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Purpose of this guide

This guide provides information about the Service Agreement entered into once kindergarten
funding has been approved, including reporting requirements.

This booklet has been designed to be used in conjunction with the Kindergarten Funding: What
Happens Next publication. It is available on our website at:
https://vic.childcarealliance.org.au/services/kinder-funding-support.

For up-to-date information, refer to the Department’s page on kindergarten funding requirements.

For questions and ongoing support about funding requirements, call ACAV on (03) 9532 2017.
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https://vic.childcarealliance.org.au/services/kinder-funding-support
https://www.education.vic.gov.au/childhood/providers/funding/Pages/kinderdatacollection.aspx

Introduction

Once a service has had kindergarten funding approved, service providers are required to read and
sign a Service Agreement.

A Service Agreement is a legal contract between a government department (in this case the
Department of Education) and a funded organisation (the provider) for delivery of services in the
community.

The Service Agreement sets out your obligations in relation to service delivery (i.e. the kindergarten
program) and outlines the Department’s obligations in relation to the provision of funding. It also
establishes the terms and conditions of the agreement and provides organisation-specific
information regarding funding and payments.

To enter into a new Service Agreement, an organisation must be a legal entity established under
either an Act of Parliament or other relevant legislative frameworks (incorporated).
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What is in a Service Agreement?

The Service Agreement covers many requirements that need to be fulfilled by both parties.
The topics include:

® Term ofagreement

This would include a start and end date — this is usually 4 years.

® Service delivery

This covers the high quality and consistent delivery of the service you are providing (in this case the
kindergarten program). It includes applying professional standards and industry regulations, and
notifying the Department of any changes in service delivery or if it ceases for any reason.

® Funding

The main type of kindergarten funding is per capita funding which is allocated to each eligible child
attending the funded 3-year-old and 4-year-old kindergarten program. The funding is calculated on a
per child basis. Per capita funding is paid in advance, in a monthly payment and goes directly to the
service via the Service Agreement Management System (SAMS) for each eligible child. The funding
section of the agreement includes a reference to the use of funding and what you can and cannot
spend the funds on. It is important to ensure accuracy with the kindergarten enrolments and notify
the Department via the Kindergarten Information Management System (KIM) if an enrolment ends,
as the Department will recoup funds if required.

® Conflict of interest

Service providers must make a full disclosure to the Department of any potential conflicts of interest.
If any are not disclosed, the agreement could be terminated.

® Recordkeeping, including financial records

The service provider must keep accurate records of any transactions, including receipts and
payments. These records must be managed and stored securely.

® Assets

Any assets that the service purchases with the funding must support the delivery of services in the

kindergarten program. Any asset must be recorded in an asset register and be made available for the
Department upon request.

® Reporting, including auditing and performance reviews

There is an annual reporting requirement, which includes submitting the services financial
accountability requirements (FAR) and completing the Service Agreement Compliance Certification
(SACC). See page 14 for more information.
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Dispute resolution

The agreement provides information and processes if dispute resolution is required.

® Termination of agreement

This covers the instances where the Service Agreement may be terminated by either party.
® Privacy and confidential information

This section outlines the requirements of adhering to relevant privacy guidelines.

® |nsurance

Organisations funded by the Department to provide services to children must ensure that the
insurance coverage obtained includes, for example, public and products liability insurance and that
includes liability for child abuse.

® Variations

A variation is the term used to make a change to funding, deliverables or other requirements
contained in the Service Agreement. This could be a change in the funding amount.

® Payment schedule
Schedule 1

Provides information about the Department and the organisation, contract period, contract, contact
details and insurance requirements.

Schedule 2
Provides an overview of the funding activities, activity codes and amounts (inclusive of GST) for the
period and also provides details of the service plan, along with the data collection requirements.

Schedule 3
Lists program and program requirements.

Schedule 4
Provides an overview of funding information and payment schedule, including GST explanation and
annual indexation process if provider is funded for activities eligible for indexation.

Schedule 5
Sets out any additional requirements to the agreement.
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Other funding

There are other types of funding that your organisation may receive if your service, children or
teachers meet funding eligibility requirements via the Service Agreement Management System
including:

- Early Start Kindergarten (ESK) and Early Start Kindergarten extension grants

- Kindergarten Fee Subsidy (KFS) (if applicable)

- Funding for second year of kindergarten (for eligible four-year-old enrolments requiring

second year of funded kindergarten)

- Kindergarten Inclusion Support Funding (KIS)

- School Readiness Funding (SRF)

- Early Childhood Languages Program

- Languages program

- Transition Learning and Development Statement funding (TLDS) for Early Childhood Teachers.

For kindergarten programs integrated into the long day care program, this funding is separate from
CCS and ACCS, which families will access in the usual way.

You can read detailed information about your responsibilities, policies and obligations under the
Service Agreement via the Department’s booklet called the Service Agreement requirements -
This booklet also provides key budget information necessary for understanding funding.

Funded Agency Channel

The Funded Agency Channel (FAC) is a publicly available website that provides information, news,
policies and resources to support the relationship between the Department and the funded
organisations. The content is targeted at service providers with a Service Agreement.

News My Agency v Tools and resources v Training v Help v

Funded Agency
Channel

Supporting the partnership of the Department of Families,
Fairness and Housing, the Department of Health, the
Department of Education and Training and the agencies
they fund
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https://fac.dhhs.vic.gov.au/service-agreement-requirements-det-0

The FAC homepage links to a wide variety of information relevant to Service Agreement
management, including:
News: the latest news for funded organisations.

My Agency: the secure section of the FAC website, only accessible to registered users.
Tools and resources:

® The Service Agreement Requirements document is designed to provide funded
organisations with guidance on complying with their Service Agreement requirements. SAIK also
contains the applicable departmental policies that organisations must adhere to.

® Policies and procedures: information about key policies, procedures and guidelines relating to
Service Agreements.

Incident reporting: incident management information for funded organisations.
Data collection: data collection and reporting tools for funded organisations.

Systems: information on useful systems for the funded sector, including the Kindergarten IT
program.

® Legislation: links to Commonwealth and State legislation sources.

® Useful links: helpful information relevant to Service Agreement management.
Training: education and training resources on subjects such as My Agency.

Help: frequently asked questions, glossary and helpdesk contact details.

My Agency

Service providers must set up an account with My Agency which is the secure section of the Funded
Agency Channel website only accessible to registered users.

My Agency provides:

access to the Service Agreement Module (SAM)

organisation specific Service Agreement information for the current and previous financial years.
access to payment schedules, invoices and the progress of Service Agreement variations
organisation performance reports for funded activities

links to resources aimed at funded organisations

a single point of view for information and reporting requirements, as data is gathered from
various sources.

Through My Agency, you can access your Service Agreement to change contact details and check
payments. It is important to make sure this information is up to date and any changes to
management must be added as soon as possible. Communication is sent to you through this avenue
via email, including reminders.

ah
W ACA

Victoria


https://fac.dffh.vic.gov.au/service-agreement-requirements
https://fac.dhhs.vic.gov.au/my-agency-non-dffh-and-dh-staff

Users who are non-DFFH and non-DH staff (i.e. funded kindergarten providers) require an
eBusiness portal username and password to gain access to My Agency.

Subscribe to our
newsletter

My Agency login - Forgotten login - non
DFFH and DH staff DFFH and DH staff

My Agency login - non
DFFH and DH staff

eBusiness login
When you click on the My Agency login, the page you will see is eBusiness Login page.

To register, click on ‘l want to register’ and complete the details. You should receive your login
details within 3 business days.

Once you have registered, add your username and password, tick the conditions box and you will be
in the My Agency portal.

State Government of Victoria, Australia, Department of Human Services
eBusiness LOgin

J eBusiness Login] Conditions of Use | Monitoring of Computer Services | Help |

Username | |
| > I want to register

Password |

[] 1 have read, understood and agree to abide by the EaRlcccagoainidetails

Conditions of Use and Monitoring of Computer Services.

For information relating to this page contact: DHS enquiry information
Authorised by: Director, Information Management and Technology, Corporate Services Division

Copyright | Disclaimer | Privacy Statement | Department of Health and Human Services Home | DHHS Search
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https://hns.dhs.vic.gov.au/EUSPortal/index.jsp

My Agency portal

After you have logged in, the homepage links to a variety of resources relevant to Service Agreement

management.

Home My Agency

\ My Agency Ky information, deta end reguirements relevant to an individual agency.
Learning Resources

You currently belang to more than ane agency an the Funded Agency Channel, If you want ta change to anather agency, piease click on the link
Change to ancther agency  -henide b anather agency” on the Teft navigation sidebar.
Logged in as

Ageney

~

Service Agreement Module

+ Servica Agreament Module (SAM) - [ Extarnal Link )
Link to the Service Agresment Madule where you can view your current service agres
For tlonal whaole of organisation ser « please see the [
+ Updating yaur AGM date and completing Exi nk ]
This decurnent: provides instructions how te complete your Senvice Agreement Compliance Certificatien (SACC) including how to update your AGM date,

nts, multi-year funding and payment schedules.
ta and Performance section below

Data and Performance

BOOKMARKS - These links will either open in a new window /tab (those marked External Link) or will bring the topic to the top of the page.

ort do not work, Please use the activity search on the DFFH Providers site,
rvice delivery trecking (SOT) requirements and a number of SDT reparts.
+ How to build My Agency reports - [ External Link 1
Instructions an how to build, review and export the My Agency reports to Micresoflt Exced.
+ Current financial year reports 2021/22
All reparts relating to the current financial year. Ferward vears are also avallable,
+ Old s reparts from 20123/13 sowards
All reparts ralating to any pravious varsian of agrasments,

+ Structured reports

+ Health reports - performance against targets

Actuals against tergets reports for HACC, Cammunity Health and Aleohs] and Other Drugs.
+ Departmant of Education and Training reparts

Data related to DET funded activities
+ User datails

Reports relating to the registersd users in the organisation.
+ Other reports and finks

faports and links not grouped etsawhara,

A number of reports structured to print an POF A4 landscape. These are based on service agreement reparts and pravide the same data 2s the SAM reports below, but have been designed to export to POF A4 landscape.

There are three main areas on the home page that are relevant to service providers:

® Service Agreement Module (SAM)
® Data and Performance

® Learning Resources (on the side panel)
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The following pages outline what would be found under each of the above headings.

Service Agreement Module (SAM)

This module provides access to view your organisation’s current service agreements, old
agreements, invoices, and contracts. You can also accept first time agreements, change contact
details and upload compliance information under the various tabs.

Organisations
This page shows the organisations that are under the current Service Agreement. If you have
multiple services under the same entity, they will be listed here.

o)) Using this module [ VIEGESIONEE 8 Current Agreements () Old Agreements ) Contracts
Drganisations List
Orpanigations
bs Name Primary Contact ABN Trading Az Parent Department Advisers
S e e Ry

X A ¥ X

If you select one of the organisations listed, the page goes into more detail regarding the services
and contact details.

) Using this module [l 6 ) Current Agreements
Ore List
" [
_td
AR e 0| Departent Advisers | Egm————
[ Trading /.| e ¥ Farent
Friman, B | Comrnan Narme: | Insurence Detail | Mo WMLA Insurance
[ GST Ragistared
RCTI Agreed
ration Act iCuluma!in‘l Law ¥ Incorparation Act # ;_
Aciuittal Locations  Relati Hisrarchy Current A 0ld Agr
Contacts
ab Title Title Firsi Name: Last Name User ID Work Phone  MobilePhone  Work Fax Email Address Pimary  Access Conrolle  Financial  Performance Contact Location  Cor
ompny Dres . iy £ ey (T R, S = =] =] = Editor £l = Edi
v
X _a v =

_—
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Current Agreement

This section displays the current contract version of your current Service Agreement/s, including
start and end date.

0 Using this module 0 EEIEEDE (& Current Agreements 0 Oid Agreements 0 Involces Ocontrams

.:'.551[’."2"'-:"1'.'.-5

AQTESTENLS

Q
=T
, ®
D# Version Crganisation Consartium Description Per Start Dote End Date Departn Division/Group/Region  Signatornes Variatien Total Current Year Total Status Team Membars
Initial agresmant 1. 1/1/2020 AE2024  DET 50.00 557035 57 Contract
173

Invoices

This section displays all activity line items paid to the organisation during a specific time. This
includes per capita funding and Early Start Kindergarten grants.

o Using this module 0 Organisations o Current A o oid A & Invoices e Contracts

Invoices

9LTGPM '
Invaice ID Amount Pasd .5‘3_115 0e |5 Due Date .T.’]2|’2D
Feference & QLTGPM-&?-DE'I’-SM\p:i Statug: :Pesd i.V Paid Date :7.'12-’2021 I'1
Financiol Year 29722 | ¥

Actuzl Payments EENSUURIRENGIUEE Remittance Advice  Commitment Details

Activity Line lterms Q Py
®
Line ¥  Activity Name Total (withaut G GST Paid Total [with GST]
1 Free Kindergarten - Integrate 2058 63 299 B6 3798 45
- Kindergartan Per Capita Gran_. 537870 53787 591657
3 Three-year-ald Kindergarten . a.00 a.00 0.00
B377.33 L-EEA] 9,215.00

Actaity Ling Items List Anpict
s f ; i »
Commitment Details Q .
Line#  Activity Name Commitment ID  Total (without GE  GST Paid Total (with GST) Location Service Provider Division/Group/Region Funding Type
1 Free Kindergarten - Imegrated Long Day Care POOZ4563 2058,63 299 B6 325849 Life's Great Adventure Py Ld 31, Life's Great Adventure Fiy. Lid, Marth-Eastern - DET Fixed Term - N
»
299863 290.88 329845
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Data and performance

This section of the My Agency page provides access to a substantial number of reports including
current and previous financial year reports and compliance reports. Detailed instructions about how
to run these reports are provided in My Agency under the heading ‘User guides’.

Learning resources
This section of the My Agency page contains materials designed to assist you to navigate My Agency
and the Service Agreement Module.

Service Agreement Compliance Certification

Service Agreement Compliance Certification (SACC) forms part of the compliance obligations. All
service providers are required to submit an annual SACC to the Department three months after your
financial operating period. You can nominate your own reporting period (for example, if you operate
a private entity which does not have a reporting period).

The SACC involves answering questions online relating to:
® Financial Management

Risk Management
Staff Safety Screening

Privacy and Data protection.

Occupational Health and Safety

High level overview of the SACC process:

submits SACC

Service Service Serw_ce . Department
Provid " Provider with X

rovider Provider . h . reviews the

. Service full compliance Department is
acc their - . SACC and data
SACC f : Provider to notified that ;
orm services . in Desktop

ia th ! attaches requirements SACC has X X
via the against the . . e review which
Service Service financial answers ‘yes been both inform
Adgreement Adgreement statements to all submitted itori
Mgd 0 gre questions and monitoring

odule requirements requirements
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https://fac.dffh.vic.gov.au/my-agency-non-dffh-and-dh-staff
https://fac.dhhs.vic.gov.au/guidelines-service-agreement-compliance-certification-form-0
https://fac.dhhs.vic.gov.au/how-complete-service-agreement-compliance-certification

Completing the SACC

You will receive a reminder email when your SACC is due. You will need to log into My Agency and

then follow the below instructions.

To submit your SACC along with supporting compliance documents, follow these steps:

1) Select the Compliance tab.

a Using this module

€ oid ag

e Invoices

o Current A

0 Contracts

10 # e

Harme

Frimary Contact
GET Payable

Grant all permissions to all users

Incorparation Information

neorporaton

Acguinal  Centacts  Locations

Compliance

Open SACC Form

Fyoe Sub Type
nssrmnca Fland PL
ACC Annugl
rsurance Pland PL
EACT Annual
nsurance Pland PL
FACT Annual
FACT Annual
FACT Annual
FACs Annual
isk Attestation

ABN
Trading As
Common Nams

GET Registered

Crganisaton Reporting Pena

Types |Private Far Profi ~ | Department Advisers |

Sub Type !Ch:mrms Senag ™ Parent

ancial Year |~

Payment Frequency. |Monthiy

RETI Agraed

Incorporation Act

View Submitted SACC

| hip Hisrarchy Current 2ld
®

Description Due Date Status Locations Cantact Start Date

1/10:2021 Open 110/2021
Service Agreement Cc30/9/2021 Campleted 1/7/2020
Guild Insurance Palicy /102020 Completed 102020
Service Agreement Co3 {1] Campleted 17729
Guild Insurance: Early30,/4/201% Completed 302G
Service Agreement Cc28/9/201% Campleted 17zma
Servica Agreement Co28/%/2018 Completed uhem?
Service Agreement Ced/10/2017 Camgleted 17rzme
Servica Agreement Co28/4/2016 Completed U5
Under clause 20 2 of 1/10/2015 Campleted 17ema

Insurance Datail: | Mo WMIA Insurance

End Date

30/9/2022
30/6/2021
307972021
30/6/2020
307972020
30/6/2019
307672018
30/6/2017
02

30/6/2015

Submitted Date

28/7/2021
28720N
31772020
217872020
31/7/2019
7812018
270972017
1AN2NE

13/4/2015

Verified Date

13/9/2021

20/8/2019
13/8/2018
12010/207
261002016

a0/7/2015

Q

Completed Date A
'IIJQ."ZOZ'I

28972021

7/8/2020

217872020

22/8/2019 z
231872018 7
25127 z
NN 4
30/7/2015

2) Select the SACC record to be completed — it needs to have ‘Open’ under the heading ‘Type’.

Acquittal ~ Contacts

Compliance

Locations

Open SACC Form [UEIESTRIMIEEEEINE

Sub Type Description

Relationship Hierarchy ~ Attachments

rrent Agreements

ML/

Due Date Stat

Service Agreement C31/10/2018 Open

Locations.

0ld Agreements

| @

Contact Start Date End Date

/712017 30/6/2018

Submitted Date

Verified Date

Completed Date

AGM Date

24/10/2018

3) Select the tab Open SACC form.
4) The SACC form will be displayed (see below for example of the first screen).
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State Government of Victoria, Australia

Service Agreement Compliance Certification form

Id: orgia | Organisation: oranaisation name

The officer submitting this certification should be a Director, Chairperson, Chief Executive Officer, President, Principal, Treasurer or similar authorised roles.

This certification applies to the reporting period 07/11/2019 to 22/11/2019.

Financial Management Questions

1 Use of funding Yes
Has your organisation used the funding received from the department(s)/authority for this reporting period on the services In part
specified in the Service Agreements?

No
2 Financial viability Yes
Is your organisation financially viable and able to continue to provide services on behalf of the department(s)/authority? No
3 Financial management Yes
Has your organisation prepared its financial reports, including any audit requirements, in line with relevant legislative In part
requirementis?

No
4 Assets Yes
Does your organisation certify that it maintains an asset register, if it has received funding of $5,000 or more from the In part
departments/authority for the purchase of asset, assets or part of assets in the format recommended by the
departmentfauthority as outlined in the Service Agreement Requirements? (Please respend ‘not applicable’ if your organisation No
does NOT receive funding for the purchase of asseis)

Not Applicable

Depending on the organisation’s reporting requirements, you may be required to complete two,
three, four or all five sections of the SACC. The system will only display the sections you are required
to complete.

Occupationa =5 and

1 Occupational Health and Safety
Does your organisation have Occupational Health and Safety policies, procedures and systems in place to meet compliance L
with the Occupational Health and Safety Act 2004, and which specifically identify and provide for training of employees on the N

management of all safety hazards and risks relevant to the services being provided and the clients receiving the services? o

If you answered 'NO’ to the occupational health and safety question above, ple vide somegri (one or two
sentences) of the actions your organisation is undertaking to improve your occl alth an’ actice in response
to the question above.

|Save|Submit

5) The SACC form can be saved at any time, and you can return to the form.

6) Once the SACC form has been completed, select the Submit button. The SACC should only be
submitted by an authorised person.

If you answer 'No' or 'In part' to any of the questions, you will be required to provide brief details of
the actions your organisation is taking to improve practices in response to the questions.

For example, you might answer ‘In Part’ to the risk management practice question, with the
following comment: ‘Risk management strategy is being reviewed and is expected to be completed
by June 2022’
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You may be contacted by your department regional office to discuss any comments like this.

e
Acquittal Contacts Locations Relationship Hierarchy Attachments Current Agreements Old Agreements Deskiop Review Compliance ‘
Compliance
Open SACC Form RN e [~]| | @
_—
Type Due Date Status Locations Contact Start Date End Date Sub
SACC Agreement C30/9/2018 Open 1/7/2017 30/6/2018
SACC Annual Service Agreement C29/11/2017 Verified 1/7/2016 30/6/2017 21r
SACC Annual Service Agreement C30/11/2016 Completed 1/7/2015 30/6/2016 31r
FAR Annual Your organisation mw30/9/2015 Completed /772014 30/6/2015 16/
Attachments
Attachment Name File Extension File Size (KB} Created By Created Date
Annuzal Report 2018_2019 for Org Name - Org ID  docx 9,862 16/10/2018

The submitted SACC form can be viewed by clicking on ‘View submitted SACC’ but this will be a

read only version.

O Using this module B Organisations o Current Agreements o Old Agreements o Invoices 0 Contracts

Organisations List

Organisation Name

= - ] — — S—
D&w ABN I Type'w (Private Non P-‘-)l W

Name& Trading As | Sub Type: |Other Agency |V

Primary Contact ' Jrganisation Reporting Pericd: (Calendar Year |v

Bi-Monthly

Incorporation Information

—_—— —
on Act: [Associations Ing v ncorporation Act #

Acguittal ESGRICISECEN |ocations Relationship Hierarchy  Aftachments  Current Agreements  Old Agreements  Desktop Review  Compliance

Contacts

If you need help with your SACC, you can contact your regional office at the Department. The
name of the person linked with your Service Agreement will be on this page.
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Adding FAR/ACFE BGS documentation to the SACC record

If you are required to provide financial documentation, as part of your FAR, you can:

— add a copy of your annual report containing financial statements or
— add a URL to a publicly accessible website, if your annual report is available online.

If your agency doesn't produce an annual report, you can complete a financial indicator statement
(FIS) or a cash indicators statement (CIS). FIS and CIS templates can be downloaded from the Funded
Agency Channel. If you are required to provide ACFE BGS document, as part of ACFE guidelines, you
can add a copy of your BGS.

1. On the Compliance tab, select the SACC record to be completed via selecting the word SACC on
the far left of the record. The record will be highlighted. Scroll to the bottom of the screen and
locate the Attachments section. Select New File.

Acquittal Contacts Locations Relationship Hierarchy M Current Agreements  Old Agreements  Deskiop Review

Comphance Not this tab

(IR S Sl View Submitted SACC |VH | @
Type Sub Type Description Due Date Status Locations Contact Start Date End Date Submitted Date Verified Date
SACC I Annual Service Agreement C30/9/2018 Open 1/7/2017 30/6/2018
SACC Annual Service Agreement C29/11/2017 Verified 1/7/2016 30/6/2017 217122017 16/1/2018
SACC Annual Service Agreement C30/11/2016 Completed 1/7/2015 30/6/2016 31/1/2017 312m7
FAR Annual Your organisation m30/9/2015 Completed 1/7/2014 30/6/2015 16/2/2016 17/272016
Risk Attestation Under clause 20.2 of 30/9/2015 Completed 1/7/2014 30/6/2015 16/2/2016 17/2/2016
Risk Attestation Under clause 20.2 of 30/9/2014 Completed 1/7/2013 30/6/2014 19/11/2014 15/4/2015
FAR Annual Your organisation m29/9/2014 Completed 1/7/2013 30/6/2014 19/11/2014 16/12/2014
Risk Attestation Under clause 20.2 of 12/11/2013 Completed 1/7/2012 30/6/2013 19/11/2014 15/4/2015
FAR Annual Your organisation mi12/11/2013 Completed 1/7/2012 30/6/2013 6/11/2013 4/12/2013

X A V¥V ¥
Attachments
& New File
Attachment Name File Extension File Size (KB) Created By Created Date Comm:

2. The Choose File to Upload pop up box will display. Highlight the document you wish to attach
(you can only upload one document at the time) and select Open.

ah
W ACA

Victoria


https://fac.dhhs.vic.gov.au/financial-indicator-statement-template
https://fac.dhhs.vic.gov.au/cash-indicator-statement-template

&l Choose File to Upload

i(__—) (—__): * 1 | « Documents » Files vl Search Files 2
Organize * New folder E - [ @
1% This PC " |IE|_]AnnuaI Report 2018_2019 for Org Name - Org ID.docx |
4 M| This PC
> g Desktop

> | Decuments

> @ Downloads

> W Music
> | & Pictures
> @ Videos v
File name: | Annual Report 2018 2019 for Org | v | All Files (%.7) v
Open |v Cancel

3. This will take you back to the Compliance Attachments section and the document you added will
display in the Attachment Name field. If required, you may also add comments (in the
Comments field).

Attachments Q 1-Tof1 "
& New File
Attachment Name File Extension File Size (KB) Created By Created Date Comments
|Annual Report 2018_2019 for Org Name - Org ID | docx 9,862 16/10/2018 I I

A comprehensive guide to completing your SACC can be found here.

Funded Organisation Performance Management
Framework

As part of your Service Agreement certain areas of compliance must be met. The Funded

Organisation Performance Monitoring Framework (FOPMF) is the audit tool used to monitor service
agreement compliance.

This audit tool consists of a series of questions relating to:
® governance
® service delivery

® financial management.
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https://fac.dffh.vic.gov.au/how-complete-service-agreement-compliance-certification

One of the purposes of the monitoring is to allow for early identification of issues and provide the
opportunity for more support to you to meet compliance and improve performance. If an issue is
identified, Department staff will work with you to assess the risk of that issue and support your

organisation to work through any actions.

The monitoring will usually take the form of a meeting with a staff member from your regional Early
Childhood Improvement Branch.

You will be given an outline of the requirements beforehand to prepare adequately. It would be
advisable to prepare any documentation before your meeting and send it through to the assigned
staff member. You will also be required to have the documentation available for the meeting.

The following pages outline the checklist of questions that will be discussed during your meeting.

Organisation Monitoring Checklist

1

4

ah

Can the organisation provide clear
documented roles, responsibilities
and accountabilities information
about the Board/Committee and
Chief Executive Officer?

Do the members of the
Board/Committee/Owner/Manager
have professional and service
expertise relevant to the
organisation?

Has the
Board/Committee/Owner/Manager
undertaken governance training and
have new members been provided
with orientation material?

Can the
Board/Committee/Owner/Manager

W ACA
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Provide an outline of current roles and
responsibilities of the CEO/Owner/Manager.

A brief description detailing professional and
service expertise of current CEO/Owner/Manager

Provide the following —

e An overview of any governance training
that has occurred in last 12 months

e Governance training plan

Present a copy of the current ‘Quality
Improvement Plan’.



demonstrate that it has a current
strategic/work plan?

5 Is the Board/Committee and Chief
Executive Officer managing its risks
about conflict of interest, fraud and
legislative compliance?

6 Inthe previous 12 months, has the
organisation submitted its Service
Agreement Compliance Certification
Form on time?

7 Is the organisation financially viable
and are there any follow ups
required?

8 Does the organisation have a system
for tracking police checks and
working with children checks?

9 Does the organisation have a system
for referee checks and a recruitment
form for disclosure of any formal
disciplinary action?

10 Does the organisation maintain and
use an incident reporting register?

ah
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Please provide a copy of the conflict of interest
policy and fraud prevention procedures.

Discuss the viability of the service.

Consider providing the following —

A recruitment form documenting that a
police check will be undertaken.

A form tracking police checks and working
with children checks.

Evidence of the recording of kindergarten
teachers VIT registration.

Consider providing the following —

An example of a recruitment form that
includes a section for referee checks and a
section to enable potential employees to
notify the organisation of previous or
current formal disciplinary action.

Consider providing the following —

An example of incident reporting data.
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Does the organisation undertake
analysis of incidents and have
strategies to prevent reoccurrence?

Does the organisation have systems
and processes for records
management?

Does the organisation have evidence
that it is active in applying systems
and processes as it relates to privacy,
protective data security and data
quality, and is preparing to be
compliant with the Victorian
Protective Data Security Standard
(VPDSS) by July 2018?

Does the organisation have evidence
to demonstrate compliance with the
Child Safe Standards?

W ACA
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e A copy of the organisation’s incident
reporting procedure document.

How are strategies communicated to the whole
team?

e A brief description detailing the
organisations record management
processes

e lLarge organisations may provide record
management procedures.

Refer to website:
https://www.staysmartonline.gov.au/protect-your-
business/why-cyber-safety-matters-your-business

Provide evidence including policy and practice.

Consider providing the following documentation
that demonstrates compliance/implementation
of Child Safe Standards —

e Policy/Strategy/Plans
e Staff Code of Conduct
e Staff Training

e Reporting Procedures
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Service Monitoring Checklist

Question

Is the organisation responding to and
managing incidents as per
department policies?

Does the organisation have
accessible information for service
users about how to lodge a
complaint?

Does the organisation have
information for staff about how to
respond to a complaint?

Does the organisation use
information about complaints to
improve services?

Is the organisation currently
compliant with mandatory
accreditation requirements?

Is the organisation meeting its
service plan performance measure
targets?

Are the safety and wellbeing policy
requirements for service users being
met?

Has the organisation provided the
fire risk certificates?

W ACA

Victoria

Supporting Documentation

Please provide a recent ‘Incident Report’ and
discuss processes including any recent reports
made to the Department.

Complaints policy/documentation as provided to
service families.

Complaints policy/documentation as provided to
service stdff.

An explanation of how complaints are used to
inform service delivery and improvement.

Discuss QA Rating.

Provide a copy of the Enrolment and Fee policy
that includes the ‘Priority of Access’. Explain how
these are being implemented.

Provide policies that may include access and
participation. Provide evidence of policy and
practice relating to inclusion.

Question Not Applicable.
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Does the organisation have a fire risk
management strategy in place
including an emergency
management plan?

Is the organisation undertaking
mandatory staff training?

Is the organisation managing its
financial risk about the impact of
internal changes and/or government
reforms?

Victoria

Local or regional emergency management plan.
Present a copy of the ‘Emergency Management
Plan’ including information on drills, evacuation
and lockdown procedures.

An overview of mandatory training provided to
staff and tracking of mandatory requirements
including First Aid, CPR, Anaphylaxis and Epipen.

Please provide sample of staff
training/professional development planned or
completed.

If applicable, a description of any current financial
changes likely to impact service delivery.
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Resources for service providers

Early Childhood Improvement Branches (ECIB)

Service providers can access support and guidance from the Early Childhood Improvement Branch
(ECIB) based in their region which can be contacted here.

Each ECIB consists of Early Childhood Performance and Planning Advisers (ECPAPA), Kindergarten
Improvement Advisers (KIA) and Early Childhood Funding Advisers (ECFA) to assist with all aspects of
providing a funded kindergarten program.

Department of Families, Fairness and Housing

This Victorian government department is responsible for child protection, prevention of family
violence, housing, disability, multicultural affairs, LGBTIQ+ equality, veterans, and the offices for
Women and Youth. It is also where the Funded Agency Channel (FAC) sits. The FAC supports the
partnership of the Department of Families, Fairness and Housing, the Department of Health, the
Department of Education and the agencies they fund.

The FAC is where service providers that hold Service Agreements can log in, complete training and
find further information about the requirements of their service agreement.

Kindergarten Funding Guide

The Kindergarten Funding Guide was developed by the Department and is designed to assist service
providers that already provide kindergarten programs and currently receive kindergarten funding or
wish to apply for kindergarten funding. It provides detailed information about the types of
kindergarten funding available, the eligibility criteria for the funding, how to apply for the funding
and how to comply with operational requirements once the funding has been granted.

You can also find the most up-to-date information about kindergarten funding, eligibility and
compliance at www.education.vic.gov.au/childhood.
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https://www.vic.gov.au/contact-early-childhood-improvement-branch
https://fac.dffh.vic.gov.au/
https://www.education.vic.gov.au/childhood/providers/funding/Pages/kinderfundingcriteria.aspx

Tr

aining for service providers

Funded Agency Channel

Ther

e is training available to support service providers navigating the requirements for their service

agreement through the Funded Agency Channel training.
This training covers:

service agreement structure

key elements of the FAC website

ebusiness registration

accessing My Agency and the role of the Organisation Authority

running reports in My Agency and understanding funding, targets, invoices and other service
agreement data

key functions in the Service Agreement Module

updating contact details

completing the Service Agreement compliance certification (SACC)
completing Service delivery tracking

viewing current and old agreements and accessing contracts

ah
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https://fac.dffh.vic.gov.au/fac-online-training

Connecting you with Victoria’s
Early Childhood Education &
Care sector.

ictol ¥

Q 1/1535 Dandenong Road, Oakleigh VIC 3166
t. (03) 95322017

= vic(@childcarealliance.org.au

% vic.childcarealliance.org.au
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