can include suspension or cancellation of a service's approval for CCB purposes.

Services must also be aware of their responsibilitiegufuchding agreements to allow access to
records by officers monitoring compliance with funding conditions. These responsibilities are
independent of the conditions for child care service approval under the Act, and officers
inspecting the relevant record® so under the terms of the funding agreement and are not
exercising powers under the Act.

Occupier to provide authorised officers with access to records and
assistance

The occupier of the premises, or another person who apparently represents the ogaupist
produce to an authorised officer or any other person assisting the officer, the records required
to be kept by the CCB approved child care service.

A former operator who does not produce the records is guilty of an offence (penalty of $10/200
for an individual and $20,400 for a body corporate).

Infringements and civil penalties may also be imposed.
Seeb.?2

All reasonable facilities and assistance must be given to the authorised officer fexehdse of
their power to inspect the records and monitor the CCB approved child care service's compliance
with the conditions for continued CCB approval.

Apart from being subject to sanctions, a service that contravenes this obligation is also
committing a criminal offence (penalty of $10,200 for an individual and $20,400 for a body
corporate).

Infringements and civil penalties may also be imposed.

See 5.2
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Entry and inspection of recordspremises of former oprator

Authorised officers may also enter the premises of a former operator, with consent, to inspect
records. Former operators have the same responsibilities as CCB approved child care services to
keep and to produce records.

A former operator who doesot produce the records is guilty of an offence (penalty of $10,200
for an individual and $20,400 for a body corporate).

Infringements and civil penalties may also be imposed.

See 5.2

A former operator who doesot produce reasonable facilities and assistance for the inspectipn
of records is guilty of an offence (penalty of $1700 for an individual and $3,400 for a body
corporate).

Infringements and civil penalties may also be imposed.

See 5.2

5.6 Compliance with all child care related applicable laws

It is a condition for the continued CCB approval of a child care service that it complies with all
child carerelated laws of the AustraliaBovernment, and of the state or territory in which it is
located.

A service that does not comply with applicable laws may be sanctioned.

Services should take steps to identify all applicable laws that relate to them and ensure that all
necessary members tieir personnel, including educators, are aware of the requirements they
impose.

5.7 Allocation of child care places not to be exceeded

If a CCB approved child care service is subject to an allocation of places under the Act, it must
not provide child cax in excess of the number of places allocated to it.

A service that does not meet this condition may be sanctioned.

5.8 Some other things services should know about the family
assistance law and associated rules

There are many stipulations in the familgssstance law. If CCB approved child care services are
unsure about their obligations under the law, they should contact their Department of Education
state or territory office.

See quick contacts
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Operation of absences

FDC IHC OSHC LDC OCC

Some CCB approved child care services continue to charge fees for sessions on days after a child
has left the service because the family did not give the agreed period of notice. This is a business
decision for the individual service. However, it is notlggpossible for an absence to occur on

such a day. This is because an absence for CCB purposes can only be attributed to a day on which
care would otherwise have been provided.

A day after a child has left a service, regardless of the individual serpicgedures for families

giving notice, cannot be a day on which care would have been provided. The Act therefore does
not permit CCB to be paid for these days and services can neither record nor report these days as
absences.

The only exception is whetbe child was still expected to attend the service even though notice
has been given, and the day is able to be claimed as an additional absence by the family.

See Section 13

These rules also apply to payment of CCRHHTCCFA.

Extended absences

When a child is absent from care for an extended period of time (i.e. more than six weeks), it is a
business decision for each CCB approved child care service on how this is reported (if at all).
However services are advisedttthey should not use CCB and CCR payments as a way to
subsidise holding fees, exit penalties, other administrative charges or unpaid accounts.

In instances where a family asks a service to hold a place while they are on an extended holiday
orhaveaworkJ I OSYSyd Ay Fy20KSNJ OAlGer &aSNWAOSa akKzdz F
new enrolment when the child returns to care. How a family is charged for the interim period is

SIOK aSNIBAOSQa o0dzaiAySaa RSOA&AAZ2Y D

See 9.4

Notification of matters affecting eligibility

FDC IHC OSHC LDC OCC

A CCB approved service must notify the Department of Education in writing as soon as
practicable if the service becomes aware of:

1 any reason why it should not have been CCB approved or
9 anything thatoccurred after its CCB approval that has resulted incampliance with a
condition for its continued CCB approval.
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Failure to give notice as required is a criminal offence (penalty of $2550 for an individual and
$5100 for a body corporate).

Infringements and civil penalties may also be imposed.

See 5.2
Sessions of care

FDC IHC OSHC LDC ocC

For the purposes of the Act, a session of care is the minimum period for which a CCB approved
child care service charges a fee fwoviding care in any particular case. A service may determine
this to be an hour (as is the case with many FDC services) or longer. However, a session must not
exceed the maximum session length allowed for each service type.

Approved operating hours areegendent upon state or territory government legislation and
regulations, however each service decides how to structure its sessions and fees according to
what is best for its business requirements.

Set your fee schedule based on your charge for each seg$3w example, a 12 hour session for

a full day, or a 10 hour session plus a 2 hour session, if that suits your billing practices more
effectively. You may align your sessions with your fee schedule to suit your purposes, as long as
no session is longehan the maximum session length allowed for your service type and you are
within your licensing requirements.

If you are approved to operate longer than the maximum session length allowed for your service
type, you will need to set up more than one sesdimover the period. For example, if a Long

Day Care service is approved to operate for 15 hours, you can report this as two sessions of care
divided to reflect your usual fee schedule, but neither one exceeding the 12 hour limit.

If you are reporting @ession of care, your service must be available to provide care for that
whole session, should a family need it. For CCB purposes, you cannot report a session of ¢care and
then require a child to leave the service before that session is finished.

If your ®rvice closes at a particular time, and the parent arrives late to collect their child, you
should record the actual time the child was collected from care, however this is not reported as
an additional session. Your service may choose to charge a lated@ever this must not be
recorded against a session of care for CCB purposes.

FDC IHC OSHC LDC OcCC

For Family Day Care and In Home Care servicesstaadard hours' may be reported until the
time the Scheme's standard hours begin, or after the Scheme's standard hournd@ndver

one session cannot include both netandard and standard hours, and the sessions should be
set up accordingly.
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Maximum sessions of care by service type

Service type Session type Maximum Session Hour
Long Day Care Standard 12
Family Day Care Standard 10
Family Day Care Non Standard 12
In Home Care Standard 10
In Home Care Non Standard 12
Before School Care Standard 2
Before School Care Pupil Free Day 12
Before School Care Additional Hours 10
After School Care Standard 3.5
After SchoolCare Pupil Free Day 12
After School Care Additional Hours 8.5
Vacation Care Standard 12
Occasional Care Standard 9

Sessions of camoutside school hours

FDC IHC OSHC LDC OCC

Sessions of before or after school care can be provided by Long Day Care, Family Day Care and In
Home Care as well as Outside School Hours Care services where they provide care for a child
attending school.

Care Provided Before or After School

CCB/CCR can be paid for up to two hours for Before School Care, or up to three and a half hours
for After Sclool Care, irrespective of the child's actual attendance time. This is called a standard
session of care.

For children attending Before School Care outside the two hour period immediately before
school, or After School Care outside the three and a half petiod immediately after school,

the CCB paid for the extra time should match the actual attendance time to the nearest half

hour. This is called an additional session of care. Calculate the hours for the additional session of
care by adding together thiealf hour blocks of time for which the child was present.

An additional session of care may be immediately before or after the standard session of care.
For example where a child leaves school early to go to the after school care service there may be
a haf hour additional session before the standard session begins at the end of school.

Subiject to the conditions of your CCB approval, you may decide to offer sessions that are shorter
or longer than the standard hours period, to suit the needs of your busiriesdo this you can

set a fee schedule to suit the needs of your business and should advise parents accordingly. For
CCB/CCR purposes however, you need to report standard and additional sessions that comply
with these instructions.

/e,
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Reporting sessions afaret outside school hours

FDC IHC OSHC LDC OCC

Care Provided Before School

When a school child is in care for more than the two hours which are immediately before school
commences, report the care to CCMS as two sessions. Report the standard session of two hours
and add thehalf hour blocks together and report them to CCMS as a single "additional hours"
session. If the child is in care for a short period of time after school starts, this will be another
‘additional hours' session.

Care Provided After School

When a school chilis in care for more than the three and a half hours which are immediately
after the end of school, report the care to CCMS as two sessions. Report the standard session of
three and a half hours, and add the half hour blocks together and report themMSGES a

single "additional hours" session. If the child is in care for a short period of time before school
ends, this will be another 'additional hours' session.

FDC IHC OSHC LDC OocC

Care Provided Before School

When a school child is in care for more than the two hours lwvhie immediately before school
commences, report the care to CCMS as two sessions. Report the standard session of two hours
and add the half hour blocks together and report them to CCMS as a single additional session. If
the child is in care for a shoregod of time after school starts, this will be another additional
session.

Care Provided After School

When a school child is in care for more than the three and a half hours which are immediately
after the end of school, report the care to CCMS as twsieas. Report the standard session of
three and a half hours, and add the half hour blocks together and report to CCMS as a single
additional session. If the child is in care for a short period of time before school ends, this will be
another additional sssion.

FDC IHC OSHC LDC ocCC

Where the Scheme's standard hours start during the standard session for before school care, or
end during the standard session for after school care, then two standard sessions will need to be
reported - one with 'standard hours', and one with ‘netandard hours'.
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5.9 Compliance monitoring

In the 200506 Budget, the Australian Government announced a strengthened compliance
framework for child care, with increased monitoring and a tougher stance orcaopliance.
This involves closer monitoring of compliance with rules under both the fassigtance law
and funding agreements.

¢KS LJzN1J2asS 2F | O2YLX AlIyOS NBGASE Aa G2 |
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to a range of paymeds including Child Care Benefit (CCB), Child Care Rebate (CCR) and Jobs,
Education and Child Care Fee Assistance (JETCCFA). Family assistance law sets out how approved
child care services are to administer these payments, and includes requirements for thei

continued approval. The family assistance law consists of two key acts:

Q¢
> Qx
(0p))
Qax
- ax

QX
QX
[estN

T A New Tax System (Family Assistance) Act H@D,

1 A New Tax System (Family Assistance) (Administration) Act 1999.

There are also a range of disallowable instruments that sit utiteprimary legislation listed
above which include:

9 Child Care Benefit (Eligibility of Child Care Services for Approval and Continued Approval)
2000

T A New Tax System (Family Assistance) (Administration) (Child Care Bdretiord
Keeping) Amendment Rasl 2008

1 A New Tax System (Family Assistance) (Administration) (Child Care Bestatiements)
Rules 2009

9 Child Care Benefit (Session of Care) Determination 2000.

See Important Notice and Disclaimer

Under these Ats, CCB approved child care services and the operators of such services are
required to fulfil a wide range of obligations. While the legislation is complex, obligations
generally fall within three main categories:

1 Reporting

1 Record Keeping

1 Operating.

AllCCB approved services are required, and expected to have an understanding of the family
assistance legislation, and what this means to the operation of a child care service.

Services should also be aware that the Department of Education may share intorregiorted
by services to the CCMS with other Government agencies for income support and tax reporting
purposes.

7




Section 5: Compliance and accountability Chid Care Service Handbook 2a18
What to expect from a compliance review

When a CCB approved child care service is selected for a compliance review, officers from the
Departrrent of Education will visit the service and request permission to review a sample of
records.

Note: Under family assistance law, it is a condition efoimg CCB approval that a service
produces records to an authorised officer. Failure to do so malf reslie service being issued
with a sanction and/or a financial penalty.

Compliance officers will inspect a range of records including attendance records, enrolment
forms, Special Child Care Benefit documentation and Certificates of Currency for bbth Pub
Liability and Workers Compensation Insurance.

Compliance officers will compare data services submit to CCMS against attendance and
enrolment records. Officers will also look to see if a service is complying with its conditions of
continued CCB approla his includes reviewing whether a service:

T is operating for the minimum number of hours/days/weeks per year

1 has notified the Department of Education within the required time frames for particular
events, for example changing the address or ceasing ¢oat@

1 is abiding by the Priority of Access Guidelines

1 has In Home Care agreements in place with every educator (In Home Care educators only).

Once officers have completed the review, they will discuss their findings with the service. In

some cases, servisavill be asked to provide an explanation for some of the data that has been

submitted.

After the review, services should expect to receive a letter from the Department of Education
within around 28 days. This letter provides services with further infoimnategarding any

breaches of family assistance law, and advise if there are issues to be rectified. In some cases,
compliance officers may contact services by telephone to discuss the issues in further detail.

Services may also be required to provide Bepartment of Education with additional
documentation. If this occurs, services are expected to provide copies of all the documents
requested by the due date.

Services should also be aware that, in some cases, compliance officers may contact parents and
discuss their care arrangements, including:

1 when their child(ren) started and finished attending the service

1 whether or not their child(ren) attended on particular days and/or the hours the child(ren)
were in care

1 whether or not CCB fee reductions have bgmssed onto them

1 whether or not they are aware that Special GCEBemporary Financial Hardshjps being
claimed on their behalf.

If a service does not remedy the issues identified by compliance officers by the due date, the

Department of Education magke action to ensure the service becomes compliant with family
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assistance legislation. This action may include cancelling, suspending or imposing additional
O2yRAGAZ2ya 2y | aSNBAOSQ&A / /. FLILINRGFEZI 2NJ o0& AY
servi@ to pay a financial penalty.

See 5.2

Desk top audits

The Department of Education also conducts desk top reviews of CCB approved child care
ASNDAOSAaQ NBO2NRad® 5Sa1 (2L NBwverSsendcesswilBe a A YA I NJ
asked to send copies of their records to a compliance officer who will review those records from

their local state or territory office.

If a service is selected for a desk top audit, it will receive notification from the Departhent
Education. This notice, generally an email or a letter, will outline the documentation to be
provided. Services are expected to provide all requested documents by the due date.

Services have the same obligations to provide records to the Departmeduoafion under

desk top reviews as they do with standard compliance reviews. Similarly, the same penalties will
apply if, for example, services do not provide all requested documentation or fail to address any
non-compliance issues identified during theview.

See 5.2

Targeted Mail Out Campaigns

From time to time the Department of Education will conduct targeted mail out campaigns. These
campaigns will focus on one specific area of-asompliance at a time, anghay cover hundreds
of CCB approved child care services. Mail outs may focus coampliance issues such as:

failing to lodge attendance data

reporting absences before a child starts care
reporting absences after a child ceases care
reporting over the Chistmas/New Year holiday period

= =4 4 —a -

failing to operate the minimum hours/ days/weeks (for example, Vacation Care services not
operating for at least 7 weeks in a calendar year).

Similar to the letters posted after a compliance review, these mail out lettdradiise services

of the noncompliance issue and provide a due date for the amendment of child care usage.

As outlined above, services are expected to amend any incorrect usage reported to CCMS by the

due date. Failure to do so may result in the Depantinof Education taking further action

against a service, which may include cancelling, suspending or imposing additional conditions on

I ASNBAOSQa / KAftR /FNB . SYSTAG FLIINRGFHEZI 2NJoe A
service to pay a financipknalty.

See 5.2
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5.10 How to find out more

For more information about child care compliance, including changes from time to time, visit the
Department of Education website etlucation.gov.au/complianegameworkchild-care
services

5.11 Responsibilities under funding agreements

In addition to the other responsibilities described in this section, CCB appuobwie care

services may have obligations under a funding agreement, including rkeeqing, reporting,

and facilitating access to records for the purposes of inspection by the Department of Education
officers.

A service that does not comply with thertes of its funding agreement may have its funding
terminated or recovered, or both.

Services need to be aware that if they are in receipt of funding and are found to be non
compliant with their conditions for continued approval, the Department of Educatiap

suspend or cancel programme funding until the service meets its obligations under the family
assistance law.

Services must ensure that all necessary personnel are familiar with the requirements of any
agreement.

For more detailed information, visit

 education.gov.au/informatiorexistingchild-careservices



http://education.gov.au/compliance-framework-child-care-services
http://education.gov.au/compliance-framework-child-care-services
http://education.gov.au/information-existing-child-care-services
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6 Service delivery

This section outlines the laws and rutbat govern conduct of a child care
service, including priority of access and hours of operation. It also outlines
responsibilities to parents, children and educators, and the process for
handling complaints.

6.1 Conduct of the service

6.2 Who can use a seice?

6.3 Priority of access

6.4 24-hour care

6.5 What are my service's responsibilities to parents?
6.6 What are my service's responsibilities to children?
6.7 What are my service's responsibilities to educators?
6.8 Handling complaints

6.9 Links with oher services

6.10 Reporting of Vacancy data
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6.1 Conduct of the service

FDC IHC OSHC LDC OCC

Funding Recipients must:
Maintain approval to receive Child Care Benefit (CCB) in accordance with:

T A New Tax System (Family Assistance) (Administration) Act 1999

1 A New Tax Syste(Family Assistance) Act 1999

1 related disallowable instruments made under these Acts, including the Eligibility
Determination

Deliver child care in accordance with the following:

1 the 201314 funding agreement

9 the relevant Programme Guidelines

1 the familyassistance law (in particular, the requirement to reduce fees in accordance with
notices issued by the Department of Human Services (DHS))

9 the Child Care Service Handbook as amended from time to time

9 all applicable State/Territory and local government lavegulations and licensing
requirements

1 Education and Care Services National Law (Except IHC and OCC)

9 Education and Care Services National Regulations (Except IHC and OCC)

1 have an Australian Business Number (ABN).

For a service to remain a CCB approveitti@uare Benefit (CCB) service, it must:

1 continue to satisfy eligibility requirements

1 hold an allocation of child care places (Occasional Care and In Home Care only)

1 not exceed its Australian Government child care place limit (Occasional Care (OCC) and In
Home Care (IHC) only)

1 comply with the family assistance law

1 comply with Australian Government and all other relevant laws

1 comply with child care laws

1 comply with other conditions as notified.

See4.l

If a servie breaches its conditions of operation, the Department of Education may impose one
or more sanctions. These include:

9 varying the conditions for continued CCB approval

1 imposing additional conditions for continued CCB approval

1 reducing the number of childare places in the service's allocation of child care places

1 suspending or cancelling the service's CCB approval Decisions made by the Department of
Education to impose additional conditions or sanctions on services under provisions of the
family assistane law are reviewable by the Administrative Appeals Tribunal.
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If the Department of Educatioimposes additional conditions or sanctions on a service,
information about the tribunal's review process will be provided to the service.

Send written submissiortsy mail to:
The Secretary

Department of Education

PO Box 9880

Canberra ACT 2601

6.2 Who can use a service?

FDC IHC OSHC LDC OCC

Child care services must be open to the general community (services may cater to specific groups
within the general community). Parents do naive to be Australian residents to use a service.

Child care payments, however, are only paid for children with one or both parents who meet
Australian residency requirements.

See 8.3

Extra support is available to assist thelusion of children with additional needs through the
Inclusion and Professional Support Program and the Inclusion Support Subsidy.

See 3.3
6.3 Periority of access

FDC IHC OSHC LDC OCC

One of the main reasons the Australian Governnfents child care is to meet the child care
needs of Australian families. However, the demand for child care sometimes exceeds supply in
some locations. When this happens, it is important for services to allocate places to those
families with the greatestaed for child care support.

The Australian Government has Priority of Access Guidelines for allocating places in these
circumstances. These guidelines apply to CCB approved dmdesl Long Day Care (LDC), In
Home Care (IHC), Family Day Care (FDC) asil®&chool Hours Care (OSHC) services. They set
out the following three levels of priority, which child care services must follow when filling

vacant places:

9 Priority 1t a child at risk of serious abuse or neglect

9 Priority 2 a child of a single parent wieatisfies, or of parents who both satisfy, the work,
training, study test under section 14 of theNew Tax System (Family Assistance) Act 1999

9 Priority 3 any other child.

Within these main categories, priority should also be given to the folloaligren:

9 children in Aboriginal and Torres Strait Islander families
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1 children in families which include a disabled person

9 children in families which include an individual whose adjusted taxable income does not
exceed the lower income threshold (S&ppendix 2 or who or whose partner are on
income support

9 children in families with a ne&nglish speaking background

9 children in socially isolated families

9 children of single parents.

There are some circunresices in which a child who is already in a child care service may be

required to leave the service.

When a service has no vacant places and is providing child care for a child who is a Priority 3
under the Priority of Access Guidelines, the service mayireghat child to leave the child care
service in order for the service to provide a place for a higher priority child, but only if:

1 the person who is liable to pay child care fees in respect of the child was notified when the
child first occupied the cld care place that the service followed this policy and

9 the service gives that person at least 14 days notice of the requirement for the child to leave
the child care service.

When filling vacancies, OSHC services must give school children priority itdreincltho have

not yet started school. When an OSHC service has no vacant places and is providing care for a

child who has not yet started school, the service may require that child to leave the service so

that the service can provide a place for a schaold.

Employer sponsored child care

When a child care service is funded by an employer to provide child care solely or primarily for
the children of the employer's employees, the service may give priority to those children.

When a child care service has agreement with an employer that the employer pays for a
certain number of places for their employees' children, the service may give priority to those
children for the agreed number of places.

FDC IHC OSHC LDC ocC

It is a condition of continued CCB approval that cetased LDC, IHC, FDC and OSHC services
undertake that they provide child care places according to the Priority of Access Guidelines. The
Priority of Access Guidelines are set out in@feld Care Benefit (Eligibility of Child Care Services
for Approval and @ntinued Approval) Determination 2000

For more information about Priority of Access, contact your Department of Education state or
territory office.

See quick contacts
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In all CCB approved child care services, a chiiconly be required to leave a service if the fanpily
was informed at the time of enrolment of this possibility and the family is given at least 14 qays
notice.

6.4 24-hour care

FDC IHC OSHC LDC OCC

In cases when 2Hours of continuous care is required, services that h&eedapacity may want
to offer shortterm, 24-hour care. Access to Zdbur care is controlled because of concern over
the care of the child and the high cost to the community.

A child is considered to be in-2ur care if he or she does not return to thare and

supervision of their parent or guardian for any time during éh2dr period and is cared for by a
CCB approved child care service other than an OCC service. This includes children attending
school or other CCB approved child care when the sctmatstplus the care provided before

and after school comprise a period of 24 hours or more if the educator is the school's contact.

A 24hour period may commence at any time during the day or night.
Sometimes families may require shaerm 24-hour care. Rasons are:

1 work-related demands on parents (such asHineonferences or training courses)

1 shortterm family crisis resulting in circumstances that meet the same criteria as those for
‘exceptional circumstances'.

S*e 11.3

Some Family Day Care educators provide overnight care, as well as the more ugiraéday

care. This is different to 24 hour care. There are no requirements that a parent be unable to care
for a child due to work commitments or exceptional circumstantée. family assistance law

allows a session of care to start on one day and end on the next (i.e. for a session of care to occur
overnight).

Availability of 24hour care

Services are approved to provide up to fourteentiur periods per child per ye#rneeded.

The year commences on 1 July. Services should check with the Department of Human Services
(DHS) before offering 2dour care to ensure that the periods being claimed for do not exceed

the 14-period limit.

The 14 periods may be used as needétihez consecutively or intermittently, throughout the
year.

If a family or child needs more than fourteen-Bdur periods in a year, services must seek
approval from the DHS before care is provided.
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Recording 24our care

Your service should record detailseach child receiving 2dour care using aApproval of 24

hour care child care for up to 14 periods in a financial @gBEWR 0830) form. These records
(including a nil return) should be completed and kept by the service, to be provided to the DHS
when needed.

See 8.5

All 24hour care periods must also be reported as part of the online weekly Attendance Record
Report.

See 10.2

Extension of 24our care

If care for individuathildren beyond fourteen 2four periods in any one year is required,
services must seek approval from the DHS using the following criteria:

1 24-hour care is required because of waidated needs; however, the child must return to
the care and supervisioof their parent or guardian for the major part of the week

1 the 24hour care requirement is not wostelated but is because of an exceptional
circumstance

1 no child should be placed in 2¥ur care for longer than 28 days per year unless there are
exceptioral circumstances.

See 11.3

Services should always consider the child's needs and maintenance of parental responsibilities.

When the need for care is lorigrm, so that the child is not regularly under the care and
supervision of their parent or guardian, it may be more appropriate for the child to be in foster
care. The matter should be discussed with the family and with state or territory authorities
before care ceases.

The DHS may seek advice from the relevant auityron whether continuation of 24our care is

in the best interests of the children and families involved.

Recording extensions of 2dour care

Requests for the extension of care beyond fourteerh@dir periods must be made using the
Application for Cldl Care Benefit for 2hour care beyond 14 periods in a financial year
(DEEWRS8-229) form, and approved by the DHS.

Make and keep a copy of the Application for Child Care Benefit fho@# care beyond fourteer
periods in a financial year for your redsrbefore submitting it to the DHS.
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School children boarding away from home

Child care payments and operational support payments are not payable for children who are in
boarding school. These children are the responsibility of education authorities.

ChildCare Benefit subsidies for 2dour care

Child Care Benefit and/or Child Care Rebate will be paid for authorised2Z£are.

Special Child Care Benefit (SCCB) anti@4r care

SCCB can be paid for a period of@r care if either work related reasons exceptional
circumstances that warrant 24 hour care apply and eligibility for SCCB also applies. SCCB cannot
be paid for a period of 2khour care for reasons of a child being at risk of abuse or neglect only. A
child who is approved for SCCB for anisit of abuse and neglect' reason is not considered to

meet the criteria for exceptional circumstances.

Jobs, Education and Training Child Care Fee Assistance (JETCCFA) and
24-hour care
JETCCFA can be paid for part or all of a period-bb@dcare up tahe limit of each child's

weekly JETCCFA hours as specified on their JETCCFA assessment letter if the approval is for the
same service type as your service.

CCB, CCR and JETCCFA are not payable for unauthotierd 24dre

Grandparent Child Care Bene{itcCCB) and 2dour care

GCCB cannot be paid for a period offr care unless exceptional circumstances apply. If a
grandparent who is eligible for GCCB require$@dr care periods for exceptional
circumstances, services must seek approval from th& Défore care is provided.
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6.5 What are my service's responsibilities to parents?

FDC IHC OSHC LDC OCC

Provide safe, secure and stimulating care for children

Parents have high expectations of child care and early learning for their children. Parents expect
that the service will support the health, safety and wellbeing of their children.

Parents have the right to expect that the educational programme and prautill be stimulating
YR Sy3aF3aAxy3a YR SyKIFIyOS OKAfRNByYyQad tSINYyAy3a | YR

Confidentiality

Parents have the right for records and information to be stored appropriately by the service to
ensure confidentiality and be maintained in accordance \ggislative requirements.

Parental involvement

Effective relationships between educators and families are fundamental to the quality of
education and care that children receive. Services should build and maintain collaborative
relationships with familiebased on active communication, consultation and collaboration.

Services are expected to establish continuous, honest and opefvisyoccommunication with
families and engage in shared decision making. Educators should create a welcoming
environment where tle diversity of families and communities, and the aspirations they hold for
their children, are respected.

Information needs of parents

Parents need specific information to help them make informed decisions about the philosophy
and practices of the childace and early learning service and whether it offers the care and
education that they want for their child. They need to have confidence that their child is in ‘good
hands'.

Assistance is available to parents and employers on child care options vialth€ana Access
Hotline, and thanychild.gov.awvebsite.

Parents can use the searchable database omtlgehild.gov.awebsite to search for services in
their area. The database lists all CCB approved child care services and includes interactive maps,
quality, vacancy and fee data information (where it is supplied by the service).

Parents can use the Child Care Estimatdine to work out their possible entitlement to CCB
and CCR for CCB approved child caré@wmanservices.gov.au/estimatoos mychild.gov.au

Parents camlso register through the DHS webditigmanservices.gov.au/onlineservides

access to the online services section which contains details of child care attendance, absences,
CCB and CCR amosint
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See quick contacts

Services should provide information to parents on:

priority of access and waiting list policies

hours of operation

the fees charged by the service, including levies and charges

CCB and how to applgr it

CCR and how it is paid

JETCCFA and how it is calculated

the educational programme

access to policies and procedures and opportunities to provide input to reviews

K2g (2 | 00Saa GKS aSNWAOSQa vdzr f AGethe YLINEOSYSY

National Quality Framework)
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progress against the learning outcomes.

If the service is covered by the National Law and National Regulations they must alsp alispla

range of information in relation to the: Provider approval, Service Approval, Nominated

Supervisor, service rating against the National Quality Standard, waivers, details of service

operation and health and safety.
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6.6 What are my service'sesponsibilities to children?

FDC IHC OSHC LDC OCC

Children have the right to receive quality education and care. The rights and best interest of

the child are paramount.

¢KSNBE Aa Of SIFNJI SOARSYyOS GKIFIG GKS SIFENXIe @SFNmR 27
and future health, development and wellbeing.

All children have the right to experience quality education and care in an environment that

provides for their health and safety. This should be complemented by a focus on promoting each

OKAf RQa ¢SRDARAYA BRYRIIZINI F2NJ SI OK OKAf RQa 3IANR G
independence. Wellbeing incorporates both physical and psychological aspects and is central to

the Early Years Learning Framework

Children in school age care need opportunities to engadeisure and plajpased experiences
which are responsive to the needs, interests, and choices of the children attending the service
and contribute fully to their ongoing development. This is central toRremework for School

Age Care

Fundamentalto 2 A RAY 3 F2NJ OKAf RNByQa ¢StftoSAy3a Aa (2 ¢
SELISNASYOSa &dzLlLl2 NI OKAf RNBYyQa AYyRADARdzZEf NBIj dzA N
relaxation. It is important that services provide children with a strong sense dhhesad

wellbeing supported by good nutrition and an active lifestyle.
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Services should focus on developing and maintaining responsive, warm, trusting and respectful
NBflFGA2yaKALIA 6AGK OKAfRNBY GKIFI{G LINRY2GS (GKS OKA

Constructive everyday interactions and shared learning opportunities should form the basis of
the relationships. Services should also ensure that all children are being supported to develop
the skills, dispositions and understandings they need to interasitipely with others.

6.7 What are my service's responsibilities to educators?

FDC IHC OSHC LDC ocC

It is the role of the service to establish effective and ethical practices in the service. The service
should have a sound philosophy to guide decision making, includingjatesabout the

appropriate number and deployment of suitably qualified and experienced educaters, co
ordinators and staff members at the service.

The service should create an environment of trust and openness where management and staff
can communicate agnly, participate in respectful debate and take steps to further their
professional development.

Keep educators informed

Educators should be provided with accurate anetoqolate information, especially on issues
affecting their working environment.

Services should have clear policies and procedures to ensure there are common expectations
about how things are done at the service and promote consistent practice.
Continuous learning

PLWIRFAGAY3I FYR YEAYGFAYAyYy 3 SRdzOlofle@ubkio®, cd y26f SRIS A &
ordinators, the nominated supervisor and the approved provider, and includes a range of
professional development strategies that challenge and extend current thinking.

Teamwork and collaboration

An education and care service operates meffctively when there is open communication and
AYVF2NXYIGAZ2Y A& &aKFENBR® ¢SFY@2N] FYyR O2fftl o02N) GA?2
contributions are acknowledged, are fundamental to the development of trusting relationships.

Educators, cardinators and staff members should work collaboratively and affirm, challenge,
support and learn from each other to further develop their skills and to improve practice and
relationships.

Professional standards and code of conduct

The service, educators astaff members should use ethical principles and professional
standards to guide decisiemaking and practice in their education and care service. The code
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should apply to all parties and clearly explain their responsibilities in relation to one anottier a
to the families and children using the service.

Confidentiality

Records and information that educators provide to the service must be stored appropriately to
ensure confidentiality and be maintained in accordance with legislative requirements.

6.8 Handing complaints

FDC IHC OSHC LDC OCC

Services should have processes in place to ensure that all grievances and complaints are
addressed, investigated fairly and documented in a timely manner.

Information on how complaints and grievances are made and how they are managjegl by
service should be made available to both parents and service staff.

Parties involved in a dispute are encouraged to discuss the issue and attempt to settle the

matter themselves. For services covered by the National Quality Framework, a complaint that

has not been satisfactorily resolved internally should be directed to the relevant Regulatory

Authority. For other nofresolved complaints it may be appropriate to contact the Australian

OKAft RNByQa 9RdzOI GA2Yy | YR [/ I NB entaZEducatidréor DH&(G K 2 NA G &

It is important for services covered by the National Regulations to note that they must notify the
Regulatory Authority of complaints alleging that the safety, health or wellbeing of a child was or
is being compromised, or that tHaw has been breached, within 24 hours of the complaint

being received.

6.9 Links with other services

FDC IHC OSHC LDC occC
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learning and wellbeing.
When nominated supervisors, adators and cebrdinators develop links, share information, and

work in collaboration with other community organisations they are better able to achieve the
best outcomes for children and families using the service.

While working in partnerships with fangk, it is important for services to see families in the
context of community and wider society. Services should have an active presence in the local
community, seek to strengthen community links and use community resources to meet the
needs of local fam#s and their children.
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Services should promote inclusion and participation by all children, and facilitate access to
inclusion and support assistance for children with additional health, developmental or cultural
needs.

6.10 Reporting of Vacancy data

FDC IHC OSHC LDC ocC

All services must report vacancy data to the Department of Education by way of their CCMS child
care software package. It is a requirement of your ongoing CCB approval under the family
assistance law to provide this information.

Vacancy information must be&ported online on a weekly basis, before 8 pm local time each
Friday for all services. Some service types can have specific reporting requirements. These are
detailed below.

Vacancy data must reflect the number of vacancies your service anticipateswitishgsto fill

each day of the following week. Only include in your report vacancies that cannot be filled from
your waiting list. If you do not have a waiting list, or cannot fill the vacancy from your waiting list,
report the number of anticipated vacaies your service is willing to fill.

Details of vacancies services have reported will be made available to parents seeking CCB
approved child care via thdyChildwebsite and the Child Care Access Hotline and bygdtie
Department of Education for programme monitoring and reporting purposes.

Services must submit a vacancy record for every week of the year. The vacancy record will need
to indicate whether the service is operational for the particular week the vacagcord relates
to. If a service is closed in a particular week, they must submit a vacancy record indicating this.

Vacancy records indicating the service is closed in a particular week may be submitted as far in
advance as required, however they must submitted before 8 pm local time on Friday of the
week before the week the record relates to. For example, some services may choose to submit
vacancy records for all periods for which they are closed at the beginning of the year. Those
services are notaguired to submit a new vacancy record in the week before the relevant period.

BSC and ASC services can report all of their vacancy information for the current school term at
the beginning of the term. This must be provided by 8 pm (local time) on thexddediday of

each school term. If vacancies change during the term, BSC and ASC services are required to
report this updated vacancy information. Where vacancies do not change during the term,
services do not need to report again until the following term.

For FDC and IHC services, vacancy information must be reported separately against the
postcodes in which educators operate.

IHC services are required to report weekly (by indicating 'yes' or 'no’) whether they have ongoing
full day vacancies. The informati provided for IHC should be based on whether the service is
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able to provide care for additional children within your CCB approval limit, should eligible
parents require it.

Enhanced vacancy reporting arrangements were introduced during-2010 to allowservices
to report vacancies against the standard definition of a vacancy for their service type and to
report other types of vacancies that will be displayed on the MyChild website for the service.

In addition to ongoing full day or full session vacasitieat satisfy the standard definition,

services are able to show casual vacancies, half day or other care period vacancies as well as a

Fdzf £ NI y3IS 2F 3S INRdzLJA® / 2Y0AYylFGA2ya 2F @I O yC
include age range, typaef care and care period can be reported.

Services are required to separately report vacancies against the standard definition for their
service type. This is so that aggregated vacancy reporting can be undertaken by the Department
of Education. Servicesay submit combinations of vacancy details to suit their situation which
include type of care and care period; however, services must separately identify for each day of
the week the number of vacancies that align with the standard vacancy definition.

The sandard vacancy definition is:

1 an ongoing full day vacancy for Long Day Care, Family Day Care and In Home care
1 afull day vacancy for Occasional Care and Vacation Care and

9 an ongoing full session vacancy for before school care and after school care.
Theage groups are:

1 0to 24 months

1 25 to 35 months

1 36 months to school age (but not at school)

1 school child.

The table below shows allowable age groups by service type.

Table 1: Allowable ages by service type

Service type 0-24 months 25-35 months 36 months to School Child
school age

LDC Yes Yes Yes Yes
FDC Yes Yes Yes Yes
ocCcC Yes Yes Yes Yes
OSHC Not applicable  Not applicable Not applicable Yes

Note: IHC do not report by age range.

Type of care isvhether the vacancy is:

1 Permanent, and/or
f Casual.
Thetable below shows which service types have permanent and casual places.
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Table 2: Type of available care by service type

Service type Permanent Casual
LDC Yes Yes
FDC Yes Yes
ocCcC Not applicable Yes

OSHC Yes Yes

Note: IHC do not report by age range.

The care period is whether the vacancy is:
1 Full day,

i Half day, or

9 Other session.
The table below shows which service types provide full day, half day and other session places.

Table 3: Type of session available by service type

Service Type Full Day Half Day Other
LDC Yes Yes Yes
FDC Yes Yes Yes
ocCC Yes Yes Yes

OSHC Yes Yes Yes
BSC Not applicable Not applicable Yes
ASC Not applicable Not applicable Yes
VAC Yes Yes Yes

Note: IHC do not report by care period.
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Examples of reporting by service type are detailed below.

Example for Long Day Care and Family Day Care:

If a LDC service or FDC service has four anticipated ongoing full day vacancies for the 0 to 24
month age group on Monday that can also be fikedually and on a half day basis, this is
reported as:

Age Age Age Age Care Care Full Half Other  Vacancy
Date 0-24 25to 36 months School Type Type Day Day Care Count
Months 35 to child Permanent Casual Care Care  Period
Months School age Period Period
Mon Yes No No No Yes Yes Yes Yes No 4

Note: The vacancy count equals four ongoing full day vacancies.

If the service also has an anticipated casual vacancy in-Bfer@onth age group on a Monday
due to a child going on holidays, this mustrbported separately so that it can be distinguished
from the vacancies that meet the standard definition of an ongoing full day vacancy, for

example:
Age Age Age Age Care type Care Care Care Care Vacancy
Date 024  25t035 36 months ggpog Permanent type  Period Period  Period Count
Months  Months  to School  (hig Casual Full HalfDay other
age Day
Standard
Mon Yes No No No Yes Yes Yes Yes No i@
4
Mon Yes No No No No Yes Yes No No Other
vacancy
1

Notes: 1.The first line shows the four ongoing full day vacancies and the second line separately identifies
the casual full day vacancy.

2.The shaded row indicates reporting according to the standard definition.
By reporting this vacancy separately the Depastrinof Education is able to distinguish between
vacancies that meet the standard definition and those that do not for reporting purposes. The
casual vacancy must not be included in the same line as the four ongoing full day vacancies.

When reporting by car period services must separately report those vacancies that are only half
day or 'other' care period.
Example for Before School Care and After School Care:

If a BSC or ASC service has four anticipated ongoing full session vacancies on a Monday that can
be filled casually, this can be reported as:

Date Age Care Type Care Type Vacancy Count
School child Permanent Casual
Mon Yes Yes Yes 4

Note: The vacancy count equals four ongoing session vacancies.
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If the service also has an anticipated casual vacan@ Monday that is not available on an
ongoing basis, this vacancy must be reported separately so that it can be distinguished from the
vacancies that meet the standard definition of an ongoing full day vacancy, for example:

Date Age Care Typ Care Type Vacancy Count
School child Permanent Casual
Mon Yes Yes Yes Standard Definition
4
Mon Yes No Yes Other vacancy
1
Notes:
1. The first line shows the four ongoing full session vacancies and the second line identifies the casual full session
vacancy.

2. Theshaded row indicates reporting according to the standard definition.

By reporting this vacancy separately the Department of Education is able to distinguish between
vacancies that meet the standard definition and those that do not for reporting purpd$es.
casual vacancy must not be added into the same line as the 4 ongoing full session vacancies.

Example for Vacation Care:

If a Vacation Care service has 4 anticipated full day vacancies on a Monday that can also be filled
on a casual basis and a half dmasis, this is reported as:

Age Care Type Care  Care Period Care Period Care Period Vacancy
Date School child Permanent Type Full Day Half Day Other Count
Casual
Mon No Yes Yes Yes Yes No 4

Note: The vacancy count equals four full day vacancies.

If the service also has an anticipated full day casual vacancy on a Monday, this must be reported
separately so that it can be distinguished from the vacancies that meet the standard definition of
a full day vacancy, for example:

Date Age Care Type Care Type Care Care Care Vacancy Count
School Permanent Casual Period Period Period
child Full Day  Half Day Other
Mon Yes Yes Yes Yes Yes No Standard
Definition
4
Mon Yes No Yes Yes No No Other vacancy
1
Notes:

1. The first line shows the four full day vacaneied the second line separately identifies the casual full day vacancy.
2. The shaded row indicates reporting according to the standard definition.
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By reporting this vacancy separately the Department of Education is able to distinguish between
vacancieshat meet the standard definition and those that do not for reporting purposes. The
casual vacancy must not be included in the same line as the four full day vacancies.

When reporting by care period, services must separately report those vacancies tloatiyare
half day or 'other' care period.

Example for Occasional Care:

If an Occasional Care service has four anticipated full day vacancies for the 0 to 24 month age
group on a Monday that can also be filled on a half day basis, this is reported as:

Age Age Age Age Care Care Care Vacancy
Date 0-24 25t035 36 months  School Period Period Period Count
Months Months to child Full Half Day Other
School age Day
Mon Yes No No No Yes Yes No 4

Note: The vacancy count equals four full day vacancies.

If the servicealso has a half day care period vacancy in #24 honth age group on a Monday
that is available, this must be reported separately so that it can be distinguished from the
vacancies that meet the standard definition of a full day vacancy, for example:

Age Age Age Age Care Care Care Vacancy
Date 0-24 25t035 36 monthsto School Period Period Period Count
Months Months School age child Full Day  Half Day Other
Mon Yes No No No Yes Yes No Standard
definition
4
Mon Yes No No No No Yes No Other
vacancy
1

Notes:
1. The first line shows the four full day vacancies and the second line separately identifies the half day vacancy.
2. The shaded row indicates reporting according to the standard definition.

By reporting this vacancy separately the DepartmafiEducation is able to distinguish between
vacancies that meet the standard definition and those that do not for reporting purposes. The
half day vacancy must not be included in the same line as the four ongoing full day vacancies.

If you would like morénformation on the mandatory reporting requirements or information
displayed for your service on tidyChildwebsite is incorrect, contact the CCMS Helpdesk on
1300 667 276.
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7 National Quality Framework Overview

This section provides an overview of the National Quality Framework for
child care and early learnifidlational Quality Framework), which began on
1 January 2012. It also outlines the regulatory framework and the

assessment and rating of services against the National Quality Standard.

7.1 What is the National Quality Framework?

7.2 The Legislativé-ramework

7.3 The National Quality Standard

7.4 The National Assessment and Rating System

7.5 Monitoring and Compliance

7.6 Assistance and support for services
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7.1 What is the National Quality Framework?

On 7 December 2009, the Council of Austratmvernments agreed to a new National Quality
Framework for child care and early learning. This means that all Australian children, regardless of
their location, will get the best possible start in life through high quality child care and early

learning andschool age care services. The National Quality Framework applies to most Long Day
Care (LDC), Family Day Care (FDC), Outside School Hours Care (OSHC) services and Preschools
(referred to as Kindergartens and ppeep in some jurisdictions).

The National Qality Framework aims to raise quality and drive continuous improvement and
consistency in child care and early learning services and school age care through:

1 the Education and Care Services National aad/theEducation and Care Services National
Regulaions (National Law and National Regulations)

1 the National Quality Standard fesarly childhoodeducation and careand School Age Care
(National Quality Standard)

1 anational quality assessment and rating process

1 streamlined regulatory arrangements

 amationalbody-G0 KS ! dzZadGNJ €t Ay / KAt RNByQa 9RdzGl A2y | YR
to oversee the new system and ensure national consistency.

The National Quality Framework creates a jointly governed uniform national approach to the

regulation and qulity assessment of education and care services. It replaces the previously

separate state and territory licensing and quality assurance processes.

The objectives of the National Quality Framework are to:

1 ensure the safety, health and wellbeing of childedtending child care and early learning
services

1 improve the educational and developmental outcomes for children attending education and
care services

1 promote continuous improvement in the provision of quality child care and early learning
services

1 establsh a system of national integration and shared responsibility between patrticipating
jurisdictions and the Commonwealth in the administration of the National Quality
Framework

1 improve public knowledge, and access to information, about the quality of criédand
early learning services

T reduce the regulatory and administrative burden for child care and early learning services by
enabling information to be shared between participating jurisdictions and the
Commaonwealth.
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7.2 The Legislative Framework

roc SET——

TheNational Quality Framework includes a national legislative framework that consists of the
National Law and National Regulations.

OocCC BBF

The National Law and National Regulations include:

1 processes for obtaining provider approvals, service approvals and supameitificates

1 minimum operating requirements for child care and early learning services, relating to
matters such as staffing, physical environment and educational programmes

I a National Quality Standard, against which services will be quality assesseateth

9 the function and powers of ACECQA and the Regulatory Authorities in each jurisdiction.

Services should familiarise themselves with the National Law and National Regulations, and

other relevant state or territory laws.

7.3 The National Quality Starad

roc PN cc | oer

The National Quality Standard sets a national benchmark for the quality of child care and early
learning services. It gives services and families a better understanding of a quality service. This
enables families to make informed decisions aboutghevices providing education and care to
their child. The National Quality Standard is a key aspect of the National Quality Framework.

The National Quality Standard was informed by research about best practice and the way in
which high quality child car@nd early learning contributes to positive outcomes for children. It
comprises quality areas, standards and elements.

The seven quality areas in the National Quality Standard are:

QAL. Educational programme and practice

viHd / KAfRNBYyQa KSIFHfGK FyR al ¥Sdae
QA3. Physical environment

QAA4. Staffing arrangements

QADS. Relationships with children

QAG. Collaborative partnerships with families and communities

QA7. Leadership and service management
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Approved Learning Frameworks

The National Quality Standard is linkedhational learning frameworks that recognise children
learn from birth. All child care and early learning services must provide a programme that is
based on an approved learning framework, which considers the developmental needs, interests
and experieges of each child, and takes into account the individual differences of each child.

The following national learning frameworks have been developed to guide educators in
RSOSt2LAY3 ljdzk £t AG& LINPINIYYSA GKIFG adzZllll2 NI OKAf R

1 Belonging, Being andeBoming: The Early Years Learning Framework for Augtigaisy
Years Learning Framework)

1 My Time, Our Place: Framework for School Age Care in Au@ffralimework for School Age
Care).

Changes to Staffing and Qualification Requirements

New educatorto-child ratios and educational qualification requirements are being phased in
gradually over a number of years. The first of the new requirements took effect in January 2012,
with further changes in 2014.

Further reforms will be implemented proggsively between 2016 and 2020 to allow additional
time for the sector to adjust to the changes.

Some states and territories have made provisions that affect requirements. These provisions are
set out in chapter 7 of the National Regulations.

7.4 The Natimal Assessment and Rating System

FDC OSHC LDC OCC BBF

The National Quality Standard is accompanied by a national quality assessment and rating
process that provides clear and accurate information for families and services on the quality of
child care and early learnirggrvices. Each service will receive a rating for each quality area and
an overall rating. These ratings are published on the ACECQA website and the MyChild website.

There are five rating levels within the national quality assessment and rating process:

Exellent

Exceeding National Quality Standard
Meeting National Quality Standard

Working Towards National Quality Standard

= =4 4 -—a -

Significant Improvement Required

The relevant Regulatory Authority in each state and territory undertakes the assessment and
rating pracess, and is the point of contact for any questions services may have about the
assessment and rating process.

/e
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The determination of the Excellent rating is a separate process managed by ACECQA. Services
that receive a rating of Exceeding National Quaitysndard may apply to ACECQA to be
considered for the highest rating, Excellent.

It is vital that services are aware of the steps in the assessment and rating process to ensure that
they meet their requirements under the National Law and National Regukati AGuide to
Assessment and Rating for Servicas be found adcecga.gov.au

Quality Improvement Plan

An integral part of the National Quality Framework is the Quality Improvement Plan. The Quality
Improvemenii t £ 'y R2O0dzyYSy G a (K SasSedsinéhavidquaith + & SNIJA OS Q2
improvement planning process. Services are required to evaluate their current practice against

the National Quality Standard, and identify their strengths and areas for improvement.

Review of ratings

The National Law and National Regulations provide for an approved provider to request a review
of a rating determined for a service. The request must be made in writing to the Regulatory
Authority within 14 days after the approved provideceives the rating notice.

Following a review by the Regulatory Authority, an approved provider can apply to ACECQA for a
further review of a rating. This can only be made on the grounds that the Regulatory Authority

did not appropriately conduct the asssment processes for determining a rating level, or failed

to take into account or give sufficient weight to special circumstances or facts existing at the

time of the rating assessment.

7.5 Monitoring and Compliance

roc osc Lo

State and territory Regulatory Authities are responsible for the administration of the National
Quality Framework, including monitoring and enforcing compliance with the National Law and
National Regulations. Consistent with the objectives of the National Quality Framework, the
approach b enforcement and compliance is to:

OcCC BBF

1 ensure the safety, health and wellbeing of children

1 AYLINROS OKAf RNBYyQa SRdzOFGA2Yylf YR RS@St2LIYSyl
1 promote continuous quality improvement in education and care services.

A schedule of visits (announcad)announced and assessment and rating) will ensure that child

care and early learning services are regularly monitored by Regulatory Authorities.

Regulatory Authorities will use a riblased methodology to target monitoring and compliance
activities effecively. The National Law gives the Regulatory Authority a range of tools to enable
appropriate and proportionate responses to noampliance.
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A Regulatory Authority may report to the Department of Education any service that fails to
comply with the NationeQuality Framework.

It is a condition of continued approval that services meet the requirements of all relevant

Commonwealth and state or territory legislation, which includes the National Law. Failure to do

a2 YIeé NBadzZ G Ay Ky susgenEiiosntaiied, /which meahdlitbe? G £ 0 SA
service would not be able to pass on Child Care Benefit fee reductions to families.

In addition, if a service does not comply with its legal obligations, it may have breached the

requirements of its Operational 80LJ2 NIiT FTdzy RAy 3 I ANBSYSyidd ¢KAA YI &
Operational Support payments will be withheld until such time that the Department of Education

is satisfied that the service is taking appropriate steps to address itsompliance with the
family assistance law.

7.6 Assistance and support for services

] IHC OSHC LDC OcCC

A range of guides and resource materials have been developed to support the National Quality
Framework, and these are available on the ACECQA weltgitgia.gv.au

To support services to participate in the National Quality Framework, the Department of
Education funds Professional Support Coordinators (PSCs) and Indigenous Professional Support
Units (IPSUs) in each state and territory.

PSCs provide support &digible child care and early learning services requiring professional
development and training. PSCs also administer Bicultural Support, specialist equipment and
general resources library.

IPSUs provide culturally appropriate advice and support to Indige run child care and early

learning services identified as eligible to receive professional support.
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Part 2 Payments to families

This part contains the practical information CCB approved child care
services refer to most often in their dag-day work

8

9

10

11

12

13

14

15

Overview

Reporting enrolment information

Reporting attendance information

Calculation of fee reductions and payments to services

Management of debts and amounts to be recovered from
services

Absences from child care

Special Child Care Benefit

Child Care Rebate
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8 Overview

This section sets out eligibility criteria for Child Care Benefit (CCB) and the Child Car
Rebate (CCR). It maps the pathways for reduced fee and lump sum familiesiatsd

to more detailed sections about steps in the pathways. The forms services need to
use are also included in this section.

8.1 Overview for families
8.2 Overview for services
8.3 Who is eligible?
8.4 Online reporting

8.5 Summary of forms

8.6 Who to mntact for child care payments administration
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FDC IHC OSHC LDC OCC

Australian Government payments made to families to assist with the cost of care include Child Care Benefit
(CCB), Special Child Care Benefit (SCCB), Grandparent Child Care Benefit (GCCB), Jobs, &duaiziiog an
Child Care Fee Assistance (JETCCFA) and the Child Care Rebate (CCR).

High quality child care and early learning plays an important role in improving children's educational and
developmental outcomes. Child care and early learning also enahlestpdo participate in the workforce
and the broader community.

Through CCB, more families are able to afford child care and early learning. This contributes to a higher leve
of utilisation of education and care services. Families using CCB approdechchitan choose to receive
CCB through fee reductions or as a lump sum payment.

CCB payments must be claimed as fee reductions if a family wants:

more than 50 hours CCB in a week or

more than 24 hours CCB in a week because of exceptional circumstances or
SCCB or

GCCB or

JETCCFA or

a 24hour period of care or

= =4 4 -4 A -8 -

CCR as a fortnightly or quarterly payment.

For families choosing to receive CCB as a fee reduction, the level of fee reduction is based on their estimate
adjusted taxable income for the year in whitle care was received. Their actual entitlement is calculated

once actual incomes are known, after the Australian Taxation Office processes their tax returns. The
difference between entitlement and fee reductions received is paid or recovered from farylithe

Department of Human Services (DHS).

Eligible families using CCB approved child care can access the CCR. Families have the option to receive the
CCR payments fortnightly either directly to their bank account, or through their child care sexwadep as

a fee reduction. Families still have the option to receive their CCR quarterly or annually as a lump sum
directly to their bank account. Timing of the fortnightly CCR payment depends on when a family's child care
service submits attendance data the Department of Education through the Child Care Management

System (CCMS).

FDC IHC OSHC LDC ocC

The Department of Education pays fee reductions to CCB approved child care services following the
submission of online weekly Attendance Record Reports.

The DHS calculatesefeeductions using family eligibility information and the information provided by
services on Attendance Record Reports.

See Section 10
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Registered Care

Families receiving care through registered care providers can access CCB from the DHS by presenting chilc
care fee receipts together with@laim for Child Care Benefit for registered care (FABM®)within 12
months from when the care was provided.

Famlies using registered care cannot access the CCR.
For more information about claiming CCB for registered care, families should phone the DHS on 13 61 50.

See quick contacts

8.1 Overview for families

FDC IHC OSHC LDC occC

Claiming and paymemrocess for CaBfor fee reduction families
All families must meet eligibility criteria.
See 8.3

1. Family contacts the DHS to claim CCB, and includes an estimate of their income.

2. The DHS provides the family with a CCB assedsméce, which includes Customer Reference Numbers
(CRNSs) that should be provided to the services they use. The parent who claims CCB must be the same
parent whose name is against the child care attendance details.

3. Children attend child care. For eachild in care, the service creates an enrolment and submits online
weekly Attendance Record Reports to the Department of Education. Where CRNs are provided, select
eligibility information is made available to services when an enrolment is created.

4. The Depament of Education sends Attendance Record Reports to the DHS, which then calculates fee
reductions based on family eligibility details and attendance information as reported by services.

5. Fee reductions are paid to services by the Department of Educatidrservices pass on to families.

6. The DHS will withhold 15 per cent of CCR payments made to families who receive a higher than zero ra
of CCB who choose to receive a fortnightly CCR payment. Families who are entitled to a higher than zer
rate of CCB buwho choose a payment option that adjusts their entitlement to the zero rate of CCB to
reduce the chance of overpayment will also have 15 per cent of CCR payments withheld.

7. Families can view details about their child care attendance and total fees ch@gegported by the
service) and the fee reductions calculated by the DHS on the online statement. This is available by visitir
humanservices.gov.au/customer/subjects/ssénice.

After the end of the financial year the DHS conducts a reconciliation of CCB for each family.

Claiming and payment process for CCCEconciliation for fee reduction families

Fee reductions provided to families by CCB approved child care servicespaet to a reconciliation
process conducted by the DHS after the end of the financial year. The purpose of the reconciliation is to
ensure families receive the correct amount of CCB. Reconciliation involves:
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1 using income details, including adjusted tabmimcome data from the Australian Tax Office, te re
determine the family's CCB percentage for the year, based on the family's adjusted taxable income for
the year

1 calculating CCB entitlement, using the CCB percentage and information provided on AtteRéanoa
Reports

I comparing the amount of entitlement with the fee reductions provided throughout the year, to
determine if a family has been underpaid or overpaid

9 issuing a credit or recovery notice to families, as necessary.

Reconciliation processing staiffrom 1 July each year, subject to income and attendance information being
available.

Claiming and payment process for CCt®r lump sum families

1. Families can request CRNs and notify the DHS they may be claiming CCB as a lump sum by completing
Registration for Formal Enrolment for families claiming Child Care Benefit as a Lump Sum (FAG#2.1309)
by contacting the DHS on 13 61 50.

2. Children attend child care. Families inform child care services they may be claiming CCB as a lump sum
and provide @Ns if available. For each child in care, the service creates an enrolment and submits an
online weekly Attendance Record Report to the Department of Education.

3. Families pay full child care fees throughout the year.

4. Families that have provided CRNs camwniketails about their child care attendance and total fees

charged as reported by the service via the online statement. This is available by visiting
humanservices.gov.au/customer/subjects/sséirvice

. Families apply to the DHS for CCB as a{sump payment by completing@laim for Approved Child Care

payments agn annual lump sum payment (FAO11 or FAG&2) after the end of the financial year.

From 1 July 2013, families now have one year instead of two years to lodge lump sum claims for Child
Care Benefit. To lodge a claim for the 262012 financial year, fahies have two years to lodge a lump

sum claim. This means families have until 30 June 2014 to lodge a claim. Frajfa@RL@nwards,

families have one year to lodge a lump sum claim. This means families have until 30 June 2014 to lodge
claim for 20122013. Extensions to the one year period may be provided in special circumstances. More
information about the changes is available by visitinghanservices.gov.au/taxtime

a1

6. The parent under whose nanatendance details were reported must claim CCB as a lump sum for the
claim to be effective. If they have not already been provided, the DHS issues CRNs to the family.

7. Families provide CRNs to the service if they have not already done so.

8. The DHS works oefach family's entitlement based on actual income and information on the Attendance
Record Reports.

9. The DHS pays the family their lurapm amount into a nominated bank account.

Payment process for the C€Ror CCB fee reduction families

1. Family successfuliylaims and receives CCB by fee reduction.
2. Family meets the work, training, study test for the purposes of the CCR during the financial year.
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3. Attendance records provided by services and DHS calculate CCR which is paid fortnightly either directly
to a nominded bank account or through the service, or as a quarterly payment into a nominated bank
account.

4. Families choosing the fortnightly payment option and who are in receipt of CCB at a rate greater than
zero will have 15 per cent of their CCR withheld to sedtheir chances of a reconciliation debt. Families
who are entitled to a higher than zero rate of CCB but who choose a payment option that adjusts their
entitlement to the zero rate of CCB to reduce the chance of overpayment will also have 15 per cent of
CCR payments withheld.

5. Atthe end of the financial year when CCB entitlement is checked, CCR annual entitlement is calculated.
Any CCR paid during the year will be deducted from that annual entitlement and any CCR amounts owir
will be paid to the family.

Payment process for the C€Ror CCB lump sum families

Family uses and pays for CCB approved child care throughout the year.

Family meets the work, training, study test for the purposes of the CCR during the financial year.
Family submits their tax return.

Family applies to the DHS for CCB as a lump sum payment after the end of the financial year.
DHS reconciles CCB for the family.

DHS works out each family's CCB entitlement and subsequently their CCR entitlement.

DHS pays the family their CCB lump sumount into a nominated bank account.

DHS pays the family their CCR entitlement into a nominated bank account.

© N gk wbdPE

8.2 Overview for services
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Claiming and payment process for CC®r fee reduction families

1. Services obtain parent and child CRNs and datestbffobm families.

2. Services provide an enrolment record online to the Department of Education for each child in care.
Services provide an online weekly Attendance Record Report to the Department of Education for each
week for each child in care.

3. The DHS deulates weekly fee reductions using family eligibility information and the information
provided by services on Attendance Record Reports.

4. The Department of Education pays fee reductions to services.

5. Services reduce fees for families.

Note: Services havembligation to estimate or reduce customer fees in advance. The main reporting

obligations for services are:

1 to electronically enrol new children entering care via the CCMS within 7 days of care commencing

9 to accurately report attendance information fol ghildren in care within 14 days of the week care is
provided

1 to pass on the actual amount of CCB, CCR and/ or JETCCFA fee reductions notified via the CCMS withi
days of processing results being complete and available.
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Claiming and payment processf@€CB for lump sum families

1. Services obtain parent and child CRNs and dates of birth from families where available.

2. Services provide an enrolment record online to the Department of Education for each child in care.
Services provide an online weekly Attenda Record Report to the Department of Education for each
week for each child in care.

3. Families claim CCB after the end of the financial year. Families provide CRNs to services if they have nc
already done so.

4. The DHS works out families' entitlement basedactual income and information on Attendance Record
Reports.

5. The DHS pays CCB lump sum amounts into families' nominated bank accounts.

Payment process for CCR

1. Services provide child care for families.

2. Services provide details of weekly attendamt®rmation on Attendance Record Reports.

3. For families who have chosen the fortnightly option either directly to their bank account or through their
service as a fee reduction, the DHS calculates fortnightly fee reductions using family eligibility
information and the information provided by services on Attendance Record Reports.

4. DHS pays CCR fortnightly amounts into families' nominated bank accounts for families who have choser
this option.

5. The Department of Education pays fee reductions to services fdliéarho have chosen this option.

6. Services reduce fees for families.

7. Families choosing the fortnightly payment option and in receipt of CCB at a rate greater than zero will
have 15 per cent of their CCR withheld to reduce their chances of a reconcitlabarFamilies who are
entitled to a higher than zero rate of CCB but who choose a payment option that adjusts their
entitlement to the zero rate of CCB to reduce the chance of overpayment will also have 15 per cent of
CCR payments withheld.

8. Atreconciliion, the DHS works out families' CCR entitlements based on actual income, gap fees and
child care attendance information.

9. DHS pays families any outstanding CCR directly to their nominated bank account or raises a debt (for
those families who may have raged too much as fortnightly or quarterly payments).

8.3 Who is eligible?
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Child Care Benefit

To be eligible for Child Care Benefit (CCB) for CCB approved child care the claimant (for example, parent,
relationship parent or guardiampust

1 meet (or their partner meets) Australian residency requirememtd
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1 have a Family Tax Benefit (FTB) child (including a relationship child) or regular care child (or a child
deemed to be a regular care child) attending an Australian Government CCB apgpinddezhre service
and

1 be liable (or their partner must be liable) to pay for this child caré

1 have the child care provided in Austradiad

1 ensure the child complies with immunisation requirements.

From 1 July 2009, the Department of Human ServiceS)Détognises all couples, opposex and same

Sex.

Foster families who meet the eligibility criteria are also able to claim CCB.

Families are not eligible for CCB for care provided as part of the compulsory education programme in the
state or territoryin which the care is provided.

Australian residency

To be eligible to receive CCB, one or both parents must be Australian residents as defined under the Social
Security Act 1991, or be eligible nogsidents.

For information about the residency requirements for CCB, phone the DHS on 13 61 50 or access the
humanservices.gov.au/childcarebenefiebsite

See gquickontacts

Immunisation

Children who are younger than seven must meet the Australian Government's immunisation requirements o
have an approved exemption from the requirements for the family to be eligible for CCB. Families can ask tt
DHS for informationtzout immunisation requirements and exemptions.

The DHS regularly monitors whether children meet the immunisation requirements. If they do not, the DHS
sends their family a reminder advising that the family has 63 days to meet the immunisation requirelfnents.
the family ignores the reminder, the child's CCB will be cancelled.

In this case, the DHS will send the family a CCB cancellation notice for the child, or a revised CCB assessm
if the family has another child in care who meets the requirements ar ddes not need to meet them. CCB
is payable up to the start of the week following the date of issue listed on the cancellation notice.

See 9.4

Child care payments made by a third party

If a service receives ctiitare payments from a third party, the parent may not be eligible for CCB as they
may not be liable to pay for the care provided. Details of common third party arrangements and their impact
on CCB are provided below.

Employer contributions and salary saficing arrangements

TheA New Tax System (Family Assistance) Act tEfifires that for parents to be eligible for CCB, 'the
individual, or the individual's partner, has incurred a liability to pay for the session of care (whether or not

/e,
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the liability hasheen discharged)'. In a salary sacrificing arrangement, the liability to pay for the care may lie
with the parent's employer or the parent. Neither the DHS nor child care services can make a determination
of liability. Parents should only apply for CCfRéfy are satisfied they are liable for the cost of child care. If a
parent asks a service about who has the liability for the cost of the child care in their particular
circumstances, the service should advise them to discuss the matter with their employe

Parents should seek their own, independent financial advice as to whether they should salary sacrifice their
child care fees. The impact of any salary sacrifice arrangement on their eligibility for CCB should be
considered.

Adult Migrant English Program

The Australian Government Department of Immigration and Border Protection provides free child care for
non-school children if their parents are required to attend classes while participating in the Adult Migrant

English Program (AMEP). The cost of Ak#Red child care is the responsibility of AMEP service providers.
The patrticipant is not eligible for CCB, CCR or JETCCFA because the AMEP is paying for the child care.

Note: Parents with school aged children who requireaftgichool hours care while paipating in the AMEP
can access JETCCFA.

AMEP participants may be entitled to CCB, CCR and JETCCFA when they use care for other purposes or fc
their school children.

Role of the service

If the AMEP participant chooses to use care for-AMEP related resons, they need to apply to the DHS for
an assessment of their CCB eligibility.

All AMEPrelated care should be billed directly to the AMEP service provider.

Services must submit separate enrolments and online weekly Attendance Record Reports ferehiddP
care.

See 9.2

Child Care Rebate

To be eligible for the Child Care Rebate (CCR) familists

1 have used CCB approved caral

1 have been eligible for CC@ntitled at the zero rate or morejnd

f have met thework, training, study test for the purposes of the CCR.

Foster, shared care, kinship and grandparent families who meet the eligibility criteria are also able to receive
CCR.

There is no income test for the CCR. If families are eligible for CCB but their CCB entitlement is zero due to incomestitidyeraligible for
the CCR.

*k

Families can meet the work test for CCR if thasticipate in work related comitment at some time during theveek or have an

exemption. No minimum number of hours is required. See 15.2
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Grandparent Child Care Benefit

Grandparent Child Care Benefit (GCCB) is avatlalgrandparents who:
1 meet the existing CCB eligibility requiremeatsl
9 are receiving an income support payment from DHS or the Department of Veterans' Affiidirs
9 are the sole or major provider of the ongoing daily care for the grandchild and havegpensibility for
the dayto-day decisions about the grandchild's care, welfare and development.
GCCB covers the full cost of the total fee charged for CCB eligible hours up to 50 hours for each child in CC
approved care each week.

This payment is only aitable to grandparents who claim CCB as reduced fees and cannot be claimed as a
lump sum. Grandparents claiming GCCB need to apply directly to the DHS. Grandparents must notify the DI
before the grandchild/ren leave their care or of any other changéaeir tcircumstances. The payment of

GCCB will cease from the date grandparents no longer meet the GCCB eligibility requirements.

Services should be aware that claims for GCCB can only be approved by the DHS if grandparents corjtinue
meet the GCCBIigibility requirements.

Jobs, Education and Training Child Care Fee Assistance

Jobs, Education and Training Child Care Fee Assistance (JETCCFA) is available to parents receiving the
following income support payments:

Parenting Payment

Newstart Allowane

Youth Allowance (for job seekers, not ftithe students)
Widow B Pension

Widow Allowance

Partner Allowance

Carer Payment

= =4 4 -4 A -8 -2 -9

Special Benefit (who would otherwise be eligible for Parenting Payment or Newstart Allowance but who

do not meet residency requirenms)

T Community Development Employment Projects Participant Supplement (only when the parent had
immediate previous entitlement to a JETCCFA eligible income support payment but it is no longer
payable due to the supplement income)

T Meanstested ABSTUDY paynis.

JETCCFA provides extra help with the cost of CCB approved child care for eligible parents undertaking

activities such as job search, work, study or rehabilitation as part of an Employment Pathway Plan, to help

parents enter or reenter the workforce.

JETCCFA can help meet the cost of care in CCB approved services by paying most of the thapise¢he
difference between the full fee and CCB, for sessions of care used by parents to participate inJJETCCFA
approved activities. All parents receividgTCCFA will be liable to pay a small contribution to the cost of the
care they attend.
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Families wishing to request additional assistance through JETCCFA must apply directly to the DHS. If
approved, the DHS will apply JETCCFA eligibility in calculatiktyieereductions. The Department of
Education will pay JETCCFA amounts to services.

8.4 Online reporting
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Under family assistance law, CCB approved child care services are required to submit certain records such
enrolments and Attendance RecoRgports to the Department of Education electronically, using child care
software registered by the Department of Social Servibe3S) for use with the CCMS.

What is registered software?

Registered software is software registered by DSS for use under CCMS.

The registration process involves DSS checking that the software meets the minimum requirement to
connect to the CCMS and enables the online submission of enrolment, attendance and vacancy information

Registration ensures the software meets the technieguirements; it does not verify that the software
meets all obligations and requirements of CCB approved child care services under family assistance law. It
remains the responsibility of services to meet all the conditions for continued CCB approval.

Regstration is not an endorsement by DSS of other software features, such as accounting, staffing or
resource management.

How to find a registered software provider

When a child care software provider has successfully registered its software product wjtih&@6details
are added to the Department of Education website.

You can access a listing of all registered software on the Department of Education website at:

education.gov.au/chilgaremanagementsystemnew-child-careservices
All CCB approved child care services operating under CCMS must usteaaggioftware product.

What you should do if you cannot report information electronically

If an unforeseen event, such as an ongoing power outage or damage to telephone/broadband cables, mean
your service is not able to submit enrolments or Attendaneedrd Reports to the Department of Education
in the required timeframes, please contact the CCMS Helpdesk immediately.

See quick contacts

The Department of Education can authorise other methods of reporting only for gnapunforeseen
circumstances, and only for limited periods of time.

Sanctions can be imposed on your service if it fails to submit records in the required timeframes, so it is
important to contact the CCMS Helpdesk to notify the Department of Educttidryour service is not able
to submit records in the usual way.
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You cannot use an alternative method of reporting unless the Department of Education authorises it.

8.5 Summary of forms
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Forms used by services
These forms are available from the DHS websat:

I humanservices.gov.au/fornm call 1800 067 307
FA023.1307

Claim for Special Child Care Benefit and/or increased weekly limit of hours

See 14.7

FA022.1309

Registration for Formal Enrolment for families claiming Child Care Benefit as a Lump Sum payment
See 9.2

These CCB forms are available from the Department of Education websigglatation.gov.au/information
becomingapprovedchild-careservice



http://www.humanservices.gov.au/forms
http://education.gov.au/information-becoming-approved-child-care-service
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08-229- Application for Child Care Benefit for-@dur care beyond 14 periods per financial year
See 6.4

P Application for Child Care Bene!
= for 24 hour

14 periods per

08-230- Approval for 24our child care for up to 14 periods in a financial year
See 6.4

08-308- Notification of fee reductions that cannot be passed to a family
See 11.9
























































































































































































































































































































































































