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Policy last updated
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Scope

e Schools
e School councils

Contact

There are multiple contacts for this topic. Refer to the Contacts heading at the bottom of this page
for details.
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Policy

Policy

This policy outlines the ways in which school councils can request payments or
voluntary contributions from parents and ensures that parent payment practices in
schools are consistent, transparent and that all children have access to the
standard curriculum.

Summary

e All students in Victorian government schools must have free access to
instruction that is offered by a school to fulfil the curriculum requirements in
the eight key learning areas of the Victorian Curriculum F-10, the Victorian
Certificate of Education (VCE) and the Victorian Certificate of Applied
Learning (VCAL).

e School councils can only request payments from parents under 3 categories:
Essential Student Learning Items, Optional Iltems and Voluntary Contributions.

e Schools must consider the Financial Help for Families Policy

<http://www2.education.vic.gov.au/pal/financial-help-families/policy> and make
arrangements for families who are experiencing financial hardship and unable
to make payments.

¢ Schools must have their parent payment arrangements approved by their
school council and uploaded onto their public websites.

¢ Schools cannot:

o deny students access to the standard curriculum program, refuse
instruction or disadvantage students on the basis of payments not being
made for education items or activities

o request payments from parents for school operating costs (for example,
utility costs) or general and unspecified charges (for example, subject
levies)

Details

Schools and school councils must adhere to the Parent Payments Policy which is
outlined as follows.
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Free instruction

All students in Victorian government schools must have free access to instruction
that is offered by a school to fulfil the standard curriculum requirements in the 8 key
learning areas:

1. English

2. Mathematics

3. Sciences (including physics, chemistry and biology)

4. Humanities and social sciences (including history, geography, economics,
business, civics and citizenship)

5. The arts

6. Languages

7. Health and physical education

8. Information and communication technology and design and technology.

Free instruction includes the teaching staff, administration and the provision of
facilities in connection with the instruction of the standard curriculum program,
including reasonable adjustments for students with disabilities.

Schools cannot deny students access to the standard curriculum program, refuse
instruction or disadvantage students on the basis of payments not being made for
education items or activities. Schools cannot withhold student access to enrolment
or advancement to the next year level as a condition of payments being made.

Parent payment categories
School councils can only request payments from parents under 3 categories:
1. Essential Student Learning Items

Essential Student Learning Items are items and activities which the school deems as
essential for student learning, without which, students would be unable to access
the school’s delivery of the standard curriculum.

Where practical and appropriate, parents may choose to purchase essential items
through the school or provide their own. Where a child cannot provide an essential
student learning item or participate in an essential activity, the school must make
alternative arrangements e.g. make the item available through the school or provide
alternative financial support options.

Essential Student Learning Items do not include:

» school operating costs (refer to School operating costs in the Guidance
<http://www2.education.vic.gov.au/pal/parent-payment/guidance> tab)

e generic subject levies or fees

e non-curriculum related costs
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e unspecified charges

Schools must be able to justify why an item or activity has been categorised as an
Essential Student Learning ltem.

Refer to Essential Student Learning Items in the Guidance section for further
information.

2. Optional Items

Optional Items are items and activities that enhance or broaden the schooling
experience of students and are offered in addition to the standard curriculum.
Students access these on a user pays basis.

Optional Items include non-curriculum-based school events, optional excursions
and camps, optional sporting or music programs and materials that don't relate to
the standard curriculum such as school magazines.

3. Voluntary Contributions

School councils can invite parents to make a voluntary contribution to support the
school. Voluntary Contributions can be for general or clearly explained specific
purposes that relate to the school council’s functions and objectives. Where a
Voluntary Contribution is requested for a specific purpose, the funds may only be
used for that purpose.

There are no obligations on parents to make any Voluntary Contributions and
schools cannot refuse students instruction in the standard curriculum if their
parents do not contribute.

Financial help for families

Schools have a commitment and responsibility to be responsive to parents who may
be experiencing either short-term or long-term financial hardship.

Schools must:

e ensure costs to parents are kept to a minimum and made affordable for
families

e consider the Financial Help for Families Policy and make arrangements for
families who are experiencing financial hardship and unable to make
payments for their child

e nominate a parent payment contact person(s) to support families with parent
payment arrangements

Refer to Financial Help for Families <http://www2.education.vic.gov.au/pal/financial-

help-families/policy> for further information.
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School’s parent payment arrangements

Schools do not need to develop their own school-level parent payment policy.
However, schools should develop their own parent payment arrangements that suit
their local context. Parent payment arrangements include the school’s:

e payment requests to parents for items and activities. tems and activities must
be clearly specified, accurately costed and itemised using the 3 categories

e financial support options for parents experiencing financial hardship

e payment methods

Schools must:

¢ have their parent payment arrangements approved by their school council
prior to communicating it to parents

e upload their parent payment arrangements onto their school website for
transparency (refer to Uploading parent payment arrangements onto the
school website in the Guidance <http://www2.education.vic.gov.au/pal/parent-
payment/guidance> tab)

Schools must use the Parent Payment Arrangements Template

<https://content.sdp.education.vic.gov.au/sites/default/files/2020-08/Parent-
Payments-Arrangements-template-2020_2.docx> to develop arrangements and
communicate these to parents.

Definitions

Standard curriculum
Standard curriculum is the Victorian Curriculum F-10, Victorian Certificate of
Education (VCE) and Victorian Certificate of Applied Learning (VCAL).

Related policies

e Finance Manual — Financial Management for Schools

<http://www2.education.vic.gov.au/pal/finance-manual/policy>
e Financial Help for Families <http://www2.education.vic.gov.au/pal/financial-

help-families/policy>
e Personal Devices — Access <http://www2.education.vic.gov.au/pal/personal-

devices/policy>
e School Council — Powers and Functions

<http://www2.education.vic.gov.au/pal/school-council-powers-and-
functions/policy>
e Student Dress Code <http://www2.education.vic.gov.au/pal/student-dress-

code/policy>
e Students with Disability <http:/www2.education.vic.gov.au/pal/students-

disability/policy>
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Relevant legislation

e Charter of Human Rights and Responsibilities Act 2006 (Vic),
<https://www.legislation.vic.gov.au/in-force/acts/charter-human-rights-and-

responsibilities-act-2006>
e Education Training and Reform Act 2006 (Vic)
<https://www.legislation.vic.gov.au/in-force/acts/education-and-training-

reform-act-2006>

Contacts
Schools

For support with the Parent Payments Policy and your school’s parent payment
arrangements, you can contact the Parent Payments Team on 1800 955 913 or emaiil
parent.payments@education.vic.gov.au

<mailto:parent.payments@education.vic.gov.au>

Parents

For general queries about the Parent Payments Policy you can contact the
Department’s general enquiries line on 1800 338 663 or

email enguiries@education.vic.gov.au <mailto:enquiries@education.vic.gov.au>

If you have any queries in regards to your school’s parent payment arrangements
please speak with your school first.

Contact

There are multiple contacts for this topic. Refer to the Contacts heading at the bottom of this
page for details.
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Guidance

Guidance
Finance

Finance manual

School budgeting and reporting for parent payments and contributions must follow
the procedures outlined in the Finance Manual — Financial Management for
Schools <http://www2.education.vic.gov.au/pal/finance-manual/policy> and Parent
Payments Policy <http://www2.education.vic.gov.au/pal/parent-payment/policy> .
These include, but are not limited to:

e school councils must approve, in a timely manner, parent payment
arrangements

e any payment must be accurately recorded in CASES21

e receipts must be issued immediately to parents upon payment

e records of payments and contributions must be kept confidential

School operating costs

Schools cannot request payments from parents for school operating costs. This
includes:

e teacher support or professional learning

e utilities such as electricity and internet

e school equipment (for example, sports equipment for physical education)

e administrative costs such as merchant fees associated with electronic
payment transactions, sending text messages or letters to parents,
administration software, photocopying and insurance or equipment
maintenance

Outstanding payments

Schools can issue reminder notices to families for unpaid Essential Student
Learning ltems and Optional Items, but no more than once per term.

Schools cannot penalise students if payments for Essential Student Learning ltems
or Optional Items are outstanding, including:

e denying students access to the standard curriculum
e harassing or coercing parents to make payments
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e carrying over debts for purchased items and completed activities to the
following school year unless otherwise agreed
e charging penalty fees
e using a debt collector to recover outstanding payments
e denying students access to Optional Items if payment has not been received
for Essential Student Learning Items

Schools must consider assistance to families experiencing financial hardship on a
confidential and case by case basis. Schools should also exercise discretion prior to
generating reminder notices for unpaid items for families experiencing hardship.
Refer to Financial Help for Families <http://www2.education.vic.gov.au/pal/financial-

help-families/policy> for further information regarding schools assisting parents
experiencing financial hardship.

Refunds

Refunds should be worked out on a case by case basis at the local school level and
schools have the discretion to provide refunds to families and should do so where it
is reasonable and fair (for example, if the school has not incurred a cost).

If the school has incurred costs, the school should act reasonably and take into
consideration the Financial Help for Families Policy and relevant arrangements,
including support for families experiencing hardship. For example, schools should
consider refunding families for unavoidable event cancellations if a family
experiences a crisis or sudden serious illness and the student can no longer attend
the event.

If the school decides to provide a refund, then parents need to agree and advise the
school where the refund should be paid. If that agreement cannot be reached, the
refund is usually paid into the account from which the money came. Where the
payment was made in cash, the school should wait until the parents reach an
agreement and advise the school.

Seeking payment for damage to or loss of school property

Schools have the discretion to request that parents contribute to the cost of
damaged or lost items owned by the school if their child was responsible for
damaging or losing the item.

Schools must continue to facilitate student access to the standard curriculum
regardless of whether payment for damage to or loss of items are made. Before
requesting payment for damaged or lost goods, schools should consider factors
including financial hardship.

If a student damages school infrastructure or buildings (for example, windows),
schools should not seek payments for damages, however, schools can invite all
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parents to make a general or specific (for example, building fund) voluntary
contribution towards repair.

Voluntary Contributions

Voluntary Contributions to schools are only tax deductible if they are:

e donations which have been endorsed by the Australian Taxation Office and
have a Deductible Gift Recipients status
e donations to special schools with a Deductible Gift Recipients status

Refer to the Finance Manual for Schools

<http://www2.education.vic.gov.au/pal/finance-manual/policy> for further
information on this.

Parent Payment Categories
Essential Student Learning Items

As each school delivers the curriculum differently and based on their own local
context, it is at a school’s discretion to determine whether an item or activity is
essential for student learning.

Essential Student Learning Items do not include:

e School operating costs (see School Operating Costs in the Guidance section)
e Generic subject levies or fees

e Non-curriculum related costs

e Unspecified charges

Schools cannot deny students access to the standard curriculum program, refuse
instruction or disadvantage students on the basis of payments not being made for
educational items or activities.

As students cannot access the school’s delivery of the standard curriculum without
Essential Student Learning Items, the school must ensure that all students have
access to Essential Student Learning Items and can participate in essential
activities, regardless of whether payment is received.

This differs from optional items and activities which are provided on a user-pays
basis and schools do not need to provide students access to the item or activity if
parents have not paid for these.

Schools must ensure there are arrangements in place to support all students with
access to Essential Student Learning Items including making them available
through the school or providing alternative financial options if parents are unable to
pay for them.
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Communications and school arrangements

Communications to parents

Communications to parents must begin at least 6 weeks prior to the end of the
previous school year to enable parents to plan and budget accordingly.

When inviting parents to purchase items and activities, communications must
include:

e clear descriptions of each of the 3 parent payment categories and the items
and activities to purchase

¢ alink to the Department's Parent Payments Policy

¢ the details of the nominated school parent payment contact

e the availability of financial help for families arrangements

Schools must use the Parent Payment Arrangements Template

<https://content.sdp.education.vic.gov.au/sites/default/files/2020-08/Parent-
Payments-Arrangements-template-2020_2.docx> when developing communications
to parents.

All communications must use language that is easy to understand, is culturally
appropriate and if required translated into multiple languages. Refer to Interpreting
and Translation Services <http://www2.education.vic.gov.au/pal/interpreting-and-

translation-services/policy> for further information.
Uploading parent payment arrangements onto the school’s website

Schools must upload their school council approved parent payment arrangements
onto their school’s public website 6 weeks before the end of the school year.

A school’s parent payment arrangements include all communications with parents
in relation to parent payments including booklists and school fee schedules for each
year level.

Schools must use the Parent Payment Arrangements Template

<https://content.sdp.education.vic.gov.au/sites/default/files/2020-08/Parent-
Payments-Arrangements-template-2020_2.docx> to complete their arrangements
for each year level and upload the completed templates once they have been
approved by school council.

School websites must also include a link to the Department’s Parent Payments
Policy on the same page as the school’s parent payment arrangements.

Parent payment contact person
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The school must nominate suitable staff members to be parent payment contacts
to respond to parent queries and facilitate financial help for families arrangements
on behalf of the school.

This may be one or two staff members, including the Principal, Business Manager or
welfare officer, who can be responsible for working with parents to determine,
negotiate and maintain appropriate responses on behalf of the school.

Refer to Financial Help for Families <http://www2.education.vic.gov.au/pal/financial-

help-families/policy> for further information.

Breaching the Parent Payments Policy

The Department conducts regular reviews of schools’ parent payment
arrangements to ensure schools adhere to the Parent Payments Policy.

If a parent is of the view that a school is incorrectly applying the Parent Payments
Policy or they are being incorrectly charged for items or activities, they will be able
to raise concerns with the Department to follow up with the school.

If a school is found to be in breach of the Parent Payments Policy and incorrectly
charging parents for items or activities, the Department will work directly with and
support the school to make the relevant changes and to re-communicate its parent
payment arrangements to the school community. Where money has been
incorrectly received from parents they may need to be credited or repaid.

Applying the policy to specific examples
Alternative methods of instruction

Schools can request payment from parents for alternative methods of instruction
(for example, Montessori Method of Education) that are offered in addition to the
standard curriculum. These programs should be categorised as Optional Items and
provided on a user-pays basis.

Schools should seek additional advice from the Department when categorising any
form of instruction as an alternative method of instruction.

Additional academic programs and electives

Schools can request payments from parents for additional academic programs (for
example, extension programs, special LOTE programs) and elective subjects that
are offered in addition to the standard curriculum. These programs should be
categorised as Optional Items and provided on a user-pays basis.

Book packs and stationery packs
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Schools can request payment from parents for book packs or stationery packs
under Essential Student Learning Items. When doing so, schools must ensure items
within the book pack or stationery pack are clearly specified and itemised so
parents are aware of what they are purchasing. Schools can purchase the
stationery items in bulk and then calculate as accurately as possible the cost of
items per student.

It is at the discretion of the school as to how the items in the book pack or stationery
pack are distributed to students, including sending the pack home with the student
or keeping the pack in class and distributing the items throughout the year, as
required.

Classroom items

Schools cannot charge for school operating costs under Essential Student Learning
ltems. This includes classroom items used for learning and shared class sets, for
example, maths blocks for numeracy, class sets of scissors, class sets of textbooks.
While these items are essential for student learning, students do not take
possession of and keep these items.

Schools can ask parents to make a Voluntary Contribution towards these items.
Consumable items

Schools can request payment from parents for consumable items under Essential
Student Learning Items where students use the items to make something that they
take possession of and keep or consume, for example, craft materials, cardboard,
robotic kits, food ingredients.

Schools cannot charge parents for school operating costs under Essential Student
Learning Items. This includes general classroom items that are required for learning
but that students do not use to make something that they take possession of and
keep or consume, for example, crayons for drawing in art, chemicals in science.
Schools can ask parents to make a Voluntary Contribution towards these items.

CRT costs for optional school camps or excursions

If the school deems a camp or excursion is optional and it is not part of the
standard curriculum program, parents will need to pay the excursion costs if their
child is to attend. Schools may charge parents for all costs of an optional camp or
excursion, including the cost of transport, food, entry fees and accommodation for
their child and any teacher(s) attending the optional camp or excursion. Schools
can also charge for the cost of a Casual Relief Teacher who is engaged for the
purpose of supporting the optional camp or excursion. However, schools cannot
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charge parents for the salaries of Department teaching staff attending the
excursion.

Digital devices

Schools can request co-contribution from parents/carers towards the purchase or
lease of a device under Essential Student Learning Iltems. They can also request
that students provide their own device (for example, BYOD), which parents/carers
either purchase or lease directly. If a parent is unable to co-contribute to a device or
provide their own then schools must ensure that equitable access to a device is
provided. Please refer to the Personal Devices — Access

<http://www2.education.vic.gov.au/pal/personal-devices/policy> policy for further
information.

Schools can also request voluntary contributions towards IT equipment for the
school. This must be categorised under Voluntary Contributions.

Excursions

If a school deems an excursion to be essential to the standard curriculum then this
can be included under Essential Student Learning Items. Schools should clearly
outline (where possible) the planned excursions and associated charges. Schools
can also charge for excursions throughout the year as these occur.

If an excursion is offered in addition to the standard curriculum then this should be
categorised under Optional Items.

Generic fees/levies

Schools cannot charge for generic fees or levies under Essential Student Learning
ltems, for example, Art fee, Year 8 fee, English Levy. Items need to be clearly specified
and itemised so parents are aware of what they are being charged for. If a school is
requesting payment from parents for consumable items within these subjects then
this needs to be specified, for example, consumable items for art such as glitter,
cardboard, craft materials.

Inter-school/whole-school sports events

If a school deems a specific sports event to be essential to the standard curriculum
then this can be categorised under Essential Student Learning Items. If the event is
offered in addition to the standard curriculum then this can be categorised under
Optional Items or schools can invite parents to make a Voluntary Contribution
towards this.

Photocopying/printing
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Schools cannot charge for school operating costs under Essential Student Learning
ltems which include administration costs such as photocopying, printing or the
paper used for each. This includes the photocopying or printing of worksheets and
exam papers that should be provided to students for free as part of delivering
education.

Where the school has gone above and beyond general photocopying and printing of
worksheets to create workbooks in lieu of textbooks, these can be included under
Essential Student Learning Items. This is for the school to determine and justify.

Swimming and water safety programs

Schools cannot charge for instruction associated with the school’s delivery of
swimming and water safety programs to meet the Victorian F-10 Health and
Physical Education curriculum.

Schools can charge for pool entry and transport under Essential Student Learning
ltems. However, if parents do not make a payment, schools cannot deny students
access to the swimming program and must ensure that the child has the
opportunity to still learn the required knowledge and skills.

Schools may charge parents for swimming lessons or activities that are additional
to the curriculum and are offered as an Optional Item. These are provided on a
user-pays basis.
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Resources

Resources

e Parent Payments Policy — One Page Overview

<https://www.education.vic.gov.au/PAL/parent-payments-one-page-
overview.docx>

e Parent Payment Arrangements Template
<https://fedugate.eduweb.vic.gov.au/edrms/website/PAL/parent-payments-
arrangements-template.docx> (login required)

¢ Implementation Support Checklist

<https://edugate.eduweb.vic.gov.au/edrms/website/PAL/parent-payments-
implementation-support-checklist.docx> (login required)
e Parent Payment Category Examples — Primary

<https://edugate.eduweb.vic.gov.au/edrms/website/PAL/parent-payments-
category-examples-primary.pdf> (login required)
e Parent Payment Category Examples — Secondary

<https://edugate.eduweb.vic.gov.au/edrms/website/PAL/parent-payments-
category-examples-secondary.pdf> (login required)
e Parent Payment Category Examples — Specialist schools

<https://edugate.eduweb.vic.gov.au/edrms/website/PAL/parent-payments-
category-examples-specialist-schools.pdf> (login required)
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