10.34 Administration of Child Care Subsidy (CCS)

The service recognises that strategies must be in place to ensure the service complies with the
requirements for administration of Child Care Subsidy, including reporting and that the service has an
obligation to design and implement procedures for the detection and prevention of fraud in relation to
CCS payments.

l-.-!l Relevant Laws and other Provisions

o Education and Care Services National Law Act, 2010 and Regulations 2011
e Duty of Care
o National Quality Standard, Quality Area 7 — Governance and leadership

e Policies:

O Procedures

The service shallimplement the following procedures to comply with the administration requirements of
child care subsidy:

e Ensure that only *authorised persons within the service have access to the service's licensed
software for the administration of CCS

o Ensure that all staff who require access to the system used to administer CCS meet the **fit and
proper requirements

e Ensure that all committee members of the ‘Approved Provider' meet the **fit and proper
requirements

e Reconcile payments received with payments expected

The service shallimplement procedures to detect and minimize fraud including:

e Ensuring all staff and committee members meet specified **fit and proper requirements

e Ensuring all service finances are handled in accordance with service policy, accounting manuals
and best practice guidelines

e Ensuring there is no personal ‘conflict of interest’ of staff or the goveming body in the
management of CCS

e Ensuring staff are appropriately trained in CCS compliance and the use of service software

*Authorised person means a person who has been identified by the service in writing as having permission
to access the service's CCS administration software and has been provided with a username and
password to access the system. Access may include management of enrolments, bookings, absences
and cancellations. The Approved Provider will ensure *Authorised’ persons are appropriately trained and
competent in the use of the software

**Fit and proper person is a person who has met the requirements of Section 43 of the Child Care Subsidy
Minister’s Rules 2017 which requires a provider to undertake particular suitability checks for each Person
with Management or Control of the Provider. These are:

e An Australian National Police Criminal History Check dated no earlier than 6 months from the
date the individual was linked to the organisation.

e A Working With Children Check if the Person with Management or Control is required to hold
such a check under their state or tenitory’s regulatory law.

e National Personal Insolvency Index check performed using the Bankruptcy Register Search
service provided by the Australian Financial Security Authority (AFSA) dated no earlier than 3
months from the date the individual was linked to the organisation.

e A Current and Historical personal name extract search of the records of the Australian Securities
and Investments Commission (ASIC) dated no earlier than 6 months from the date the individual
was linked fo the organisation.



e Evidence that the person does not appear on the banned and disqualified register held by ASIC
(in the form of a computer printout of the results of the search) dated no more than 3 months
from the date the individual was linked to the organisation.

We understand that evidence of these checks are required in a CCS application and, where personnel

are added after CCS approval, the evidence must be made available to be shown to the department
on request.
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