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Fee relief data submission guide 

2024 Start Strong for Long Day Care 

This guide contains important information on how you can download fee relief data from your 

software, check its accuracy and completeness, and submit the verified data in Early Childhood 

Contract Management System (ECCMS). 

Before you start… 

The process for submitting 2024 fee relief data has been simplified to make it easier for all 

services to report their fee relief spending and receive a 2024 fee relief top up if needed. This 

is called a 2024 Fee Relief Adjustment Payment. Before you submit, please read through 

important updates to the process in 2024: 

• The process is voluntary. You only need to submit 2024 fee relief data if your 

service’s fee relief funding in 2024 was not enough to cover all eligible children. If you 

received sufficient fee relief funding, no action is required of you. 

• The fee relief reporting period covers 12 months, from 1 January 2024 to 31 

December 2024. You only need to complete a single submission that covers your fee 

relief expenditure for the full 2024 calendar year. 

• A 2024 fee relief data submission template is available. You may opt to submit 

using the 2024 fee relief data submission template instead of the downloaded file from 

your software. The template enables services to manually submit all the data needed 

in the correct format to determine if a fee relief top up is needed in 2024. Refer to the 

How to fill in the fee relief data submission template guide for instructions and an 

example on how to complete the fee relief submission template. 

Use the instructions on pages 2-6 to complete your service’s 2024 fee relief data submission. 

A case study is also available on pages 7-8. 

https://www.education.nsw.gov.au/content/dam/main-education/early-childhood-education/operating-an-early-childhood-education-service/grants-and-funded-programs/2024_Fee_Relief_Data_Submission_Template.xlsx
http://www.education.nsw.gov.au/content/dam/main-education/early-childhood-education/operating-an-early-childhood-education-service/grants-and-funded-programs/How_to_fill_in_the_2024_Fee_Relief_Data_Submission_template.pdf
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Note: this process is separate to the completion of Financial Accountability Statements in ECCMS. 

Financial Accountability Statements are not used to determine fee relief funding top ups. Fee relief 

funding top ups are only considered through the fee relief data submission. 
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Contact 

For further information about the program, including eligibility criteria, spending rules and other 

program requirements visit the department’s websites: 

2024 Start Strong for Long Day Care 

2024 Start Strong for Long Day Care FAQs 

If you require any further information, please contact the department by email at 

ecec.funding@det.nsw.edu.au. 

 

There are 3 stages to complete the fee relief data 

submission: 

1. Download 

2. Check 

3. Submit 

 1. Download fee relief data from your software 

• Open your software system. 

• Select the required data for the full 2024 calendar year for all eligible children where 

consent has been given through a 2024 declaration and consent form. 

• Select the data extract/export/download option in the software and wait for the data file 

to be generated. 

• Save the downloaded file to an accessible location on your computer. 

• Ensure that the downloaded file is in a readable Excel file format (.csv, .xls or .xlsx).  

Note: if you do not use software or cannot download the required data from your software, you may 

use the 2024 fee relief data submission template. 

  

https://education.nsw.gov.au/early-childhood-education/operating-an-early-childhood-education-service/grants-and-funded-programs/start-strong-funding/start-strong-for-long-day-care/2024-start-strong-for-long-day-care-program-guidelines
https://education.nsw.gov.au/early-childhood-education/operating-an-early-childhood-education-service/grants-and-funded-programs/start-strong-funding/start-strong-for-long-day-care/2024-start-strong-for-long-day-care-faqs
mailto:ecec.funding@det.nsw.edu.au
https://www.education.nsw.gov.au/content/dam/main-education/early-childhood-education/operating-an-early-childhood-education-service/grants-and-funded-programs/2024_Fee_Relief_Data_Submission_Template.xlsx
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 2. Check the data is complete and accurate 

Open the downloaded fee relief data submission file and check that your file: 

• is for the period 1 January 2024 to 31 December 2024. If you opened or sold this 

service in 2024, only report on the period in 2024 that you operated the service. 

• contains all of the required data in the required format as per the 2024 technical 

specification for fee relief data reporting.  

• has headings that match the data names as per the 2024 technical specification for fee 

relief data reporting. 

• only contains consented personal information. Your submission should only include 

eligible children, as per Section 3.2 Child eligibility criteria of the program guidelines, 

where consent has been given through a 2024 declaration and consent form (PDF 

93.1 KB). 

o You must remove enrolments where consent has not been provided. If your 

data contains any unconsented child or parent data, the department cannot use 

it to determine if your service/s require a fee relief funding adjustment. 

• has no typing errors or blanks. 

• reports the total fee relief paid across the full 2024 calendar period and not the weekly 

reduction rate. 

Note: the following data fields are critical to calculate your service’s fee relief top up. Please pay 

particular attention to ensure these fields are complete and accurate. 

service_approval_id 

child_dob 

child_declaration_form_signed 

fee_relief_total_paid_12month_period 

fee_relief_first_date_in_period 

fee_relief_last_date_in_period 

fee_relief_surplus_applied_to_child  

Note: if your submission contains unusable data, the department at its discretion may either:  

(1) require you to resubmit your service’s fee relief data, or  

(2) progress only the usable portion of your submission and exclude rows that contain errors from 

your service’s fee relief top up calculations. 

  

https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/operating-an-early-childhood-education-service/current-service-providers/start-strong-funding/2024_Technical_specification_for_fee_relief_data_reporting.xlsx
https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/operating-an-early-childhood-education-service/current-service-providers/start-strong-funding/2024_Technical_specification_for_fee_relief_data_reporting.xlsx
https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/operating-an-early-childhood-education-service/current-service-providers/start-strong-funding/2024_Technical_specification_for_fee_relief_data_reporting.xlsx
https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/operating-an-early-childhood-education-service/current-service-providers/start-strong-funding/2024_Technical_specification_for_fee_relief_data_reporting.xlsx
https://education.nsw.gov.au/early-childhood-education/operating-an-early-childhood-education-service/grants-and-funded-programs/start-strong-funding/start-strong-for-long-day-care/2024-start-strong-for-long-day-care-program-guidelines#Child_4
https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/operating-an-early-childhood-education-service/current-service-providers/start-strong-funding/2024_Start_Strong_for_Long_Day_Care_Declaration_and_consent_form.pdf
https://education.nsw.gov.au/content/dam/main-education/early-childhood-education/operating-an-early-childhood-education-service/current-service-providers/start-strong-funding/2024_Start_Strong_for_Long_Day_Care_Declaration_and_consent_form.pdf
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 3. Submit the fee relief data in ECCMS 

Your Sp-Admin can submit fee relief data in Early Childhood Contract Management System 

(ECCMS) for each of your service’s Start Strong for Long Day Care (SSL) funding 

specifications.  

Your Sp-Admin will need to repeat the following steps for each “-SSL” funding specification. 

Note: for privacy reasons, do not email your fee relief data to the department as it contains child 

level identifying information. Submissions must be made in ECCMS only. 

Steps for fee relief data submission in ECCMS 

Log in to ECCMS. 

Click on the “Funding Specification” (1) option on the left menu. 

Filter the funding specifications by program name, Start Strong For Long Day Care. You are only 

required to submit fee relief data under this program. You can also identify the correct program’s 

funding specifications from its ending “-SSL”. 

Click on the relevant funding specification ending with “-SSL”(2). 

 

Click on the "Data Submission" (3) tab and then on the "2024 01 Jan - 31 Dec” (4) row. This will 

display a pop-up window with further instructions. 

https://online.education.nsw.gov.au/eccms/
https://online.education.nsw.gov.au/eccms/
https://online.education.nsw.gov.au/eccms/
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Enter the number of weeks that the service is providing education and care during the full 2024 

calendar year in the designated text field labelled "Operating Weeks” (5). 

Select “Yes” if the service needs a 4YO+ fee relief funding top up or else select “No” (5). 

Select “Yes” if the service needs a 3YO fee relief funding top up or else select “No” (5). 

 

Click on “Add Document” (6).  

 

A pop-up window will appear, giving you the option to “Choose” the file you wish to upload. 

Click on the “Choose” (7) button , select the file you wish to upload and then click on the "Open" 

button to proceed. Ensure you choose the correct file. 

Click on the "Upload" (8) button to start the file upload process in ECCMS. 

Once the upload is complete, please click on “Close” (9) and then click “OK”.  
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Please read the content displayed, and then click on all the checkboxes located under the 

Declaration (10).  

Please ensure that your submission does not contain any unconsented personal information.  

Click on the "Submit" button to finalise the data submission process. 

Please note that only Sp-Admin users can “Submit” (11) the data. 

Sp-Users can only “Save” the data in ECCMS but do not have the permission to “Submit” it. 

If you are an Sp-User and have saved the data in ECCMS, inform the Sp-Admin user to “Submit” 

the data. The department will only process data that has been submitted. 
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 Case study – 2024 fee relief data submission for 

Happys Long Day Care 

In 2024, Happys Long Day Care had 7 children enrolled that were eligible for fee relief, 

including: 

• 2 children whose parent/carer/guardian did not complete the 2024 declaration and 

consent form.  

• 2 children whose parent/carer/guardian had completed the 2024 declaration and 

consent form and received 4YO+ fee relief from the service. 

• 1 child whose parent/carer/guardian had completed the 2024 declaration and 

consent form and received 3YO fee relief from the service. 

• 2 children whose parent/carer/guardian had completed the declaration and consent 

form but were not accessing fee relief from the service. 

 

To complete the fee relief data submission, Happys Long Day Care follows the 3 stages: 

 1. Happys Long Day Care downloaded the required data in an Excel file from their 

software. The downloaded file includes data for the period 01 January 2024 to 31 December 

2024 for the 5 children where consent has been provided. 

 2. Happys Long Day Care checks that all information aligns with the 2024 technical 

specification for data reporting, that the information is complete for the full 2024 calendar 

year, that there are no blanks or typing errors, and the file does not contain the unconsented 

information of the 2 children with no 2024 declaration and consent form submitted.  

 3. The Sp-Admin for Happys Long Day Care submits the fee relief data in the "2024 01 

Jan - 31 Dec” data submission row on the service’s Start Strong for Long Day Care ( - SSL) 

funding specification in ECCMS. 

An example of Happys Long Day Care’s fee relief data submission file is provided in the 

images below. 

Columns A to I represent the service details. 

 

https://online.education.nsw.gov.au/eccms/
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Columns J to U represent the Child’s personal details and additional information. Please note that 

data should only be provided for children whose 2024 declaration and consent forms have been 

signed. Therefore, the value in Column T should be ‘Y’ for all children. 

 

 

Columns V to Z represent fee relief details. 

 

If you require any further information, please contact the department by email at 

ecec.funding@det.nsw.edu.au. 

 

mailto:ecec.funding@det.nsw.edu.au

