
CCS GAP FEE 
PAYMENT PROCESS

2. Invoicing
Service generate and send invoices
to families – include due date and
payment amount. ​

4. Move to Debt Management
If payment remains unpaid after the due date,
services should begin their debt management
process: Reminder → Follow-up → Final notice →
Suspension
Escalate to external recovery where required.

1. Processing and Payment​
Service submits session report on time.​
Service receives CCS payment from
Australian Government. 

3. Reconciliation​
Payments are received and reconciled
immediately after due date​.
Outstanding invoices are identified (Day 1
of Debt Management Process begins here).

Families sign a financial agreement outlining fees,
payment methods, consequences of non-payment and
debt collection information.
Consider collecting a holding fee or advanced
payment.
This provides clear expectations from day one.

Enrolment​: Laying the Foundations



Day 1

Service to send
friendly reminder, the
day the outstanding
invoice is identified.

Day 3 

Service to send
overdue notice and
make direct contact
with the family to
discuss payment
options, possible
outcomes of failing
to make payment
and offer support if
necessary. 

Day 4 

The service is to
notify the educator of
outstanding payment
(they could work
collectively to
communicate with
the family). ​

Day 7

Service send family
final notice – outline
final payment
requirements and
consequences of
non- payment (e.g.
suspension or
termination of care
arrangement).
Communicate this to
the educator.​

Ongoing

Service to suspend or
terminate care –
escalate to debt
collector or seek
legal advice.

GOOD PRACTICE DEBT MANAGEMENT
PROCESS

Note: At any stage,
services may offer
families a short-term
payment plan if
appropriate. Document
clearly and ensure
expectations are agreed
in writing.


