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FEE AND DEBT MANAGEMENT POLICY 

POLICY STATEMENT 

North Balwyn Playcentre (Trading as: Kew and North Balwyn Playcentre- KNBPC) is a not for profit organisation 
and the Management Committee aims to keep fees as low as possible for families whilst ensuring that the Centre 
provides high quality care for our children and remains in a strong financial position. Fees are the centre’s main 
source of income and are required to cover our operating costs. Proceeds from fundraising help to provide for 
necessary reinvestment in the centre. (It is an expectation also, that all families enrolled at the centre participate 
fully in our fundraising activities). 

CENTRE  FEES 

$63.00 per five-hour session  (Regular Bookings)                  $75.00 per five-hour session  (Casual Bookings)                                                                                                       

KNBPC charges for all weekdays per year with the exception of all school holiday periods as determined by the 
Department of Education and early childhood and Victorian Public Holidays.   The Management Committee reviews 
fees annually and adjusts them as required.    Parents will be advised of any fee change or way in which fees are 
collected, prior to the commencement of each year, or prior to enrolment.  The relevant fee schedule will also be 
placed on display within the Centre and on the centre’s website. 

All ongoing bookings are made on a term by term basis throughout each year. Full term payment is required for all 
term bookings. Families are unable to book in for part of the term only*.  If a family chooses to withdraw their 
child part way through the term full fee payment will be required for the remaining weeks of term.  As 
child care subsidy cannot be paid after the last physical day of attendance, all estimates for CCS will be removed 
and families will be re-invoiced for the remaining weeks of term based on full fees.  Immediate payment will be 
required for any outstanding balance. A minimum of two weeks’ notice is required prior to withdrawal from a term 
booking. 

*Please note that this does not apply to casual bookings of a single day where the child is not currently enrolled on 
a term basis.  

CHILD CARE SUBSIDY 

You may be eligible for fee assistance from the Australian Government via Child Care Subsidy (CCS).  If a portion 
of your fees is usually paid by the Government and your assistance is reduced or stopped for any reason, all fees 
including those normally covered by CCS are the responsibility of the family. Child Care Subsidy applies only after 
the first physical day of attendance and ceases on the last physical day of attendance. If a child is withdrawn prior 
to the conclusion of term, full fee payment will be required for the remaining weeks of term as Child Care Subsidy 
cannot be claimed following the last physical day of attendance.  

METHOD OF PAYMENT 

Fees are paid prior to the commencement of care via online or in branch banking. Banking details are provided on 
the bottom of each invoice. If your invoice is updated during the term due to an additional enrolment or a change 
to Child Care Subsidy estimates, immediate payment of this invoice will be required. Late payment fees will apply 
to all late payments. 
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LATE COLLECTION OF CHILDREN                                                                                                                                                
All children must be collected by 2pm. To ensure this, we ask you to be at the Centre by 1.55pm to allow time to 
exchange important information about your child’s morning and to collect their belongings. If you know that you 
are going to be late please call us on 9819 7674.  If you arrive to collect your child after 2pm, a late charge of $15 
per 15 minutes or part thereof will be applied to your account. This fee must be paid prior to your child’s next 
session of care. (please refer to Late Collection and Custody of Children Policy)                                                                                                                                

APPLICATION DEPOSIT                                                                                                                                                                                      
When applying for a place,  we require the payment of a holding deposit to guarantee the position and start date 
for your child. The application amount is currently set at the equivalent of two sessions of Occassional care per 
child per session enrolled This application fee will be deducted from your fee invoice.                                                           
This holding deposit is not refundable unless a place is unavailable on your chosen day.  

COMMENCEMENT                                                                                                                                                                                              
Places are offered according to availability. We are unable to defer places for parents who wish their child to start 
later than the available starting date. If families are unable to attend from the first available session offered, full 
payment will be required to hold the place until the families preferred starting time.  

APPLICATION FOR RE-ENROLMENT FOR FOLLOWING TERM 

All bookings are made on a term by term basis throughout each year. Current families will be sent a re-enrolment 
invoice 5 weeks before the conclusion of terms 1, 2 and 3. This invoice will be based on current term booking. All 
families will be required to pay a deposit of $126.00 per session to hold their place for the following term. This 
deposit will confirm your child’s place and will be credited, in full, towards your Fee Invoice for the following term. 
 
All actively enrolled families are guaranteed their current days for the following term of the same year providing 
this invoice is paid by the due date. (no later than 3 weeks prior to the conclusion of the current term). If payment 
is not received by the due date any unconfirmed places will be released to the next family on our waiting list for 
the following term. 
 
Families are welcome to request a change of day/s or additional days for the following term. Change of enrolment 
is entirely dependent on availability and is not guaranteed. It is essential that families wishing to change days, 
contact the centre at least 7 days prior to the due date of the re-enrolment invoice 
 
The re-enrolment deposit is refundable for change of mind provided that the centre is notified of your request to 
cancel your booking no less than two weeks prior to the conclusion of the current term. The re-enrolment 
deposit is non-refundable in all other circumstances. 
 
ADMINISTRATION LEVY:                                                                                                                                                                                 
In order to cover additional administrative costs, all enrolments will incur an administrative levy of $15 per child at 
the commencement of their enrolment each year.     

FUNDRAISING LEVY:                                                                                                                                                                                         
In order to minimise the amount of fundraising carried out each year, a non-refundable fundraising levy of $30 per 
term will be applied to each families account for terms 2, 3 and 4. Please refer to the centre parent information 
booklet for further details.                                                                                                                                                                                                                                                                                                               

ISSUE OF ACCOUNTS 

All term fees are due by no later than the Friday immediately prior to the start of term. Accounts are issued in 
December of the previous year for Term 1 and two weeks prior to the end of terms 1, 2 and 3 for the following 
term. Accounts may also be issued at any other time if updates to previous account estimates are required. These 
accounts will be immediately payable. Accounts will be considered overdue if they have not been paid in 
full by the due date listed on your invoice. 
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LATE PAYMENT FEES 

A Late Payment Fee will be applied to overdue accounts (refer to “Debt Management” below). The Late Payment 
Fee is $40. This fee will apply to all outstanding accounts on the business day following the due date. 

FEE REFUNDS 

All bookings are made on a term by term basis.  

Fees are payable in advance at the start of each term. 

If a family becomes eligible for CCS during a term, a full refund of the CCS amount will be credited to each 
applicable family’s account. Families may request a refund of this amount at the end of the term (once this has 
accrued fully), if they will not be continuing on for the following term. 

In all other cases, fees are non-refundable (exceptional circumstances may apply – these are at the discretion of 
the Committee of Management.)                                                                                                                               
There will be no refund of fees in the following circumstances:  

 a child’s short-term illness  
 family holiday during operational times 
 where a family chooses not to send their child to the program for the maximum number of hours for which 

they are enrolled. 

Therefore, in accordance with the above, makeup sessions are not provided. 

There will also be no change to fee obligations once these fees have been paid or once the term has commenced 
if a family either 

1. chooses to change their booking and an alternate day cannot be provided, or  
2. chooses to cancel their place. 

DEBT MANAGEMENT 

Management of overdue accounts places a large administrative burden on the Centre. For this reason parents are 
strongly encouraged to pay their fees on time and a Late Payment Fee will be charged for overdue accounts.  

If a family is experiencing short term financial difficulty a payment plan may be negotiated with the Director. The 
Director must be contacted prior to the due date in order to organise this payment plan.  

If an account or a previously arranged payment plan is overdue the family will be notified by email and asked to 
immediately pay the account in full. The family will be advised, in this email, that should the account become 
greater than one week overdue a Late Payment Fee of $40 will be added to the account.  
 
If the account has not been paid one week after the due date the family will be forwarded a revised invoice which 
includes the $40 late fee. The family will also be advised that failure to pay the account in full, by the date 
outlined in this revised invoice, will result in the cancellation of their place at the Centre without further notice. 
 
If the account remains unpaid by the revised invoice date, the family will be advised that their child/ren’s place at 
the Centre has been cancelled. 
 
If an account is regularly overdue you may receive written warning that unless your account is kept up to date 
your child’s place at the Centre may be forfeited.  

After this warning if your account falls overdue your child’s place may be cancelled without further notice by the 
Centre.     

This policy was reviewed in July 2020 with approval from                                                                              
Kew and North Balwyn Playcentre Management Committee.                                                                                                                                                    

This policy will be reviewed in November 2020 


