
 
 
 
 
 
 
 
 
 
 
 

This guide contains important information on how you can complete the Fee Relief Data Submission 
template for your service receiving funding under Start Strong for Long Day Care (LDC).  
 
It explains how to fill in the important fields of the template so you can provide the required data to 
the Department of Education.  

Before you start…  

Important updates to the process in 2024: 
 
 
 
 
 

 
Before you start filling in the Fee Relief Data Submission template, please ensure that you have 
the information ready for all children where fee relief was provided for the relevant period in 
2024 and check whether consent had been given through a declaration and consent form (PDF 95 
KB).  

For more information, please refer to declaration and consent. 

 
Once you have the information ready, use the instructions on the next page to complete the 
Fee Relief Data Submission template. 
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Fee Relief Data Submission Template 
How to complete the Fee Relief Data Submission template 

 This process is now 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. 
 

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
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#Declaration_10
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Instructions to complete the Fee Relief Data Submission template 

1 |  Save the downloadable file i.e., Fee Relief Data Submission template to an accessible 
location on your computer. 

 
 
The information required in the Fee Relief Data Submission template is split into two 
sections: 

i. Section A: Service Details 
ii. Section B: Child Information 

Section A: Service Details 
In the first section (Section A: Service Details), you will need to enter the following 
information on your service: 
 Service name 
 Service Approval ID 
 Service street address line 1 
 Service street address line 2 (if applicable) 
 Service suburb 
 Service Postcode 
 Total operational weeks in calendar year 
 Total fee relief weeks in calendar year offered by service 
 Service software provider trading name 

        Please ensure that you match your service information with the National Quality Agenda IT 
System (NQA ITS)  

You may see a ‘Protected View’ warning in a yellow banner once you open the file. If your 
file does not have a protected view, then you can skip to Section A: Service Details. 

 
If you have a protected view of the file, then please click on the ‘Enable Editing’ button in 
your file to proceed with entering the required data. 
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2 |  The light blue cells indicate the fields which require information. To start entering 
information, click on the first light blue coloured cell which is located beside Service name:  

Service name Please enter your service name, as is recorded under the service's approval in NQA ITS 

 
Then enter your Service name, for example, Happy’s Long Day Care. 

 

          You will only be required to enter information in light blue coloured cells in the template. 

 
 

3 |  Once you have completed the above step, then please proceed to the next fillable cell to 
enter the remaining information required.  

For more information for each fillable cells, please refer to Fee relief invoicing and reporting 
technical specification. 

 

Some of the fillable cells will provide you with a drop-down list of options to select from. 
Please select the correct response, or the most accurate response for each of the drop-
down list provided.  

Refer to the next page for more examples of responses to Section A: Service Details. 

  

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
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Below is an example of Section A: Service Details with information entered in the relevant fields.  

 

 
 

Please check to ensure that your service information entered in the template provided is current and accurate. Once checked, please 
proceed to Section B: Child Information.  
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Section B: Child Information 

In the second section (Section B: Child Information), you will need to enter the information on enrolled children and fee relief.  
 
Below is an example of Section B: Child Information with information entered in each of the relevant fields. 
 

 

To understand more on what each of the above fields mean, please refer to Fee relief invoicing and reporting technical specification. 

 
4 |  Before you enter information on a child, please make sure you have checked the child’s consent status.  

        Please do NOT disclose any child information without consent. 

  

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
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5 |  Fill in information for all individual children where Fee Relief funding has been provided. Please check to ensure that all the information 
on children and fee relief entered are current and accurate. 

You can either fill in the template manually by typing the required data or you could copy and paste the relevant data as ‘values’ in this 
template. Please see examples below on the ways to copy and paste as ‘values’: 

Method 1: 
Right click on the relevant cell and click the 2nd icon appearing 
under Paste Options:  

Method 2: 
Click on the relevant cell and use the keyboard shortcut key:  
Ctrl + Alt + V, then V (for windows) OR  
Command + Option + V, then V (for Mac) 

  

6 |  Once you have entered all the required child information and details on fee relief then please save the file in an accessible location on 
your computer. Include your service name and service approval ID (SE-########) in the name of the file you save. 

7 |  Upload and submit the saved file in ECCMS by following the steps from page 5 to 7 in the 2024 Start Strong for Long Day Care - Fee 
relief data submission guide. 

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, under the correct Funding Specification name. 

https://www.education.nsw.gov.au/content/dam/main-education/early-childhood-education/operating-an-early-childhood-education-service/grants-and-funded-programs/Fee_relief_data_submission_guide_2024_Start_Strong_for_Long_Day_Care.pdf
https://www.education.nsw.gov.au/content/dam/main-education/early-childhood-education/operating-an-early-childhood-education-service/grants-and-funded-programs/Fee_relief_data_submission_guide_2024_Start_Strong_for_Long_Day_Care.pdf
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