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How to complete the 2025 Fee Relief Data

Submission template

This guide outlines how to enter your service’s 2025 fee relief data in the 2025 Fee Relief

Data Submission template. The 2025 Fee Relief Data Submission template is an optional

tool to support services in submitting 2025 fee relief data as part of the fee relief top up

process under the 2025 Start Strong for Long Day Care program.
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What is the 2025 fee relief top up process?

The 2025 fee relief top up process allows a service to submit 2025 fee relief data and be

considered for a 2025 fee relief top up payment. The 2025 Start Strong for Long Day Care

fee relief top up process and data submission quide contains an overview of the fee relief

top up process under the 2025 Start Strong for Long Day Care program. It outlines the

purpose of the process, key features and dates.

What is the 2025 Fee Relief Data Submission template?

The 2025 Fee Relief Data Submission template is an optional tool to support services in
submitting 2025 fee relief data as part of the fee relief top up process under the 2025 Start

Strong for Long Day Care program.

You do not need to complete the 2025 Fee Relief Data Submission template if you are
able to download your service’'s 2025 fee relief data in the correct format from your

software system.
What do | need to do before completing the 2025 Fee Relief

Data Submission template?

Before you complete the 2025 Fee Relief Data Submission template:

1 Confirm that your service’s fee relief funding in 2025 was not enough to cover all
eligible children. If you received sufficient fee relief funding, no action is required of

you.

1 Confirm that you are unable to download your service’s 2025 fee relief data in the

correct format from your software system.
1 Collect the relevant information for all children where fee relief was provided in 2025.

1 Check consent has been given through a 2025 fee relief declaration and consent form

for all children where fee relief was provided in 2025.

"1 Ensure that your fee relief reporting period covers 12 months, from 1 January 2025 to
31 December 2025. Complete one submission that details your service’s fee relief

expenditure for the full 2025 calendar year.
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How do | complete the 2025 Fee Relief Data Submission

template?

1. Download and save the template

Download the 2025 Fee Relief Data Submission template file and save to an accessible

location on your computer.

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.

—

File Home Insert Draw Pagelayout Formulas Data Review View Automate Developer Help Acrobat Power Pivot
@ PROTECTED VIEW This file was opened in Protected View. Click for more details. | Enable Editing ‘ «
R15 v i Jx
A B C D E F G H I J K L
. NSW Department of Education
, 2025 Fee Relief Data Submission template ‘."‘.“”,
This template is an optional tool to support services in submitting 2025 fee relief data under the_2025 Start Strong for Long Day Care 1C —w
3 program. GOVERNMENT

You only need to submit 2025 fee relief data if your service's fee relief funding in 2025 was not enough to cover all eligible children. Your submitted data
5 will be used to determine if your service is eligible for a fee relief funding top up for 2025.

6 | This template enables services to manually submit all the data needed in the correct format as prescribed in fee relief reporting in
Section 7.2.2 of the 2025 Start Strong for Long Day Care program guidelines.

Once complete, your Sp-Admin can submit this template in the Early Childhood Contract Management System (ECCMS) on your service's Start
8  Strong for Long Day Care ( - SSL) funding specification.

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
10 ECCMS only.

If you have a protected view of the file, then please click on the ‘Enable Editing’ button in

your file to edit and enter the required data.

The information required in the 2025 Fee Relief Data Submission template is split into two

sections; Section A: Service Details, and Section B: Child Information.
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2. Enter information in Section A: Service Details

In Section A: Service Details, you will need to enter the following information about your

service:

o Service name

J Service approval ID

J Service street address line 1

o Service street address line 2 (if applicable)

. Service suburb

o Service postcode

o Total number of weeks the service was operational in the calendar year
o Total number of weeks that service offered fee relief in the calendar year

o Service software provider trading name

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

Enter information in of the light blue cells in Section A. Some of the fillable light blue cells
will provide you with a drop-down list of options. Please select the correct response, or the

most accurate response from each of the drop-down lists provided.

Check to ensure that the service information entered in Section A: Service Details is

current and accurate.

For more information about each fillable cell, please refer to the 2025 technical

specification for fee relief data reporting
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Section A: Service Details example

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

relevant cells.

Section A: Service Details

‘ @ Please enter information in light blue cells ONLY

Service name Happy's Long Day Care

Service approval ID SE-90001234

Service street address line 1 1'Happy St

Service street address line 2 Please enteryour service's physical address line 2
Service suburb Happyvile

Service postcode 2999

Total number of weeks the service was operational in the calendar year 52

Total number of weeks that service offered fee relief in the calendar year [

Service software provider trading name Happy software

3. Enter information in Section B: Child Information

In Section B: Child Information, you will need to enter information about enrolled

children and their associated fee relief.

Before you enter information on a child, you must check that consent has been given

through a 2025 fee relief declaration and consent form.
You CANNOT include children that have not provided consent.

Fill in information for all individual children where fee relief funding has been provided.

Please check that all information about children and fee relief is current and accurate.

Please do NOT fill in any Fee Relief Details if you have selected ‘No’ under the ‘Did
child receive fee relief from service?’ cell. For example; see Child 4 in the

Section B: Child Information example below.
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You can either fill in the template manually by typing the required data or you can copy
and paste the relevant data as ‘values’ into this template. See two method on how to to

copy and paste as ‘values’ below.

Method 1 to copy and paste values

Right click on the relevant cell and click the 2" icon appearing under Paste Options.

|Aria| VHB V|Aﬁ A $ ~% 9

8 1= O A

@ @

CHILD DETAILS

| Search the menus

Method 2 to copy and paste values

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)

CHILD DETAILS

Paste Special

Paste

Al All using Source theme

Child's date of birtt
(YYYY-MM-DD) Formulas All except borders

o « Column widths

Formats

Formulas and number formats

Values and number formats

Comments and Notes

Validation All merging conditional formats

Multiply
Divide

) Subtract

[ Skip blanks [ Transpose

Conce

Check to ensure that the child and fee relief information entered in Section B: Child

Information is current and accurate.

For more information about each fillable cell, please refer to the 2025 technical

specification for fee relief data reporting
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Section B: Child Information example

Below is an example of Section B: Child Information with information entered in each of

the relevant cells.

Section B: Child Information

CHILD DETAILS

Declaration form | Did child receive
signed and fee relief from -
collected? service? Child's date of | ;g street | child's street

(YYYYbla':W-DD] address line 1 address line 2

Child 1 Yes Yes Name1 Surname1 F 2021-01-01 10 North St
Yes Yes Name2 Surname2 F 2021-03-30 21 South St
Yes Yes Name3 Surname3 F 2021-08-15 01 Southeast St
Child 4 Yes No Name4 Surname4 M 2022-01-01 22 West St
Yes No Name5 Surnamed M 2021-07-15 15 East St

FEE RELIEF DETAILS

Language ) Total fesrelief | Firstdatefee | Lastdatefee | 'OW Surplus
Fee relief I " e " e fee relief
Background paid in 12-month | relief paid in 12- | relief paid In12- | . % S
Other Than period month period month period PP child

English (LBOTE) ($) (YYYY-MM-DD) | (YYYY-MM-DD) p

Aboriginal and/or
Child's postcode Torres Strait
Islander

category

Happyville 2999 Yes Mo 4Y0+ $2,174.00 2025-01-02 2025-12-31 $0.00

Funville 2943 Mo Mo AYO+ $2,174.00 2025-01-02 2025-12-31 $0.00

Smileville 2998 Yes No YO $515.00 2025-01-02 2025-12-31 $0.00

Sleepville 2998 No Yes $0.00

Happyville 2999 Yes Yes $0.00
—

4. Save the completed template

Once you have entered all the required information, Save the file to an accessible location
on your computer. Include your service name and service approval ID (SE-#####iti#)

in the name of your saved file.

5. Upload and submit the completed template

Upload and submit the saved file in ECCMS. See Stage 3 Submit fee relief data in
ECCMS in the 2025 Start Strong for Long Day Care fee relief top up process and data

submission quide for more information.

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.
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