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ENROLMENT
CONFIRMATION

Click on childcare menu

Select Enrolment Confirmation

Click on Create New Enrolment Confirmation

Select the applicable child and parent/guardian

Under As of Current/Future Dated Booking select either ‘As of Current

Bookings’ or another booking date and click Next

6. If you wish to add additional text, select Include Free Text Fee/Website
Information

7. Enter any required free text then click Save and Send

a s
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Enrolment process:

PROVIDER

submits enrolment noti

CENTRELINK/DEPARTMENT CENTRELINK/DEPARTMENT
SERVICES OF HUMAN SERVICE

CENTRELINK/DEPARTMENT
OF HUMAN SERVICES

Requests family confirms enrolment

Comply

PROVIDER

CENTRELINK/DEPARTMENT
OF HUMAN SERVICES

on and notifies provider

PROVIDER

Notified of parent con

Child Care Provider Handbook, v2 June 2019 p38

Navigate to the Child Care menu and select Enrolment Confirmation:

*Demonstration Site - Redbourne Child Care  Child Care ~  Processing ~  Accounts ~  Reporis ~

Parents/Guardians

Home
Children
DASHBOARD .
Messaging
e-Signature | Parent Feedback (3) Educators

Fee Schedules

Search Keyword... |: Educator Subscriptions

Current Search Options: S 10157 S0

ACCS

CCMS Enrolments
CCS5 Enrolments
CCS Entitliements

Enrolment Confirmation

Inclusion Support Cases
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Enrolment confirmation notices can be sent from the application in bulk or

individually via the blue action buttons Create new enrolment confirmation or
Create bulk enrolment confirmation.

Individual Confirmations
If sending out the enrolment to an individual child, click on Create New Enrolment
Confirmation:

Home  ChidCae  Ewoiments  Confimaton
ENROLMENT CONFIRMATION © Create New Enrolment Confirmation ) Create Bulk Enrolment Confirmations
B
Child v | Parent/Guardian ~ | Educator(s) v | Status v | Status Date ~ | Attachments e S|e|s
Alyssa Whittle Casey Whittle Noah Wood Email Sent 15/0872019 03:28 PM a® ea *
Katie Bell Deborah Bell Email Sent 7072019 0521 P awoela
Alyssa Whittle Casey Uhittle Email Sent 20/06/2018 01:08 PM awela
Hoah Adams Brendan Adams Accepted 07/05/2018 0949 AM aela
Hoah Adams Brendan Adams Declined 07/051201 09:43 AM aela
Izabel Adams Brendan Adams Accepted 19/0212019 02:50 PM aelal -
« - oo 1-6 of 6 items
Legend: | Q View | - AcceptiDecine ltem | @ Upload Form | &: Prin

You will be asked to select the applicable child and parent.

NOTE: If there is only one parent linked to the child the parent will automatically
prefill

As of Current/Future Dated Bookings will show current and future bookings, you
then select which booking you want to create the confirmation for then click Next:

Create Enrolment Confirmation x

Step 1: Select Approval, Child & Parent/Guardian

Approval:
Test Approval -
Child: Parent/Guardian:
Bradyn Buck - Ethen Buck -

As of Current/Future Dated Booking:

|_ }-select-- |

30/09/2019 Room: Koala

As of Current Bookings

Cancel Next

The system will auto populate the data.
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Booking with Sessions

Create Enrolment Confirmation

Step 2: Review, Save & Send Enrolment Confirmation
® Use Fees From Booking Template? © Include Free Text Fee/\Wehsite Information?
Booking Start Date:

Approval:
Test Approval 30/09/2019
Child: Parent/Guardian:

Bradyn Buck Ethen Buck

0 Is Care on a Routing Basis? Parent/Guardian Email:

Iz Care on a Casual Flexible Basis? help@kindcare.com.au
® Routine sessions with casual care permitted
If an active child booking exists within the Agreement Date, the 'ls Care on a Routine Basis' flag should be

checkad.
If no active booking exists within the Agreement Date, the 'Is Care on a Routine Basis' flag should not be

checked.

Mon Tue  Wed Thu | Fri Sat Sun  Total
Week 1 Sessions 3pm-Gpm 3pm-Bpm 3pm-Gpm
Total Hours 3.00 3.00 3.00 9.00

Total Fee: $360.00

Mote: Fees are subject to change. Tolal Fee is before child care subsidy reduction.

3

Note: An email will be sent to help@kindcare.com.au that will enable the parent/guardian to sign the

Enrolment Confirmation.

Cancel [ESETEEST

If the child has a permanent booking the system will automatically mark Routine
sessions with casual care permitted.

) s Care on a Routine Basis?
i Is Care on a Casual Flexible Basis?

® Routine sessions with casual care permitted
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The booking sessions will display the start and end time, total hours of care along

with the total weekly childcare fee. If your service charges Levies in addition to the
childcare fee, these levies will also be shown.

Mon Tue  Wed Thu  Fri Sat  Sun  Total
Week 1 Sessions 3pm-6pm 3pm-6pm 3pm-6pm
Total Hours 3.00 3.00 3.00 9.00

Total Fee: $360.00

Mote: Fees are subject fo change. Total Fee is before child care subsidy reducfion.

NOTE: Select the ‘Include Free Text Fee/Website Information’ button. The system
will then display free text box in which the message can be recorded if you wish
to add additional information. This is useful to services who have complex
casual fee schemes or casual fees which differ to routine fees.

Create Enrolment Confirmation -

Step 2: Review, Save & Send Enrolment Confirmation

0 Use Fees From Booking Template? @ Include Free Text Fee/\Website Information?

Free Text Fee\Website Information

Please rafer to our fees policy.

I .
Aiprovﬂ | Select the text box
est Approva option then enter the
Child: free text

Bradyn Buck

If you are happy with the information click Save and Send

The parent will receive an email with this information:
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Dear Ethen ,

We are required to obtain your written confirmation to enrol your child with the new government child care subsidy system.
What you need to do
1. Please click on the "I Agree” button below to enable us to enrol your child with our Service. If the information is not correct or not what you understand the agreement to be, then click the "I Decline” button and the system will ask you to record a reason

2. Youmay needto go to your myGov account to accept the enrolment in order for subsidies to be paid

Child Name: Bradyn Buck
Child DOB: 01/01/2004
Contact Numberis):

Booking Start Date: 30/05/2019

WMon Tue  Wed Thu  Fri Sat Sun
Week 15essions  Spm-6pm som-gpm som-gpm
Booking Week 1 Fees Total Fee: $360.00

Note: Fees are subject to change. Total Fee is before child care subsidy reduction.

Please select one of the options below to either agree to or decline this enrolment information:

| Agree - Select this option to confirm this enrelment information
MRS - Select this option to decline this enrolment information

Regards,

Test Approval

For more detail on how the parent can accept/decline this information please see
the section called Parent Requirement

Casual Care
If there is no booking you will notice a few differences:

1-  The system will automatically choose Include Free Text Fee/Website
Information.
2- The system will assume the care is Casual
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Create Enrolment Confirmation X

Step 2: Review, Save & Send Enrolment Confirmation
(O Use Fees From Booking Template? @ Include Free Text Fee/Website Information?
Free Text Fee/Website Information

Flease refer to our fees policy

s
Approval: Booking Start Date:
Red Early Learning Centre 03/01/2021
Child: Parent/Guardian:
Francisco Gunn Melinda Gunn
) Is Care on a Boutine Basis? Parent/Guardian Email:
@ |s Care on a Casual Flexible Basis? support@childcarecentral.com.au
(O Routine sessions with casual care permitted
If an active child booking exists within the Agreement Date, the 'Is Care on a Routine Basis' flag should be
checked.
If no active booking exists within the Agreement Date, the "Is Care on a Routine Basis' flag should nofbe
checked.
Mon Tue Wed Thu Fri Sat Sun Total
Mo active booking exists for this child.
4 2

Mote: An email will be sent to supporf@childearecentral com.ao that will enable the parent/guardian to
sign the Enrolment Confirmation.

Cancel Save & Send

If you are happy with the information, click Save and Send. The parent will then
receive an email with this information.

Enrolment for Francisco
» < omer
@ noreply@redbourne.com.au € Reply  Reply All > Fowerd

To " Child Care Central Support 1:46PM

Dear Melinda,
We are required to obtain your written confirmation to enrol your child with the new government child care subsidy system.
What you need to do:

1. Please ciick on the "I Agree" button below to enable us to enrol your child with our Service. If the information is not correct or not what you understand the agreement to be, then click the "l Decline” button and the system will ask you to record a reason
2. You may need 10 go to your myGov account to accept the enrolment in order for subsidies 10 be paid.

Child Name: Francisco Gunn
child 00B: 02/05/2015
Contact Number(s):
Booking Start Date: 04/01/2021

No active booking exists for this child.
Booking:

Note: Please refer to our fees policy

Please select one of the options below to either agree to or decline this enrolment information:

I o informat
IEEEIEI . ccc s opio o dectne s envlmentnformation
Regards,

Red Early Learning Centre
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For more detail on how the parent can accept/decline this information please see
the section called Parent Requirement

Bulk Confirmations
There is an option to send out enrolment confirmation notices in bulk. To use this
option, click on Create Bulk Enrolment Confirmations:

Home  ChidCae  Ewoiments  Confrmaton
EN ROLMENT CON Fl RMAT'ON (© Create New Enrolment Confirmation () Create Bulk Enrolment Confirmations
TTT—T————
Child ~ Parent/Guardian ~ Educator(s) ~  Status ~ Status Date ~ | Attachments ~ S e =
Alyssa Whittle Casey Whittie Noah Wood Email Sent 15/0872019 03-28 PM Q¥ ea °
Katie Bel Deborah Bel Email Sent 1THTI2019 0521 PM a e s
Alyssa Whitie Gasey Whittle Email Sent 20/06/2019 01:08 PM a 7lea
Hoah Adams Brendan Adams Accepted 07/0512019 09:49 AM a ela
Hoah Adams Brendan Adams Declined 07/05/2019 09:43 AM aela
Izabel Adams. Brendan Adams Accepted 190272019 0250 P aela
« n .o 1-6of 6 items
Legena: | Q:View | @: AcceptDecine tem | @: Upload Form | &: Prnt

The following screen will then open where you will then select an As At date then
click Next:

Send Bulk Enrolment Confirmations 3

Step 1: Select Approval
Approval: As At
CCS Approval -

[ Include children and guardians that have existing accepted or declined enrolment confirmations

coos |8

The following screen will then appear:
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Send Bulk Enrolment Confirmations

Step 2: Select Enrolment Confirmations to Send
Approval: As At
Test Approva - 30/09/2019

¢ Include children and guardians that have existing accepted or declined enrolment confirmations

Filter By Room: Filter By Program:

--Select-- - -Select-- -

Resat Filters

Last Booking/Fee Last Enrolment -

)  Child Guardian Activity Date Confirmation
o Bradyn Buck  Ethen Buck 2410972019 New '

) Caleb Jones Jennifer Griffiths 03/09/2019

1 Caleb Jones Letty Jones 03/09/2019

[ Elizabeth Jones Jennifer Jones

1 Ella Dalton Yazmin Dalton 08/0772019

[ Hayden Buck Ethen Buck 08/07/2019

[ lzzy Charles Christina Charles 15/08/2019

ltems marked rew are booking templates created within the last 14 days

¥ Don't Create for ltems Already Sent Today Cancel T

As a default, all ‘Active’ children without an enrolment confirmation created will be
included in the default.

There is scope to filter this list, by room or program.

Use the check box to mark or unmark children, tick the checkbox in the heading to
select or deselect all children:
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Last Booking/Fee Last Enrolment
Child Guardian Activity Date Confirmation
Alyssa Whittle Casey Whittle 03/09/2018 New 15/08/2019
Emilia Jones Enzo Jones 30/08/2018 New
Flynn Whittle Casey Whittle 30/04/2019
katie Bell Anna Blus 2710872018 New
Melanie Butler Charles Butler 271082019 New
Melanie Butler Brendan Adams 2710872018 New
Talia Bell Anna Blus 27/08/2019 New

Once you have selected the data required click Save and Send

The parent/guardians will then receive an email with this information.

Parent Requirement
The parent/guardian will receive an email from your service asking them to either
‘Agree’ or ‘Decline’ the enrolment. Please see the sample email below:

Dear Ethen ,
Ve are required to obtain your written confirmation to enrol your child with the new government child care subsidy system.
What you need to do

1. Please click on the "I Agree” button below to enable us to enrol your child with our Service. If the information is not correct or not what you understand the agreement to be, then click the *I Decline” button and the system will ask you to record a reason
2. Youmay need to go to your myGov account to accept the enrolment in order for subsidies to be paid

child Name: Bradyn Buck
child DOB: 01/01/2004
Contact Number(s):

Booking Start Date: 30/08/2019

Won Tue  Wed Thu  Fri sat Sun
Week 15essions  3pm-6pm 3om-6pm 3om-6pm
Booking Week 1 Fees Total Fee: $360.00

Note: Fees are subject to change. Total Fee i before child care subsidy reduction.

Please select one of the options below to either agree to or decline this enrolment infermation:

1 Agree

rSe\t[lthisn ion to confirm this enrelment i
1 Decline

_-Se\e[lthisc ion to decline this enrolment int

Regards,

Test Approval

The email contains the mandatory minimum information as specified by the
government's CWA requirements.

If the parent selects the | Agree button from the email (shown above), the system
will present the following screen for the parent to record his/her name then click
submit:
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Submission Details

Select Option

Please review the Review Enrolment Details section below then choose ‘Accept Envolment or Dedine.
# Accept Envolment 0 Decii

Envalment in the ‘Submission Delails" section. Depending on the option you seleet, you may be asked 1o
provide mare information
"When you are finshed don't forget to click the Submilt bution!

Enter Your Name

By aceepting this enrolment, you are also confirring the contact detads on the emy eceived for this

‘envalment confimiation are correct

Review Enrolment Details

s Care on & Routine Basis?  Is Care on a Casual Flexile Basis? # Rouline sessions with casual care pemiied
Bookings:
Won Tue Wed  Thu Fii Sat S Towl
Week 1 Sessions Tam-d 30am, Jpm-6 30pm Tam8:30am 3p6:30pm Tanvd 30am pm pm Tam-8 30am, Jpm-5:30pm
Total Hours. 500 500 o000 500 500 oo 000 20 00 Houwrs.

Totsl Fees: $22000

Note; Fees are Total Fee

If the parent selects the | Decline button from the email, the parent will then need
to enter a reason as to why they are declining before they click on submit.

firmation for Alyssa

Submission Details

Select Optian Plegs review the ‘Review Enrolment Detals’ section below then choose ‘Accept Enralment or Dedine
Accept Enolment [ Decline Enrolment Enrolment in the “Subsmission Details' section. Depanding on the option you salect, you may be asked o

Provide Details for Declining the Enraiment provide mora information.
When you are finished doni forge 10 click the Submit bution!

Review Enrolment Details

Is Care on IsCareona 7 ith casual
Bookigs:
Mon Tue Wed  Thu i Sat  Sun  Total
Woek 1 Sessions Tam-8 30am, 3pm-6 30pm Tam-8 30am. 3pm-6 30pm Tam-§ 30am. 3pm-6 30pm Tam-8 30am. 3pm-6 30pm
Total Hours 500 500 000 600 500 000 000 2000 Hours
Total Fees: 5220.00
Mate: F s recton

» " Enrolment Confirmation for

Submission Details
Select Optlon:
@ Accept Enroiment Decline Enroiment

Enter Your Name:

Mobile friendly notifications

E=D
The confirmation page viewed by the parent Flosse reviw i v Ervoert eta seckon blow

then choose ‘Accept Enroiment’ or ‘Decline Enroiment’ in the
‘Submission Detalls’ section. Depending on the option you
select, you may be asked to provide more information

will render on any computer screen or mobile Vine o 1 s s et o cck e Subent

phone. See the mobile phone version (right). Review Enmolment Detalls

Is Care on a Routine Basis? Is Care on a Casual Flexible Basis?
+ Routine sessions with casual care permitted
Bookings:

Week 1 Sessions

Monday

Bam-6pm

Wednesday

8am-6pm

Total Fees

Levies: $30.00 Subsidies: $0.00 Total Fees: $200.00
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Actions

Within the enrolment confirmation screen each confirmation created will have
actions available:

ENROLMENT CONFIRMATION

;;;;;

& Print - This option can be utilised to print a blank enrolment confirmation
and be handed to the parent in person to sign.

@ Upload - If the parent has physically signed the confirmation you can then
scan and upload the signed enrolment confirmation form

(" Accept/Decline - You can then accept/decline on the parent’s behalf. (If the
parent has physically signed the confirmation)

Q. View - this gives you the ability to view the enrolment confirmation detail that
have been sent to the parent. If the parent has confirmed or declined, then
you will also be able to see this information when viewing.

Searching Enrolment Confirmations
You may search for enrolment confirmations using the column headers:

Child \v Parent/Guardian 2
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Clicking on the arrow in each column will provide you with search options. You may
then select the filter option to type a keyword and click filter:

Child ~ | Parent/Guardian ~ | Status
Eradyn Buck W Columns Email Sent
Toby Griffiths Il Sent

ow itermns with valu

- --. "

Contains

| Toby
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Issue: Parent doesn't have an email address — what is the best process?

Resolution: If a parent does not have an email address, the following process is
recommended.

Create an individual enrolment confirmation for the parent.

Download the enrolment confirmation

Ask the parent/guardian to sign the physical enrolment confirmation

Via the Enrolment Confirmation page, the service can enter the parent has or
has not accepted the enrolment directly into the system. Click the [& button
and select the ‘Accept/Decline item’ icon for the applicable child.

5. If you scan the signed physical enrolment confirmation, Click the upload ®
button to store the signed form.

N e

Issue: What if the child is booked in 2 or more rooms/programs?

Resolution: One email will be sent displaying the names of all details of the
booked sessions.

Issue: If a parent/guardian has more than one child, will there be one enrolment
confirmation for each child or one for the family?

Resolution: Each child will have their own enrolment confirmation; therefore, a
separate email will be sent for each child.

Issue: The child is not showing in the list of children.

Resolution: This means the child is not created in the system or has been marked
as inactive. Set the child to active if they have been marked as inactive.

Issue: The booking and fee information is not showing.

Resolution: You will need to create the booking and assign the child to a fee
schedule.
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