
PROVIDER CHECKLIST
FAMILY DAY CARE
Transitioning to direct 
gap fee collection

Visit the Family Day Care Australia website to find out more

This checklist is designed to support family day care service providers in preparing for the transition to Direct Gap Fee 
Collection (DGFC), which is scheduled to take effect from 1 January 2026. 

It outlines practical and strategic steps to help your service maintain compliance, while supporting a smooth transition 
for your team, educators and families. The checklist is structured around three key stages - Planning, Implementation and 
Evaluation and Review – to guide your service toward operational readiness.

Note: Every service is different. Your approach may vary depending on factors such as entity type, governance 
structure and service level policies. We encourage you to tailor these recommendations to align with your 
operational model and business needs. 

Getting the foundations right

Establish a transition team or working group to oversee implementation. This may include staff, parents and 
educators.

�Ensure you understand your legal obligations under Family Assistance Law (FAL) and check for any 
additional requirements specific to your state/territory. 

�Set a target transition date and plan backwards. While the legislative requirement is scheduled to 
commence from 1 January 2026, early adoption is recommended. Many services may need 3-4 months to 
adequately prepare.

Consult with key staff members and educators to work through the following questions. Document the 
discussion and begin identifying (at least broadly at this stage) potential considerations, risks, challenges 
and any possible changes that may be required. At a minimum, consider the following: 

	� What changes or upgrades are required for third-party software or other IT systems? 

	 Which processes must be updated to ensure robust governance, risk management, and compliance?

	 What changes to educator contracts and service policies/processes are needed? 

	 What are the risks of non-compliance? How can these be mitigated? 

	� Will the proposed changes result in an increase in administration burden for the service and/or 
educators? How can this be minimised? 

Stage One – Business Considerations and Planning
Use this stage to consider all possible scenarios, ask key questions and make informed service-level business decisions. 
Establishing a strong foundation or service level roadmap at this stage will support a smoother transition.

https://www.familydaycare.com.au/supporting-you/direct-gap-fee-collection-resources


	 What are the implications for the service’s debt recovery policies and processes?

	� How can educators and families be supported to adjust to changes in the service’s policies and 
processes in order to comply with the new requirements?

		  Refer to FDCA’s updated FAQs and resources on the FDCA website for ongoing support.

Develop a communications plan/timeline to guide timing of your communications with educators and 
families (e.g. the initial announcement, mid transition reminders, final reminders).

�Prepare communications in advance to your educators and families. Use FDCA factsheets to communicate 
the change to families and educators. These can be found here.

Create a business implementation plan with a clear timeline of roll out dates for each actionable items.  

Engaging with your third-party Child Care Subsidy (CCS) software provider

Intiate early discussions with your third-party CCS software provider to explore system capabilities and 
software package options. Key aspects to consider include:

	 Costs and pricing stucture for any upgrades or additional features.

	 �Payment timing options - you may need to consider the impact this has on the service’s finance and 
cash flow, CCS timing of payments and whether the third party provider has any recommondations on 
aligning collections that best suit your service’s needs.

	 Software functionality relating to gap fee collection, debt management and reporting.

	� Parent portal capabilities, particuarly for updating banking information, viewing payment history or 
invoices or accessing communication and support materials. 

	� Training and support resources they provide for you and your educators during the transition.

	 Handling of non-CCS payments such as for excursions, transport, food etc. 

	 �Management of dishouour fees – confirm whether the software allows for automatic charging of 
dishonour fees to families and clarify any limitations or conditions around passing these fees on. 
Document these processes so they can be clearly incorporated into your family enrolment agreements 
and payment terms to ensure transparency. 

	 �Check whether they can provide support for flexible payment arrangements for families, if needed. 
This could include payment plan agreements with families and assessing if the third-party CCS software 
supports setting up and tracking of payment plans. 

	� Work with your third-party CCS software provider to ensure invoices include:

		  -	 Dates of care
		  -	 Total fees charged
	 	 -	 CCS amount applied
		  -	 Gap fee due
		  -	 Payment due date

Visit the Family Day Care Australia website to find out more

https://www.familydaycare.com.au/dgfc-faqs/faqs
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Administrative and financial considerations

Assess the additional administrative hours required during the transition period, including training needs, 
from both your third-party CCS software provider and your own service provided training.

Define and allocate staffing arrangements – you may want to appoint a primary contact for all the financial 
and administrative matters. Considerations for the skill set of this person should include financial acumen 
and administrative skills where possible.

Review financial considerations such as labour costs, service fees and levies:

	� Review and decide if holding fees and levy charging practices should change to support the cost of 
administering gap fees directly. Make note of any changes that could be developed into any policy and 
procedural changes. 

Consider if there are any implications to the cost of relevant insurances (if applicable) and how you will 
manage this increase financially. You may wish to seek legal advice.

�Identify how the transition will impact your debt management practices and make note of any policy or 
procedural changes needed. You may wish to explore debt recovery options, including the use of external 
providers. 

		�  The Department of Education provides useful guidance on reasonable steps to take when managing 
payments and fees. This can be accessed here.

Policy and Procedure Updates

�Identify the policies, procedures and documents that may need to be reviewed or updated, which could 
include but are not limited to:

	� Payment/collection of fees

	� Debt management and recovery strategies – including holding fees or advance payments, timeframes, 
dishonour/late fees, audit processes and reasonable steps taken to recover debt etc

	� Complaints and grievances

	 Privacy and confidentiality

	� Fraud prevention

	� Enrolment forms and complying written arrangements

	� Educator agreements

�		�  FDCA has a template Educator Agreement available in the FDCA Member Zone that may  
be useful in reviewing and/or adapting your current agreements. However, you should  
seek legal advice to determine the best approach for your specific context. 

	� Family contracts and processes for obtaining payment information

	 Recruitment and induction records

	 Suspension or cessation of care

	 �Educator charging practices (e.g food, transport, excursions)

Visit the Family Day Care Australia website to find out more

https://www.education.gov.au/early-childhood/providers/howto/manage-payments-fees/gap-fees/taking-reasonable-steps
https://www.familydaycare.com.au/supporting-you/direct-gap-fee-collection-resources


Communication and Stakeholder Engagement

Implement the communications plan you developed in Stage One and send staged updates to educators 
and families. 

�		�  Use FDCA fact sheets to communicate the change to families and educators – which can be found here.

�Provide early notification to families about the need to provide bank details for centralised payments. Your 
communication plan and business implementation plan you developed in Stage One should include how to 
manage this process.

Host information sessions for educators, either face to face or online (e.g. Zoom or Teams) to explain the 
changes, the rationale behind them and to address any questions or concerns. 

�Provide educators with scripts and FAQs to support consistent and informed communication with families.

Remind educators to maintain accurate records for any non-gap fee transactions for audit purposes (e.g. 
excursions, transport, food etc). 

�		�  Your third-party CCS software provider may offer this functionality – you can  
determine this in Stage One of this process and communicate accordingly.

Establish clear feedback channels for families and educators to ask questions or raise concerns they may 
have throughout the transition.

Consider hosting information sessions for families to provide clear instructions on the new payment 
processes and relevant procedures.

��		�  Continue to support families to update banking details and explain the importance  
of doing so to avoid disruptions in the processing of payments.

��		�  Highlight the importance of timely payments and clearly outline any changes such as the  
introduction of advanced payments/holding fees and dishonour fees or late fees, if applicable.

�Consider connecting with other services to share learnings, strategies and insights.

Administation and Process Management

Carry out administrative tasks in line with your business implementation plan. 

Consider holding regular progress meetings with key personnel to track implementation. You may also 
consider setting up a task/issue register to track progress and to manage actions and resolutions.

Maintain ongoing engagement with your third-party CCS software provider to ensure required functionality 
is enabled and supported.

Prepare for the initial hiccups or challenges that come with new processes and change management.

Conduct a spot test with a small group of educators to identify any issues early and to refine processes. 

Stage Two – Implementation
In this stage, the focus is on ensuring your communication is clear, accurate and timely to help support the transition.

Visit the Family Day Care Australia website to find out more
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Evaluate Implementation Effectiveness

Conduct a structured debrief with key staff and educators within 4–6 weeks post transition.

Review uptake, issues encountered, and any ongoing support needs.

Use data from your third-party CCS software provider to identify any fee collection discrepancies or 
recurring family payment issues.

Support Educators

Provide one-on-one support and refresher training as needed.

Acknowledge and celebrate educator successes and innovations in team meetings to reinforce good 
practice.

Family Engagement

Distribute a post-transition survey to families to capture early feedback and identify any confusion or 
complaints.

Use feedback to refine communication materials or address any issues.

Continue offering help-desk support channels or dedicated points of contact.

Continuous Monitoring and Compliance

Conduct periodic audits on fee collection and debt management records to ensure ongoing compliance 
with FAL.

Reassess and update risk assessments and mitigation strategies based on actual transition experience.

Stay informed of any Departmental updates, legislation clarifications, or changes in CCS guidance.

Policy and Documentation Review

Reassess key documents such as CWAs, enrolment packs, and internal procedures three months post-
transition to ensure they remain fit-for-purpose.

Adjust templates based on educator and family feedback or compliance findings.

Sector Collaboration

Share your service’s experience, learnings and challenges with other providers to support sector-wide 
readiness

Attend any post-transition forums or peer learning sessions.

Stage Three – Evaluation and Review 
In this stage, services reflect on the transition process, collect feedback and assess the effectiveness of 
implementation in order to make ongoing improvements.

Visit the Family Day Care Australia website to find out more
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