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CCS Vacancies

Services are required to update their vacancy and fee information
each week by 8pm (AEST) each Friday for the following week.

This tip sheet will walk you through submitting vacancy reports via
your software and the different pieces of information you need to
fill out:

e Details

e Vacancies

e Fees

e Troubleshooting

Submitted vacancy reports are then published to the
startingblocks.gov.au website.

Summary

Click on the Processing menu
2. Select Vacancies
3. Click Create CCS Vacancy
— Here you will select the approval, Week Starting then click Save
4. This will take you back to the vacancy screen, find the week and click Edit
5. Details Tab:
— Enter in your services Contact Details and the hours of operation
6. Vacancies Tab:
When entering daily vacancy data, services have 2 options
1. Basic data only
For each day of the week click on the drop-down arrow and answer yes if you
have a vacancy on that day or no if you do not.
Please note that while this option meets your CCS vacancy reporting
requirement, it will not be published to the Starting Blocks website.
2. Full vacancy data
For each day of the week click add session, select session type, tick each
appropriate age group and tick if you have vacancies on a permanent or
casual basis.
Make sure you do not select ‘Yes' or ‘No’ from the dropdown menu.
This data will be published to the Starting Blocks website.
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7. FeesTab
— Complete the fee information by adding an age range and entering the
fee’s you are charging or if your fees are detailed on your website - enter
your website URL
8. Click Save
9. Click Submit

Detailed
The CCS Vacancies may be submitted and viewed via the Vacancies page located in
the Processing menu

® Redboume Child Care Services - Red Early Leaming Centre ~ Child Care ~  Processing ~  Accounfs ~  Reports - Quality~

Daily Sessions
Attendance Records
DASHBOARD CCS Session Reports
Inclusion Support Case Claims
IS Innovative Solution Case Claims
Wo rk C e ntr e CCS/CCMS Messages
Welcome to your Work Centre. Payments/Remittances
CCS Payments
acances
Daily Care Children In Care e-Signatures Parent Feeaback i
= E 2 -

To create a new vacancy report, you will need to click the blue +Create CCS Vacancy
button:

Home Child Care Vacancies

VACANCI ES © Create CCMS Vacancy © Create CCS Vacancy
- Reset Displaying 14 out of 14

Current Search Options: LYVUATEEN]

The following window will open where you will need to select your CCS approval
and enter the week starting date for the period you are submitting vacancies for.

Click the Save button.
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Create CCS Vacancy x

Approval
[ CCS Approval u
Week Starting (Monday)

24/06/2024

Close Save

The entry will display in the list of vacancy submissions. Click edit on your not
submitted vacancy.

Home. Child Care Vacancies

VACANCIES
- Reset Displaying 15 out of 15

Current Search Options:
Approval Approval Info Week Ending © Status Report Id Vacancies Sent \
CCS Approval Submi

123456 30/06/2024 ot Submitted 0 [# Edit | Q View

This will open the Care Provided and Vacancy window:

CARE PROVIDED AND VACANCY =

Details = Vacancies = Fees

Details S
Week Starting (Monday) Status Email ebsie

240612024 A
Phone Mobile

Operational Details

There must be at least 1 and maximum of 3 sessions per day

Monday © Add Session Tuesday ©Add Session

Services Offered Is Open Open Time Close Time Services Offered 1s Open Open Time Close Time

No sessions found No sessions found

Wednesday © Add Session Thursday

Services Offered Is Open Open Time Close Time Services Offered Is Open Open Time Close Time

No sessions found No sessions found

Friday Saturdo

Services Offered Is Open Open Time Close Time Services Offered Is Open Open Time Close Time

No sessions found No sessions found

Sunday © Add Session

Services Offered Is Open Open Time Close Time

ns found
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Note: The first time this process is completed, all details will need to be completed.
Once submitted, the next vacancy report created will remember the ‘Details’ and
‘Fees’ entered for the previous report. If you miss a week of submitting vacancies

this data will be forgotten and will need to be completed again.

Details Tab
You will need to add in your service’s contact information:

Contacts
Email Website
Phone Mobile

The next section to be completed is Operational Details:

Operational Details
There must be at least 1 and maximum of 3 sessions per day
Monday Tuesday
Services Offered Is Open Open Time Close Time Services Offered Is Open Open Time
No sessions found No sessions found
Wednesday Thursday
Services Offered Is Open Open Time Close Time Services Offered Is Open Open Time
No sessions found No sessions found
Friday Saturday
Services Offered Is Open Open Time Close Time Services Offered Is Open Open Time
No sessions found No sessions found
Sunday O Add Session
Services Offered Is Open Open Time Close Time
No sessions found

You will need to indicate your service’s operational hours and services offered
within this section.

Click the +Add Session button:

- Page 4 -



PART OF THE

) [i]
Child Care Central redbourne Harmom,Weé ‘.’

Experts in Child Care Software
GROUP

Operational Details

There must be at least 1 and maximum of 3 sessions per day

Monday @ Add Session

Services Offered Is Open Open Time Close Time

Mo sessions found

This will open a new window for the session details to be recorded within:

Add Session for Monday x

Service Offered

— Select - v
Open Time Close Time

06:00 AM 05:00 PM
[ Is Open

Save Cancel

Select the service offered from the dropdown menu:

Add Session for Monday x
Service Offered
[ — Select - v

Open Time Close Time
06:00 AM 05:00 PM
[ Is Open

Cancel

Note: Long Day Care Services can select ‘Non-OOSH’ as your ‘service offered’
session.

For Out of School Hours care services select the relevant OOSH services you offer,
Before School Care, After School Care or Vacation Care.
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Next, record the opening and closing times by clicking into the time box and using
the time selector:

Add Session for Monday %

Service Offered

— Select - v
Open Time Close Time
06:00 AM 05:00 PM
| & N /
« w0
Cancel
v v =3

Next, tick the Is Open check box to indicate your service is open and operational.
This box may be unchecked in the future for closures.

Add Session for Monday x

Service Offered

- Select - v
Open Time Close Time

06:00 AM 05:00 PM
[ Is Open

g

Once you have clicked the Save button, the entry will display for the day:

e -

Monday [0 seion
Services Offered Is Open Open Time Close Time
Non OSHC Yes 6:00 AM 7:00 PM # Edit ® Delete
Please note that you may edit or delete each entry recorded:
Monday ==

Services Offered

Non OSHC

Is Open

Yes

Open Time

6:00 AM

Close Time

7:00 PM

# Edit = Delets

Complete the above process for each day of the week.
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Vacancies Tab
Open the Vacancies tab to record your vacancies for each day:

Home Child Care Vacancies Edit

CARE PROVIDED AND VACANCY =
Details Vacancies(
A maximum of 5 sessions allowed per day

Monday  Tuesday  Wednesday  Thursday  Friday  Saturday  Sunday

Vacanis Ao — v

There are two options to submit your vacancies:

1. Select Yes or No each week (will not publish to Starting Blocks)
2. Add a session, tick age group and vacancy (will publish to Starting Blocks)

Option 1
Select an option for the first day using the dropdown menu:

A maximum of 5 sessions allowed per day

Monday Tuesday Wednesday Thursday Friday Saturday Sunday

Vacancies Available? | — /

If a vacancy (or vacancies) exist for your service on this day, select ‘Yes'.

If no vacancy exists, select ‘No'.

Click on the next day and repeat the process:

Monday Wednesday Thursday Friday Saturday Sunday

Vacancies Available? — v

Ensure that a value is set for all days.
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Home Child Care Vacancies Edit

Details = Vacancies | Fees

A maximum of 5 sessions allowed per day

Monday Tuesday ‘Wednesday Thursday

Vacancies Available? — v

CARE PROVIDED AND VACANCY

Friday Saturday

Sunday

= R Save

~

=

Select the session type from the drop down menu
Monday (1)  Tuesday  Vednesday  Thursday  Friday  Saturday  Sunday
Vacancies Available? — v
Session 1 B Delete
i e
Options include:
After School Session
Before School Session
Full Day Session
Half Day Session
Hourly
Tick the age group you cater to for permanent and/ or casual care
Session 1
Session Type [ - Select — _v]
Permanent Vacancies Casual Vacancies
(] 0-12 Months Any Vacancies? (J 0-12 Months Any Vacancies?
7] 13-24 Months Any Vacancies? (] 13-24 Months Any Vacancies?
(7] 25-35 Months Any Vacancies? (O] 25-35 Months Any Vacancies?
(7] 36-PR Months Any Vacancies? (7] 36-PR Months Any Vacancies?
"] Over Pre Age Any Vacancies? (T} Over Pre Age Any Vacancies?

Tick ‘Any Vacancies?

checkbox if you do have any vacancies
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Note: Please ensure that the ‘Vacancies Available?’ has dash selected

Monday Tuesday (1) Wednesday Thursday Friday Saturday Sunday

Vacancies Available? — H

Continue this step for the session types you provide care for and for each day.

Note: If you are closed on the weekend, you are still required to complete the
chosen vacancy reporting option on those days.

Fees Tab
Open the Fees tab:

Home Child Care Vacancies Edit
CARE PROVIDED AND VACANCY =
Details = Vacancies Fees
Fees Website/URL Ifthere is no link to the fees on a website, you can manually add fee information below
Amaximum of 5 sessions allowed
FullDay = Half Day = After School Care = Before School Care = Hourly

Within this window, you will record your fee details.

If your fees are published to your service's website, you may instead use your
website's URL:

Details = Vacancies Fees

Fees Website/lURL  www.redbournefamilydaycare.com If there is no link to the fees on a website, you can manually add fee information below

Note: URLs supplied will not publish to the Starting Blocks Website.

Alternatively, to display your fees in full, click the +Add Age Range button.

Note: You will only be able to click this button if you have not entered a
website/URL in the above box.

This will allow you to specify fees for up to 5 different services/age groups:
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Full Day | Half Day = After School Care = Before School Care = Hourly
© Add Age Range

Age Range 1

Age Group = — Select -- v Usual Fee Amount (3)

Inclusions

(T} Afternoon Tea () Moming Tea
[C) Breakfast [[) Nappies

(T} Education Programs (] Other Meals
[C) Excursions Incursions [C) Transport
() Lunch (] Selectall

Select an age group from the dropdown menu:

0-12 MONTHS

13-24 MONTHS
23-35 MONTHS
J6-PR MONTHS
OVER PRE AGE

Next, enter the usual fee amount:

Full Day | Half Day  After School Care = Before School Care = Hourly

© Add Age Range
Age Range 1
Age Group | 0-12 MONTHS v Usual Fee Amount (3) 100
Inclusions
[} Afternoon Tea ] Morning Tea
[C) Breakfast [C] Nappies
(] Education Programs ] Other Meals
[CJ Excursions Incursions () Transport
(J Lunch (] Setectan

You may then check the boxes next to any of the services included within the fee:

Full Day | Half Day = After School Care = Before School Care = Hourly

Age Range 1

Age Group | 0-12 MONTHS v Usual Fee Amount (3) = 100

Inclusions

Afternoon Tea Morning Tea
) Breakfast [CJ Nappies
Education Programs (] Other Meals
[_] Excursions Incursions [C) Transport
Lunch ] SelectAll
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If you wish to add fees for additional age groups, click the +Add Age Range button
again and repeat the process:

Repeat this process for each care type tab and age group as required.

Once you have recorded the relevant data on each tab, you may click the Submit

button to submit the vacancy record to CCSS.

Home Chid Care

CARE PROVIDED AND VACANCY

Vacancies Edit

Details = Vacancies  Fees

Once the record has been submitted, it will display on the main page in the status
of ‘Submitted”:

Home Child Care Vacancies

VACANCIES

© Create CCMS Vacancy © Create CCS Vacancy

Displaying 20 out of 443

Current Search Options: NI

Vacancies Sent

Week Ending © Status Report Id
23/06/2024 Submitted 0

Alternatively, you may click the Save button instead to save your progress and
submit at a later stage. These entries will display in the status of ‘Not Submitted’.

Approval Approval Info

[Z Esit | Q View

You may edit and submit these records by clicking the Edit button:

© Create CCMS Vacancy © Create CCS Vacancy

Displaying 15 out of 15

Report Id Vacancies Sent \
0

VACANCIES

Current Search Options: 5 cracta]

Approval
CCS Approval

Status

Approval Info
123456

Week Ending ©

30/06/2024 [# Edit | Q View
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TR o e —
Issue: The age range options do not match my services, what do | do?

Resolution: The age ranges available in vacancies are specified by CCSS. For
services who do not operate within these specific age brackets we recommend

adding the fee information to the service website so that the service website URL
can be published instead.

Issue: | can only add 5 different age groups, what if my service offers more than
this?

Resolution: This limit is set by CCSS, for services who have more than 5 different
sessions offered, we recommend adding the fee information to the service website
so that the service website URL can be published instead.

Issue: The Details and Fees section isn't populating automatically for me. Why not?

Resolution: The information saved in the Details and Fees section will only be
saved for the following week. If a service does not submit vacancies for one week,
that information will be forgotten and need to be completed again.

Issue: | am trying to save/submit my vacancies and | keep getting an error:

& You have entered an invalid data. Please refer

to each tab for more information.

Resolution: You will need to click on each tab — Details Vacancies and Fees to find
the error. It will be listed at the top:
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CARE PROVIDED AND VACANCY

Details ‘Vacancies Fees

Amaximum of 5 sessions allowed per day

A session is required for the following days. You may choose Yes or No otherwise, if vacancy is available or not

Monday Tuesday Wednesday Thursday Friday Saturday Sunday

‘acancies Available? | Mo w

The error will explain to you what is missing. Once you have fixed the errors you

will be able to submit successfully.

Issue: Invalid format: AREA CODES (valid area codes: 02 / 03/ 07 / 08 / 13 / 18)

Resolution: Double check the details of the recorded Phone Numbers and Mobile

Numbers on the Details tab:

Phone Numbers

e Maximum 10 numeric digits

e Only contain numeric 0-9 digits, other characters are not allowed
e An area code is mandatory Phone area code must be 02, 03, 07, 08, 13 or 18

Mobile Numbers

e Must start with 04
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