s your Family Day Care
Service com plymg with
Family Assistance Law?

What is Family Assistance Law?  Complying with Family
Assistance Law for FDC
Services is about two things:
 Doing the right thing
¢ Showing that you are doing
the right thing

amily
aycdre

== 1 EDUCATION & SUPPORT PROJECT
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ABSENCES AND ATTENDANCES
=» DO the right thing by charging and reporting correctly

Only charge for care you
can provide

Where your service charges an
individual a fee for providing a
session of care, your service must
be able to provide care for that
whole session. For example, do not
report sessions of 8 hours per day,
unless your service is actually able
to provide care for the full 8 hours.

A child may not actually attend for
the full 8 hours, but you must be
able to provide care for the whole
period if a family require it.

If your service cannot provide care
for the full session, for example
when an educator is not available
for the full session, reduce the
length of the sessions you report to
reflect the period in which care was
able to be provided.

Only charge for care

when you provide it

e Do not report attendances or
absences before the child has

physically started attending your
service in CCMS. A family is not

entitled to CCB until the first day
the child attends the service

Do not report attendances or
absences after the child has
permanently stopped attending
your service in CCMS. A family is
not entitled to CCB after the last
day the child no longer physically
attends the service.

Do not report care for a child if
your service has no arrangement
with the family to provide care in
CCMS. For example, you cannot
report an absence on a day the
child in question would not have
normally attended.

If a child physically attended

for some part of a session, then
that session should be reported
as an attendance. If the child
did not attend any part of the
session, but the family was still
charged a fee for that session,
then it should be reported as an
absence.

The family must be genuinely
liable for reported fees in order
to be eligible for CCB, that is, it

must be the fee that the family
is actually liable to pay under
a commercial arrangement
between the family and your
service.

e |f your service provides before
school care and after school
care, do not report full day
sessions when those children are
attending school. Also, before
school care and after school care
sessions need to be reported
separately.

Report attendance
records correctly

Report attendance records

correctly in CCMS in order for

CCMS to calculate CCB correctly.

Specify:

@ The correct start and end times
of the sessions for which the
parent is being charged;

Whether each session is an
attendance or an absence; and

e The total fees charged to each
family for each session of care.

=» SHOW that you are charging and reporting correctly

e Provide regular written or
electronic statements to each
family using your service about
their child’s care usage, total fees
and CCB paid.

@ You have to do this at least once

every three months, and within
one month after the end of the
statement period.

Family Day Care Services Education Support Project

e Your service can issue
statements more frequently if
that suits your business and the
needs of your families.

Family Assistance Law Compliance — 3
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