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How does the IHC Payment Process Work?

Family /
Individual

2.The family
provides full
payment to Hessel

1. Care is provided and Group .
invoiced via timesheets - IG 3. Hessel Group Australian
- FIESSElaroup processes payment
pays the subsidy to Government

and claims the
the family

5. Hessel Group
receives the subsidy

\ 4

Carer/

A

Educator

4. Hessel Group pays
the contractor




This is your timesheet:

‘\

Timesheets are the basis on which your services are invoiced to the family.

They’re the backbone of the entire billing process, and it’s vital that they’re
correct and signed by the family.
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Family Name

|
Educator Fee P/H Educators ABN
Do you have a contract? |Y / N Monday Tuesday Wednesday Thursday Friday Saturday Sunday Weekly hours total
Start
Child 1
Finish
Total Hours 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
Start
Child 2
Finish
Total Hours 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
Start
Child 3
Finish
Total Hours 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
Start
Child 4
Finish
Total Hours 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
Start
Child 5
Finish
Total Hours 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
CALCULATION BOX TOTAL Carer: Please use the cells above in 24 * Note: travel costs are
Total Hours worked 0:00 0.00 hour time format. notincluded in total
Educator fee p/hr| $ _ $ _ family fee and to be
lus Admin F /h S 800 $ Eg:5:00 =5am. 22:00 = 10pm paid directly to the
plus Admin Fee p/nr . - educator at a rate of
TOTAL FAMILY FEE S - Use 5 minute intervals 78¢ per km

Parent / Guardian Signature:

Date:

e Hes

group

5€




Sheet1

				In Home Childcare Attendance Record / TAX INVOICE    payroll@hesselgroup.com.au   |   08 8462 0222 



				Week Ending Sunday														Educator name

				Family Name														Educators Phone

				Educator Fee P/H														Educators ABN



				Do you have a contract?						Y    /   N 		Monday 		Tuesday		Wednesday		Thursday 		Friday		Saturday 		Sunday		Weekly hours total

				Child 1 				Start



								Finish



								Total Hours 				0:00		0:00		0:00		0:00		0:00		0:00		0:00		0:00

				Child 2				Start



								Finish



								Total Hours 				0:00		0:00		0:00		0:00		0:00		0:00		0:00		0:00

				Child 3				Start



								Finish



								Total Hours 				0:00		0:00		0:00		0:00		0:00		0:00		0:00		0:00

				Child 4				Start



								Finish



								Total Hours 				0:00		0:00		0:00		0:00		0:00		0:00		0:00		0:00

				Child 5				Start



								Finish



								Total Hours 				0:00		0:00		0:00		0:00		0:00		0:00		0:00		0:00



				CALCULATION BOX								TOTAL						Carer: Please use the cells above in 24 hour time format.								* Note: travel costs are not included in total family fee and to be paid directly to the educator at a rate of 78c per km

				Total Hours worked				0:00				0.00

				Educator fee p/hr				$   - 0				$   - 0						Eg: 5:00 = 5am. 22:00 = 10pm

				plus Admin Fee p/hr				$   8.00				$   - 0

				TOTAL FAMILY FEE								$   - 0						Use 5 minute intervals

				Parent / Guardian Signature: 																Date:






\‘

* Only the green boxes can be edited.

** Your program may not let you click into non-green boxes. This is ok.

* The correct times and fees will be automatically calculated based on what
you put in to the green fields.

* Accurate timesheets are essential — they’re how we calculate CCS subsidy
and your pay.

* |t is legally required that the family sign the timesheet.

* This can be done digitally, from smart phones, tablets, or computers.
** The process is the same regardless of what device you use.

group |
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This is how you fill it out:

\‘

You will need a spreadsheet app on your device. There are many free options,
most phones will have one pre-installed.

All green fields at the top need to be filled out.
We need to know which children you provided care for.

Your start and end times must be in 24-hour time for the calculations to work.
* For example, 8:15pm should be written as 20:15.
The timesheet will automatically calculate your fee based on which child received

the most care. (If you care for one child for 3 hours, then two children together for
another 3, you get paid for 6 hours.)

group |
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We cannot accept incorrect timesheets!

“

* The timesheet must:
* Be signed by the family
* Include only one week of care
* Include each child on a separate line
* Have all your details on it

These requirements are mandated by law, not
due to internal policy.

group
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This is what a correct timesheet looks like:
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In Home Childcare Attendance Record / TAX INVOICE payroll@hesselgroup.com.au | 08 84620222

Week Ending Sunday 31/03/2019 Educator name Educator Name
Family Name sample Family Educators Phone 0412 345 678 children received
Educator Fee P/H 30 Educators ABN BT different amounts
Do you have a contract? [y / N Monday Tuesday Wednesday Thursday Friday saturday Sunday Weekly hours total Of care. George was
» start 6:00 15:00 - looked after for 27
' Finish 15:00 18:00 e hours, Fred Only for
Total Hours 3:00 5:00 0:00 0:00 0:00 0:00 0:00 (ﬂy 14 hours. The
i Start 6:00 9:00 11:15 B fOrmU|a WI”
o Finish 15:00 18:00 20:25 /\/ automatica | Iy
Total Hours 3:00 9:00 0:00 9:10 0:00 0:00 0:00 ( 27:10 2 Choose the Chlld
start with the most hours
o Finish of care for billing.
Total Hours 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
. Note the
child & calculation box
Tot:lnl—l|jur5 0:00 0:00 0:00 0:00 0:00 000 0:00 0:00 has 2 hou r-figu res.
Start Oneisin
Child 5 ' I R hours:minutes,
Tot:::urs 0:00 0:00 0:00 0:00 0:00 0:00 0:00 the Other in in
CALCULATION BOX TOTAL Carer: Please use the cells above in 24 hour * Note: travel costs are —» fr‘a Ctions Of hOU rsS.
Total Hours worked @7:1@/’/@1} Time tormat. not included in total
Edu.cator fee p/hr| 3 30.00 | § 815.00 Eg: 5:00 = Sam, 22:00 = 10pm f;_ﬁil'-.-' fee and to be paid
plus Admin Fee p/hr 5 .00 s 217.33 irectly to t.he educator
TOTAL FAMILY FEE 5 1,032.33 Use 5 minute Intervals ata rate of 78c per km

Parent / Guardian Signature:

Date:




Once the timesheet is complete, it must be signed.

“

* Your timesheet needs to be turned into a .pdf in order for it to be signed.

* In your spreadsheet program, you should have at least one of these options:
* Save as .pdf
* Print to .pdf
* Export to .pdf

* |t doesn’t matter which option you choose to generate your .pdf, they will
all have the same result.

a8 Hessel



Signing will only work with Acrobat Reader

ull Telstra 10:01 am -

<. adobe acrobat reader @ Cancel

<& Adob d 4
To Downloaad obe reader To Downlc —
f A d . d Adobe Acrobat Reader f Ph z Adobe Acrobat Reader
° ) Sl \iew, Create, Convert, PDFs GET
or Anaroid: or iPhone: ) o
4.3 % (3,256,630 &) - 100 million * =

+ Go to Google Play TE = l . # Go to the App Store
Store i ' + Search for Adobe

+ Search for Adobe B Acrobat Reader

In-app purchases

Acrobat Reader * Click Get

[Ads] Related to your Search

* Click Install * Click Install
% . * Enter password if

PDF Reader for  PDF Reader FDF Converter Ol'hc p r T ‘ p d
Android PDF Viewer 2... - PDF eade ro te
4.3% 4.5% KRR 4 44*

aaaaa

group |
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< m E G)\ '<: E B Mail il T

Android ™

iPhone

1. Open your .pdfin
Adobe Acrobat
T ER T _ Reader.

TOTAL FAMILY FEE

Parant | Guardian Signature: .

5
CALCULATION BOX AL

pencil icon at the
bottom of the
screen.

Parent | o

(@) Hessé




al Telstra =

¢

3. ClickonFillg ([N = B
Sign - i

Ef Comment

@4’ Comment

(& iz > §g¢ Hessél

M Organize Pages




all Telstra = 11:16 am (-

Done A - N Q

in Home Childcare Attendance Record / TAX INVOICE  payrofi@hesselgroup.com.au | 0F 8462 0222

ION 19 Efutator namy Lowcaree Name
famby hame Fducaton Phone 0412 M5 6T
Tducaion Few /W 0 Fducaton AN RN Here
[ Doyouhaeacontract; [V J W | weams Towday | Weedmdy | Thmaey e Semarior Sondry ] Weekly owrs total ] in Recard / TAX INVOICE !
st am nm
fond
Jtn L]
Tortal Howrs. hill S i o i o o m
A 00 R i
Gy

- a-wa Qﬁﬁ:ﬂﬁﬁﬁI H
4. Ask the client

e to create a

LAT! Carer: Please use the cells above in 24 boer * Note: travel costs are .
Total Bours worked| FIET 2727 time format. J
Educator fee pihr| § 3000 5 #1500 SI l la l Ire
phas Admin Fee pihr | § 200§ 21733 E4: 590 = Sam. 2200 - 105m L]
TOTAL FAMILY FIE 3 108233 Use & minute Intervals
Parent/ Date:

Create Signature

Create Signature

group

Create Initials createniials . H esse

Cancel




CANCEL é? = ©

Draw Image Camera

6 Q@ seveonine >

This one is checked (incorrect)

5. Ask the client
to draw their
signature on
the line.

6. Un-check

Save Online /
Save to
Online Profile

7. Click Done.

This one is unchecked (correct)

Camera

Clear

group
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in Home Childcare Attendance Record / TAX INVORCE  payrof@hesselgroupcom.ow | 08 8462 0222

Wk F ] Educator nama tdeeater Nams
famby iame Sarmple Famby 0412 145 678
Fiucatos Fee BN ) Faucaton aa8 AN Mre
D0 you have a conaracty ¥ i'n sty Pasuday sty Thasmay = anaay ey Wwkly hours toeal
et wm um
foed
Fan 150 e
Tota s I o ) e o ) o TA00
swan wm o 1w
Gecrpe
Fan
Tt et
swan
oy
Fiah
Tots Heart
o
i
Pean
Tota s = = | = = = = T
s
s
Fan

CALCULATION BOX

Carer: Please use the cells above in 24 hour

Total Hours worked| 2710 2737 time format.
Educator fee pihr| § 3000 5 #1500
500 = Sam, 22:00 = 1
phus Admin Fee pihr | § 200§ 21733 e g
TOTAL FAMILY FIE 3 108233 Use & minute Intervals

Parent/

* Mote- travel costs are
included in ttal
Tarmidy bew and bo be paid
directly to the educatee
ata rate of 78z par km

Date:

8.

Click on the
pen/signature
icon

O

11:55 am

R Q

fn Home Childcare Attendance Record / TAX INVOICE  payrof@hesselgroup.com.ou | 08 8462 0222

Werh SL/087I019 EduCatin nam Eduwcater Mamt
Family Name Samgple Famdy Fducaton Fhone OALT M5 TR
Eduanos Fee FiH % Educaton AR AB vere
D you have a contracts VI [ Totsiday P Thesrasy = ansdan oy wekly % tatal
stan s 1300
tomt
Fiman e o
Tor oy ] ] ] [T ] oo ) 1400
stan wm 200 jreny
[
Finh 1580 18w )
Yot o [ o= = ) | v [ I L
saan
ooany
P
Tota e T, = O o T v v
s
chata
Fina
Tor s = o O = T O O
ant
chats
Fima
Tota o > [ = T T = = T |
CALCULATION BOX [TOTAL Carer: Please ute the cells above in 24 hour
Total Hours worked] 2710 717 time format.
Educator fee pihr| § 3000|5§ 815.00 famidy paid
plus Admin Few p/tr | § 800 5 21733 Eg 500 = 5am. 22:00 = 10pm directly to the educstce
TOTAL FAMILY FEE E 1.032.33 Lise 5 minute intervals
Parent § Guardian Signatur Date:

|Ab

v X

Hes
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ull Telstra = 11:18 am

10 @& R Q

rl

10

in Hame Childcare Attendance Record / TAX INVOKE  payroti@hesselgroup.com.aw | 08 8462 0222

wesk F ] Educator nama tdeeater Nams
famby iame Sarmple Famby 0412 145 670
Fiucatos Fee BN ) Fauator 414 An or
[ Dovouhavencomracty [V 7 N [ weasr Tovder | Vevdnaniey | Thammaey e Semsrier o s total In Home Childeare Attendance Record / TAX INVOICE  payrofl@hesselgroup.com.au | 08 8462 0222
- o — Wk suon01e Edutator e Esbecater Hame
foed ° Famy Name ‘Sample Fasmdy iz a5 678
Fan 150 e
TeiTs = o ™ T T T T ] Edwiaon fos I £l Educaton AR AB vere
Do you have a contract? AL [ Foster v Thesrasy ey Tansden oy Wirakly Fowrs tatal
swan wm o 1w .
- S I n a t u re to = = =
Fan 1wen wen 028 Yond
Tt et I [ 5 [T [T . Finah 1w wm
Tons Hours 200 s00 ) ) ] [ 200 1460
swan
- stant s 200 1118
Fiah Gesnpe
ot ey =on] =on] = v Fiah 1520 1w EES
Tota s >o0) = O om g o | 0
o
crasa St
Pean . oan
Tota s = = | = = = = T Finah
O Ca I O n O n — — — - — — - - Lid
shant
oasa
o O O . .. E—
arer: Please use the cells above in 24 howr * Note re Tonst howrs S| S T Tor] Sou] = =
\ time format. J
ar " (] (] swant
\sm.s.m.u.ao.mw N —_—
arate of m
se § minuse Intervals = — - == = =
. Carer: Flease ute the cells above in 24 howr
I time forma L
) I \ Eg 500 = Sam. 22:00 = 10pm
\  Use 5 minute intervals

tick / Doneat ™™
the top of the
screen to
confirm.

group
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all Telstra = 12:00 pm

< a E R Q

in Hame Childcare Attendance Record / TAX INVOKE  payroti@hesselgroup.com.aw | 08 8462 0222

Wk

INN19 ESucatar nama Ldwcaner Name
famby hame Sarmple Famidy ALY 345 678
Faucatos Fen B n [om— A vare
Gayouhave acontracty [V 1 W | weesr Pasiday wesnetay | Thndy iy anwdy ey Wi tatal
st am um
foed n 7/ TAX INVOICE | o8 8462 0222
frin 150 s
Total Howry A S Eixy iy iy iy iy lm Weeh AL/oa/2018 Eduater name Efutabior Nass
. = ~ - Farmiy Nase Samsie Famity Eduanoes Phone D412 345 678
— ° Edutator Fee BH = Eduators ABN AN Here
Ll L e Jods C Do you have a contract? ¥ _J W T v Weekly hours total
— T = - = = 5 I O n e you a co Modey it Wadnauday Tharsday ridey Saturdey Larcey SUBALY WOGTH LR}
L] et o LN
st
iy -
P Fimah 1500 P
i I - T Ve e e 5 s e e W |
a re I O = = = no
e Gaorge
e S C I l
- i s s ws _
LT =5 5| =5 55| e o] o T Tatal sty = = = 1] 00 =) | 10
et £
e el
i
Fon
T — = Tatal mnsrs. oe [ [ [ [ | | 0:00
[CALCULATION BOX TOTAL Carer: Please use the cells above in 24 howr te- U1 Seart
Total Hours worked| FEET] 2737 time format. i chad
Educator fee pihr| § 3000 [ 5 #1500 Torridy e ard b2 be paid ey
- 5:00 = Sam, 22:00 = 1
Pl Admin Fee pihr | & =B ] b oo directhy to the educatse T — Tl | [ = e :
TGTAL FAMILY FEE 3 103233 Use & minure Imeress 348 rwte.of 73 par km
Parent { ( e 1 coas
™
N EPTIATS screen e . R B . B
I — —
. (CALEULATION Box [ToTAL Carer: Fieane use the cels abave in 24 heur
Total Hours worked T 717 time format.
Educator fee pihr] § 000] s 1500
g 500 = Sam. 1200 = 3
Py Admin Fee pinr | 5 200 $ 1733 . - pen
TOTAL FAMILY FEE s 1032.33 Ve s mimute wrerals
Parent { Guardian Si < de pm Date:
L

@ ‘B ies
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ull Telstra = 11:19 am

E—

IO ® = .l 78% K 10:29 am

Cancel Share

IHC Contractor Attendance record update

4. Invite People

Each person will receive a unique link. Anyone with access to the link can
view the file.

To:

Name:

12. Select
4. Invite People Share a

Each person will receive a unique link. Anyone with
access to the link can view the file. CO py

To: Enter names or emails...

& GetLink

group |

@  sharea Copy ¢ Getlink zxz H esse

@ Share a Copy




Android-Only Step

Share a copy \

If you continue, this file will be sent as an

attachment. Instead, you can invite people

to view or review your file and track their

13. Select Do not
show again

14. Click Continue

responses.

Do not show again
(Invite People>

group |
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O ® = . 78% i 10:30 am

S (L) ¢

Robyn The My Drive
Thompson  Thommos lawrencelau

O @ &

WhatsApp Discord Save to Drive

AirDrop. Share instantly with people nearby. If they
@ turn on AirDrop from Control Centre on iOS or from

Finder on the Mac, you'll see their names here. Just tap
to share.

15. Select your
email app.

E ‘ 9 (You may have

o mdioid - Blueocth  more than one
to choose from.)

Add to Notes Copy

to Books et

CS —
=
CamScanner HP Print Skype Copy Print Save to Files  Create PDF group
Service

Hesse




E] tIJ O © ‘3““ 78% i 10:31am ull Telstra = 11:21am
. Cancel IHC contractor timesheet
< Compose @ :
To: payroll@hesselgroup.com.au
From lawrencelauram@gmail.com v

Cc/Bcc:

To payroll@hesselgroup.co... Subject: IHC contractor timesheet

Hi, here is my timesheet.
Emaliling THC Contractor Attendance

record updatepdt e B

(-

16. Send your

Here is my timesheet for this week.

timesheet to

payroll@hessel -

o, IHC Contractor...ord update.pdf X group.com.au - -
17. Hit Send The 'm And
1 2 3 4 5 6 7
You're done!
- ;) 8

space

group |

Hesse
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