
Version 1.0 1 
 

 
 
 
 
 
 

 

Service Agreement (Part C) – 
Specifications for Child Safety  
Services      
 
 
The Department of Communities (Child Safety) Servic e Agreement comprises three 
sections: 

• Service Agreement (Part A) - Standard Terms of Fund ing  

• Service Agreement (Part B) - Specific Terms of Fund ing  

• Service Agreement (Part C) - Specifications 
 
 
 
The Service Agreement (Part C) - Specifications is designed to document: 

• Organisation and service details ;  

• Service descriptions; 

• Funded outputs; 

• Service specific additional conditions (if applicab le); and  

• Reporting requirements.  
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Service Agreement (Part C) –
Specifications for Child Safety  
Services      

 
 

Family Services Act 1987 
Child Protection Act 1999 
 
The State of Queensland through the Department Comm unities 
 
 
Name of Organisation/Service Provider:   
ABN/ACN:  
 
Date of Commencement of Service Agreement: [INSERT DATE] 

Date of Expiration of Service Agreement:  [INSERT D ATE] 
 
The Service Agreement relates to the following service(s) provided by You:  

 

Name of service Service number  
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1 Formation of Service Agreement 

1.1 Parts of the Service Agreement  

The following documents form the Service Agreement: 

(i) the Service Agreement (Part A) - Standard Terms of Funding 
http://www.communityservices.qld.gov.au/department/funding/resources/documents/service-
agreement-part-a-v1.pdf , current as at [INSERT DATE]; 

(ii) the Service Agreement (Part B) - Specific Terms of Funding 
http://www.communityservices.qld.gov.au/department/funding/resources/documents/service-
agreement-part-b-child-safety-v1.pdf current as at [INSERT DATE] that specify those terms and 
conditions specific to Child Safety Services and the Family Services Act 1987  

(iii) this part referred to as the Service Agreement (Part C) - Specifications; and 

(iv) any other document agreed in writing by the parties varying or extending the Service Agreement. 

1.2 Term of Service Agreement 

Date of Commencement of Service Agreement: [INSERT DATE] 
Date of Expiration of Service Agreement:  [INSERT DATE] 

2 General 

2.1 Organisation contact details 

 

Contact Officer:  

Position:  

Postal address:  

Telephone number:  

Fax number:  

E-mail address:  

 
2.2 Service outlet details  

 
Name  

Operating Hours   

After Hours and Closure 
Arrangements  

 

Service Number   

Service 

Outlet 

Geographic Catchment Area  
(e.g Child Safety Service Centre) 

 

Service Provision Premises 
 

Service Coordination Premises (if 
applicable) 

 
Address 

Postal 
 

Name  

Position 
 

Contact 

Details 

Telephone  
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Email  

 

3 Services 

3.1 Description of Services 

The Services to be provided under the Service Agreement are [Insert description of Services] 

 

 

The Services include the matters specified in Items 2.2, 3.2 and 3.3 and the funded outputs / 
activities specified in Item 6.1. 

3.2 Funding area   

[Insert description] 

3.3 Target Group/Service Users  

[Insert description of Target Group / Services Users] 

4 Delivery of Services 

4.1 Service Commencement Date  

[Insert Service Commencement Date] 

4.2 Milestones 

Tasks 
 

Timeframe 
 

  

  

  

  

  

  

 
 
5 Exit Strategy  

You must have a plan in place to address what will be done in the event of closure or termination of 
the Services under the Service Agreement.   
 
 
This Exit Strategy may include details on the process that You will employ to cease the Services, 
arrangements for relevant employees, the continuity of the Services to the Service Users, the handling 
of records and information in relation to the Services and how the Assets will be dealt with, distributed 
or transferred.  
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Where the Service Agreement comes to an end for any reason, the Assets (if any) will be distributed 
as directed by Us.  
  
 

 
 

6 Funded activities/outputs, performance measuremen t and reporting  

6.1 Funded activities / outputs

  

National Classification 
Reference Number/s & Name/s  

 
 

Output unit  

Output measure/s  

Client data   

 
 

Performance information 

Funded Activity Performance measures 

•  •  
•  •  
•  •  
•  •  
•  •  

 

Additional Service-Specific Performance information  (if applicable) 

Funded Activity Performance measures 

•  •  
•  •  

 
 
6.2 Performance reports 

Performance reports on all of the measures listed in 6.1 above, as required under clause 7 of the 
Service Agreement (Part B) – Specific Terms of Funding, are to be submitted to Us, by the dates 
shown in the table below, at the following address: 
 
Child Safety Programs Unit 
Department of Communities 
GPO Box 806 
Brisbane Qld 4001 

 
Fax No: 07 3404 3498 

Quarter Due date 

Tasks Activities 
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January – March  15 April 

April – June  15 July 

July – September  15 October 

October – December  15 January 

 

7 Funding Details 

 

Description Amount 

ONE-OFF FUNDING  

Assets   

Set up expenses   

Total one-off funding  

 
 

FUNDING PER ANNUM   

Salary-related expense items  

Other expense items  

Total funding per annum  

 

Number of full-time equivalent staff represented by amount  for 
“salary-related expense items” 

FTE 

Amount allocated for client related costs within “other cost items” (if 
applicable) 

$    

 

For further explanation of budget items (if applicable) refer to the Notes to Funding Details contained 
in Attachment 1. 

 

8 Assets  

Funding is provided for the following Assets included in the above budget.  
 

Asset description Funding budgeted 
Estimated purchase 

price 

Estimated purchase 

date 
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Asset description Funding budgeted 
Estimated purchase 

price 

Estimated purchase 

date 

    

    

Total  
  

 

9 Timing of Payments 

Payments of the Funding will be made in advance in accordance with the table below, subject to the 
lodgement of all statements and reports as required by Us under the Service Agreement. 
 

Payment Payment Due 

We will make payments to You on a quarterly basis a fter 
You have provided Your quarterly reports 

 

Payment occurs within 28 days after 
receipt of the Financial Acquittal 
Reports 

 

10 Financial statements and reports  

You must submit the following statements and reports to Us during the Term of the Service 
Agreement. Statements and reports will be required for the following periods for each year by the 
following due dates: 
 

 
Financial Acquittal Reports must report against the budget as outlined in Item 7 or as advised by Us. 
 
A Service may have been funded for part of the reporting period, either at the Date of Commencement or 
the Date of Expiration of the Service Agreement. Where this is the case, the Financial Acquittal Reports 
should still be submitted for the relevant part of that reporting period. 

 
10.1 Address for financial statements and reports   

Financial statements and reports should be submitted to Us, by the dates shown in the above table, at 
the following address:  

Program Officer 
Child Safety Programs Unit 
Department of Communities 
GPO Box 806 
Brisbane Qld 4001 
 
Fax No: 07 3404 3498 

Note: We may advise you to submit these financial statements and reports to a different address 
during the life of this agreement. 

Financial Statements / Report Period  Due date 

Financial Acquittal Reports Quarterly From the first day of the month 
following the end of the quarter. 

Audited Financial Accountability Form Annual Within six months of the end of Your 
financial year. 
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11 Additional conditions 

[Insert Additional Conditions or if Not Applicable insert the words “Not applicable, intentionally 
deleted”] 

 

12 Departmental Officer 

 

Name:  

Position:  

Postal address:  

Telephone number:  

Fax number:  

E-mail address:  

 
 
 

13 Attachments  

Attachment  Name Reference 
1 Notes to Funding Details Item 7  
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EXECUTED as an Agreement 
 
 

 
SIGNED for and on behalf of the STATE OF 
QUEENSLAND by [insert name] [insert position] as a 
duly authorised officer  
 

) 
) 
) 
) 
) 
) 
) 
) 

 
 
 

�____________________________________ 
  Signature 

 

 
�____________________________________ 
  Signature of Witness 

 

  
�___________________________________ 
  Date 

 

 
�____________________________________ 
  Name of Witness 

 

  

   

   

   

 
SIGNED by [insert name] [insert position] for and on 
behalf of [insert name of Service Provider] as its duly 
authorised officer: 
 

) 
) 
) 
) 
) 
) 
) 

 
 
 

�___________________________________ 
  Signature 

 
 
 

 
�____________________________________ 
  Signature of Witness 

 

  
�___________________________________ 
  Date 

 

 
�____________________________________ 
  Name of Witness 
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EXECUTION CLAUSE – Company 

 

SIGNED for and on behalf of  

[NAME OF CORPORATION] 

in accordance with section 127 of the Corporations 
Act 2001 

  
 
 
 
 
 

 
 
�__________________________________ 

(signature of director/secretary) 

  
 
�__________________________________ 

(signature of director) 
 
___________________________________ 

(name of director/secretary) 
 

  
____________________________________ 

(name of director) 
 

   
____________________________________ 

(date) 
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Attachment 1 

Notes to Funding Details 

Notes for preparing the Service Agreement budget fo r services funded under the Community 
Services Act 2007 and Family Services Act 1987. 

BUDGET TOTAL MUST BE CONSISTENT WITH APPROVED FUNDING  

1.       Costs eligible for inclusion in the budget include: 
• purchase of assets, set-up expenses and other one-off costs; 
• salary-related expenses, including contract workers, for staff directly involved in the delivery of the 

Service or the administration and coordination of the Service; and 
• all other expense items related to the Funding. 

2. Budgeted costs exclude GST. Payments made by the Chief Executive to organisations that are GST 
registered will be fully grossed up by 10% when the Funding is advanced. 

3. If the only Funding under the Service Agreement is one off funding then, only complete the one-off 
budget. 

Guide to categories: 

ONE-OFF FUNDING ITEMS 

Assets 
Motor vehicles and plant and equipment (with a value of 
$5,000 or more). 

Set-up expenses  

Repairs and maintenance, including minor building 
modifications (<$5,000). 

Assets purchased <$5,000, including office furniture, 
equipment and computers/software.  

Salary and wages without recurrent implications arising from 
establishing the service/project. 

 

 
FUNDING PER ANNUM ITEMS 
The following items are consistent with the Standard Chart of Accounts developed by the School of 
Accountancy and the Australian Centre for Philanthropy at Queensland University of Technology in 
partnership with the Queensland Government and the non-government sector. The Queensland Government 
has endorsed the adoption of this Standard Chart of Accounts by funded organisations in their accounting 
systems and presentation of the audited financial statements. Further information on the Standard Chart of 
Accounts can be found at the following link: https://wiki.qut.edu.au/display/CPNS/Queensland+2007+SCOA 

Salary-related expense items  

Salary and wages 

All salaries and wages (including penalty payments) 
paid to all staff employed on a permanent or casual 
basis (including temporary/replacement staff), including 
but not limited to salaries, wages, annual leave, long 
service leave, sick leave, salary sacrifice, 
superannuation, workers compensation and fringe 
benefits tax  

Contract workers 

Consultancy fees paid in respect of contractors 
engaged in direct service delivery only 

Other expense items not related 
to Salary All other expense items in the Standard Chart of Accounts 

 
 


