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HLG STEAMist Education Pty Ltd provides a range of high-quality education and care services
across four program streams: PLAYfocus, HLG STEAMist CARE (In Home Care), LEARNfocus
and INNOVATEclub. This Policy sets the procedures, pricing principles and conditions for client
payments and fee structures across all program streams. It ensures clarity, fairness, transparency and
financial sustainability for the organisation, while complying with Family Assistance Law, the
Australian Consumer Law, the Australian Taxation Office’s GST rules, and the Provider’s Child

Background

Care Subsidy Governance Statement.

Aim
To ensure transparent, equitable and consistent financial practices for all HLG STEAMist Education

services, while providing flexibility, accountability and integrity for families, clients, educators and
the Australian Government as the founder of CCS.

Policy Statement

HLG STEAMist Education applies structured, transparent pricing across all services. Fees are
determined based on program type, service complexity and educator qualifications. Timely payment
is required for ongoing service access. All fees and the Provider’s fee policy are published before
enrolment, and any change to fees is communicated to families in writing at least 14 days in
advance. The Provider collects CCS gap fees directly from families via electronic payment — cash
gap fees are never accepted. All payments are processed through auditable, traceable channels.

Key CCS Reform — Effective 1 January 2026 and S January 2026

Direct Provider Collection of Gap Fees (1 Jan 2026): HLG STEAMist Education collects
CCS gap fees directly from families. Educators are not permitted to accept gap fee
payments on the Provider’s behalf. 72-hour Fortnightly Minimum (5 Jan 2026): All
CCS-eligible families receive at least 72 hours of subsidised care per fortnight regardless of
activity level. Eligible Aboriginal and Torres Strait Islander children, families receiving
ACCS Child Wellbeing or temporary financial hardship payments, and families with high
recognised participation may receive up to 100 hours per fortnight.
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Scope

Scope of Policy & Procedure

Applies to all clients of PLAY focus, HLG STEAMist CARE, LEARNfocus and
INNOVATECclub.

Covers fees, payment methods, cancellations, refunds, debt recovery, and special conditions
for each program stream.

Covers the obligation to provide every CCS-receiving family with a Statement of
Entitlement / Statement of Fees that complies with Family Assistance Law.

Scope of Responsibilities

Families and Clients:

e Make payments on time, by the agreed method, and according to the session or term
schedule.

e Provide cancellation notice in line with the program-specific terms below.

e For HLG STEAMist CARE families: confirm session attendance via HarmonyWeb prior to
the CCS submission cycle.

e Communicate with management as early as practicable in cases of financial hardship so that
a payment plan or referral to ACCS Temporary Financial Hardship may be considered.
Operations Manager / Educators:

e Provide timely invoices, statements and receipts.

e Inform families promptly of any additional approved fees (e.g., excursion materials, optional
services).

e Educators MUST NOT accept any gap fee, cash payment or supplementary charge from a
family on behalf of the Provider.

Director:

e Approves all fee schedules and any change to fees prior to publication and CCS-eligible
third-party platform update.

e Performs an independent review of CCS-related fee submissions before they are sent to the
CCSS.
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Definitions

PLAYfocus: In-home educational care, play companion services and outings for children
from newborn to 15 years — NOT supported by Child Care Subsidy.

LEARNTfocus: Tutoring and academic support for primary, secondary, IB and university
students.

INNOVATEclub: Weekly STEAM extracurricular enrichment programs for children aged
3-12.

HLG STEAMist CARE: Approved In Home Care service operating under Family
Assistance Law and supported by Child Care Subsidy (CCS).

Gap Fee: The difference between the Provider’s session fee and the family’s CCS subsidy
entitlement, payable directly to the Provider.

Statement of Entitlement: The weekly statement issued via HarmonyWeb showing the
session fee, CCS subsidy and gap fee.

Procedures — Program-Specific Fee Structures

PLAYfocus

Fee Structure (per hour, GST inclusive for child care services):

e 1 child: $42/hr

e 2 children: $47/hr

e 3 children: $52/hr

e 4 children: $57/hr

e Travel Fee: $1/km beyond 20km from educator location (one-way)

e Saturday (up to 3 children): $69/hr

e Sunday (up to 3 children): $89/hr

e Public Holiday (up to 3 children): $109/hr

Payments:

e (Casual booking deposit: 100% of session fee required to confirm booking.

e Bookings made more than 72 hours in advance: deposit due at least 72 hours before the
session.

e Bookings made with less than 72 hours’ notice: deposit due within 3 hours of booking
confirmation.
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e Balance due within 48 hours after the initial session (of ongoing bookings) unless otherwise
agreed in writing.
e Ongoing bookings: weekly invoicing in advance.
Cancellations:
e Individual sessions: 48 hours’ notice required.
e Late cancellation (less than 48 hours): deposit forfeited.
e [llness-related cancellation with 12+ hours’ notice: full deposit credited to a future session.
e Illness-related cancellation with less than 12 hours’ notice: $90 retained, remainder credited
forward.
e Ongoing arrangements: 2 weeks’ written notice required.
Refunds:
e No refunds for no-shows or cancellations on arrival.
e Deposits may be credited to future bookings depending on notice and reason — see
POLFINO2 Fee Reimbursement Policy.
Nanny Share:
e Pricing determined case-by-case and documented via written agreement signed by all
participating families and the Provider.
LEARNfocus

Fee Structure (plus GST):

e Year 1-6: $60/hr
e Year 7-9: $70/hr
e Year 10: $75/hr
e Year 11-12: $80/hr
e University: subject-dependent (provided upon enquiry)
e Travel Fee: $1/km beyond 20km (one-way)

Payments:
e Weekly or monthly invoicing available.
e Payment required immediately after each session.
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Cancellations:

e 12 hours’ notice required.
e Late cancellation (less than 12 hrs): 50% of fee forfeited unless illness with evidence.
e Valid cancellations credited forward.

Group Sessions: pricing negotiated on a bespoke basis and documented in a written quote.

INNOVATEclub
Fee Structure (per term of 10 sessions, plus GST where applicable):

e Kindergarten Incursion: $25/session ($250/term)
e Kindergarten Kit: $20/session ($200/term)
Payments:
e Full term payment required upfront unless otherwise agreed.
e Payment due on enrolment confirmation.

Cancellations & Refunds:

e No refunds for missed sessions.

e [fHLG STEAMist cancels a session, centres may choose: (a) credit applied; or (b) catch-up
session arranged.

e Special note: Each session covers a unique topic. Sequential participation is encouraged for
optimal learning outcomes.

HLG STEAMist CARE (In Home Care — CCS Approved)
Fee Structure (per family):
e Standard Rate: $62.50 per hour (before CCS applied). The exact rate after CCS is set in each
Family Management Plan.
e Public Holidays: 250% of the standard rate (2.5%).

e Travel Fee: charged where applicable ($1/km beyond 20km from educator location,
one-way).

e Minimum Session: 4 hours per session.
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Note: CCS in [HC is paid per family (not per child), reflecting the IHC funding model under
Family Assistance Law.

Two-Phase Payment Model:

Phase 1 — Application / Interim Period:

Until CCS approval is granted, families pay the FULL session fee. No CCS or IHC subsidy
can be applied during this period.

CCS Back Payment: Once approval is granted, families MAY be eligible for a CCS back
payment from Services Australia for the interim period. Eligibility is determined by Services
Australia and the Department of Education and is NOT guaranteed by HLG STEAMist
Education.

Any approved adjustments are processed through HarmonyWeb.

Phase 2 — Approved Provider:

Once approval takes effect, fees transition to a Gap Fee model administered through
HarmonyWeb.

CCS subsidy is automatically calculated and applied to each session report.

Families are invoiced only for the gap fee — the difference between the session fee and the
CCS entitlement.

Gap fees are collected directly by HLG STEAMist Education (effective 1 June 2026) via
direct debit, BPAY or electronic funds transfer. Cash gap fees are NEVER accepted.

Each family receives a weekly Statement of Entitlement showing the session fee, CCS
subsidy, and gap fee.

Cancellations (HLG STEAMist CARE):

48+ hours’ notice: no charge.

Less than 48 hours’ notice: full fee applies (during application phase). After CCS approval,
the session may still be reported as an absence to attract subsidy where applicable, in line
with FAL.

No-show: full fee applies if the family is not home when the educator arrives.

Weekly Care Plan cancellations: 1 week’s written notice required.
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Absences (Post-Approval):

e FEach child is entitled to 42 allowable absences per financial year that attract CCS.
e Absences beyond 42 days require supporting evidence (e.g., medical certificate) to attract
subsidy.
e Parents must confirm each absence via HarmonyWeb.
IlIness Policy:
e Educators will not attend if a child has a fever (38°C or higher), contagious symptoms, or a
respiratory illness lasting more than 24 hours.
e Standard cancellation terms apply unless required notice has been given.
Ending Care:
e Termination of Enrolment: 4 weeks’ written notice is required to permanently end the care
arrangement.
e (CCS enrolment ends at the same time as the care arrangement, in accordance with Family

Assistance Law.

Fee Transparency and Statement of Fees (Family Assistance Law Obligation)

e All current fees, fee inclusions and any third-party charges are published in the family
enrolment pack and on the Starting Blocks website (Provider record).

e FEach enrolled family receives a written Statement of Fees at enrolment, signed by the family
and an authorised Provider representative.

e Any change to the fee schedule is notified in writing to all affected families at least 14 days
in advance, with the new fees updated in HarmonyWeb prior to the change taking effect.

e Families receive a weekly Statement of Entitlement (HarmonyWeb-generated) detailing the
session fee, the CCS subsidy and the gap fee owing.
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Overdue Fees and Debt Recovery Procedure

Timely payment of fees is essential for the sustainability of HLG STEAMist Education. The
following stepped escalation applies to any account in arrears:

1. Late Payment Administrative Fee (1-7 days overdue):

e A Late Payment Administrative Fee of $2.50 per day applies to any account in arrears. This
1s a genuine pre-estimate of the administrative cost (staff time, software fees,
communications). The fee accrues daily until the outstanding balance is settled.

2. Suspension of Care (7+ days overdue or debt exceeds $200):

e Ifthe account remains in arrears beyond 7 days OR the debt exceeds $200, care may be
temporarily suspended.

e No further bookings will be accepted until the account is brought up to date or a binding
written Payment Plan is signed.

3. Formal Letter of Demand (14+ days overdue):

e A formal Letter of Demand will issue, setting out the total amount owing (including accrued
administrative fees) and providing a final 7-day deadline for payment.

4. Legal Action and QCAT (21+ days overdue):

e [funpaid after the Letter of Demand deadline, HLG STEAMist Education may proceed
with formal debt recovery, which may include: referral to an external debt collection agency;
lodging a Minor Civil Dispute claim with the Queensland Civil and Administrative Tribunal
(QCAT).

e Recovery Costs: by enrolling, the family agrees to be liable for all reasonable debt-recovery
costs, including QCAT filing fees, debt collection commissions and legal costs (subject to
QCAT or court determination).

Financial Hardship Pathway

Families experiencing genuine financial hardship are encouraged to contact the Director as
early as possible. Options that may be considered include: a written Payment Plan; a referral
pathway to ACCS Temporary Financial Hardship through Services Australia; or a
temporary care arrangement adjustment. Hardship pathways are considered case-by-case
and are documented in writing.
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e National Quality Standard — QA4 (Staffing Arrangements), QA6 (Collaborative Partnerships
with Families and Communities), QA7 (Governance and Leadership)

e (Queensland Child Safe Standards — in particular Standard 1 (Leadership, Governance and
Culture) and Standard 3 (Family and Community Engagement)

e [SO 9001:2015 — Quality Management Systems
e [SO 31000:2018 — Risk Management

Related Documents
e POLFINO2 Fee Reimbursement Policy
POLFINO3 Financial Management Policy
POLGOVO03 Child Care Subsidy (CCS) Reporting Policy
e Enrolment & Family Agreement
e Family Management Plan (HLG STEAMist CARE)

e Statement of Fees Template

e Tax Invoice Submission Guidelines
e POLHRMO3 Code of Conduct Policy

References
o A New Tax System (Family Assistance) Act 1999 (Cth)
e A New Tax System (Family Assistance) (Administration) Act 1999 (Cth)
e (Child Care Subsidy Minister’s Rules 2017

e Family Assistance Legislation Amendment (Strengthening Safety through Child Care
Subsidy) Act 2025

e Australian Consumer Law (Schedule 2 of the Competition and Consumer Act 2010 (Cth))
e Australian Taxation Office — GST treatment of child care services: ato.gov.au
o ACECQA —acecqa.gov.au

e Department of Education — Child Care Subsidy:
education.gov.au/early-childhood/providers/child-care-subsidy

e Belonging, Being & Becoming: The Early Years Learning Framework for Australia V2.0
(2022)
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