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Introduction

The Transition to School Digital Statement (TTSDS) provides a snapshot of a child’s
learning, development and other important background information as they move from an
early childhood education and care service to school. The statement can be accessed,

completed, edited and submitted online.

Early childhood educators or teachers should complete one Transition to School Digital
Statement for each child. This statement shares important information about the child with
their prospective school and promotes continuity of learning between each setting,

enabling children to transition smoothly into their new school environment.

Before an early childhood teacher or educator can log into the Transition to School Digital
Statement, Centre Directors or Nominated Supervisors will need to complete four setup steps,
including (1) creating an account for themselves, (2) verifying their identity, (3) registering the

service and (4) creating accounts for educators and teachers.

Transition to School Digital Statement website: https://transitions.education.nsw.gov.au

This guide has four sections:

1.  Centre director set up process. This section of the guide should be used by the
person responsible for managing an early childhood education and care service, who

has access to the service primary email address in the NQA ITS database.

2. Early childhood teacher and educator set up process. This section of the guide
should be used by educators or teachers responsible for creating a child's Transition
to School Digital Statement.

3. How to manage your Department of Education (DoE) user account. This section

should be used by all users to assist with the management of their DoE user account.

4. Support and frequently asked questions. This section includes support contact

information if you need further support.
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Privacy Collection Statement

This website is maintained by the NSW Department of Education.
For information about the collection of personal information, please refer to the privacy

collection statement.

System Requirements

A stable internet connection is required for the efficient use of the Transition to School
Digital Statement. The performance of the website will be impacted by the reliability and

performance of your service’s internet connection and network.

Device and browser requirements

The Transition to School Digital Statement works on devices including laptops, desktops

and mobile devices. It is recommended to use Chrome or Edge for the best experience.

Section 1. Guide for Centre

Directors/Nominated Supervisors

A Centre Director or Nominated Supervisor is the person responsible for managing the
day-to- day operations of an Early Childhood Education and Care (ECEC) service and will

take on the role of administrator within the Transition to School Digital Statement.

To take on the administrator role, the Centre Director will need access to the service
primary email address in the NQA ITS database. The Centre Director will first need to
register to create a Department of Education (DoE) account. This account can only be

used to access the Transition to School Digital Statement.
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IMPORTANT: Only the person who has the authority to be the administrator for this
service should complete the below steps. The administrator is responsible for managing
access for users (educators and teachers) within the Transition to School Digital
Statement platform.

1a) Creating a Department of Education (DoE) account

TIP: This section is for Centre Directors/Nominated Supervisors of Community Preschools
and Long Day Care services. For principals of preschools located within a NSW
Department of Education (DoE) primary school, please refer to Accessing Transition to

School Digital Statement as a DoE School Principal.

How to register for an account

Open the Transition to School Digital Statement website:

https://transitions.education.nsw.gov.au.

Under ‘Register’ select ‘Create an account’.

Transition to School Digital Statement

Welcome to the Transition to School Digital
Statement
The Transition to School Digital Statement communicates a child's prior-

to-school learning and development to their new school, to support
continuity of learning.

Early childhood teachers and educators complete a Transition to School
Digital Statement for each child in their year before school.

Login Register

Existing Department of Education (DoE) Centre directors or nominated
account holders. supervisors only.

Read through the onscreen setup instructions, and make sure you have access to your

personal and contact details and any two of the following documents:

© NSW Department of Education, Nov-25 m
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J Australian drivers licence

J Medicare card

o Australian passport

J Centrelink concession card

o Australian citizenship certificate

. Australian visa (foreign passports)
J ImmiCard

J Australian birth certificate

) The service primary email address listed in NQA ITS

Select ‘Get Started’ to commence the process.

—> Get started

Do you have an existing Department of Education account?

If you have an existing Department of Education account, you will need to log in. If not, you
can create an account now. Choosing the correct option for you will direct to the correct

place to continue.

® 28 lalready have a department account

Selecting this will take you to log in. After you login, you will be directed to provide your
personal and contact details and complete Identification check before updating your

existing DoE account to TTSDS Director.

O] &+ | do not have a department account

Selecting this will direct you to provide your personal and contact details, complete

Identification check and then, confirm your details before creating your account.

© NSW Department of Education, Nov-25 m
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Provide your personal and contact details

You will need to provide your legal name and contact information to create a Department

of Education (DoE) account. This includes your personal (not shared) email address and

mobile number.

Enter your personal details

First name

The name you provide must match the name on your identity documents.

Middle name

The name you provide must match the name on your identity documents.

Last name

The name you provide must match the name on your identity documents.

[3) Date of birth

Your date of birth must match your identity documents.

Personal email address

Email address confirmation

Re-enter your personal email address

Mobile number

Enter your pers
Bhxoooxxxx. This

at Odxxxxxxxx O

[ !confirm | have a valid Working with Children Check.

[ !confirm | have read, understood and agree to adhere to the NSW Department of Education
Communication Devices and Associated Services Policy (4

The personal information collected on this application is for purposes directly related to creating a NSW Department of
Education (DoE) login account in your name, sending you your DoE account information and the use of this application,
including allowing you to reset your password in the future. Any information provided to the NSW Department of Education
will be used, disclosed and stored consistent with NSW privacy laws. Further information about the collection of personal
information, and how we protect your privacy, is available in the privacy collection statement [/]. Provision of this

information is voluntary, however without this information access to the required services cannot be provided to you by the
NSW Department of Education.

© NSW Department of Education, Nov-25
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IMPORTANT: The name you provide here must match the name on your identity

documents.

Your email address must be a personal (not shared) email address. We will send your

account activation instructions here.
Your mobile number must be a personal (not shared) mobile phone number. Your mobile

number may be used to recover your account details.

You must also confirm you have a Working with Children Check and confirm you have

read, understood and agree to the Department of Education’s Communication Devices and

Associated Services Policy.

Complete Identification check

We need to verify your identity to finalise creation of your personal Department of
Education (DoE) account. For information about the collection of personal information,

please refer to the privacy collection statement.

Follow the onscreen instructions and select ‘Next’.

Tick two documents of your choice and then complete the subsequent required fields. For
example, Australian driver license and Medicare card will be selected by default. You can
change to different identity documents if required.

Choose two identity documents:

[] Australian driver license [J Medicare card

Additional options:

D Australian passpaort [:l Australian visa (foreign passports)
D Centrelink concession card [:l mmiCard
D Australian citizenship certificate D Australian Birth Certificate
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For each supplied document, you will be required to provide confirmation of authorisation

to provide personal details and consent to have your identity information checked.

D | confirm that | am authorised to provide the personal details presented and | consent to my identity information being checked
with the document issuer or official record holder for the purpose of confirming my identity.

Select ‘Next’

TIP: Personal details on your identity documents need to be matching across your ID
documents. If an ID has your name spelt differently to the other you are using, it is likely to
fail verification.

Confirm your details

Make sure your personal information has been entered correctly.

If you have made an error when entering your personal details, select ‘Edit details’.

7 Edit details

You will then be returned to the edit details screen and can make changes if required. See

Provide your personal and contact details.

If you made an error when entering your ldentity documents, select ‘Edit identity

documents’.

Edit identity documents

You will then be returned to the ‘Confirm your identity’ page where you can review and

edit document details as required. See Complete Identification check.

TIP: When updating your personal details and identity documents, the ‘Next’ button will not

be active until you have ticked the confirmation statements on the page.

© NSW Department of Education, Nov-25 m
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Complete the declaration and select ‘Next'.

[J !declare that the information | have provided in this form is complete and correct. | understand that
giving false or misleading information is a serious offence

Once your identity has been verified, a Department of Education (DoE) account will be

created for you.
Accessing your account details and activating your DoE account

When your Department of Education (DoE) account is created, the login details will be
sent via email to the email address you supplied. Please follow the instructions on the
email to activate your account and set your password and secret questions and answers.
These steps need to be completed before you can access the Transition to School Digital

Statement.

TIP: If you haven’t received this email within 5-10 minutes, please first check your Junk
folder. For further assistance, contact TTSDS Support on Ph 1300 060 450.

Account activation required

Welcome! Your NSW Department of Education account has now been registered.
Your User ID is " -
This account allows you to access the Transition to School Digital Statement

Application, and the Self-Assessment and Quality Improvement Planning Portal
as per the table below.

Next Steps

You are now required to activate your account, establish your security questions and
answers, and set your password for the first time.

© NSW Department of Education, Nov-25 m
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Step 1 - Activate your DoE Account:
1. Confirm Identity by filling in your personal details and DoE Username provided in the
email above.

,‘5.';‘3: Extranet

Account activation

il Confirm identity
Step 1
Set password Please confirm your identity

Email address
Secret questions ’7

Portal login DET Username

First name

Last name

Date of birth

i

2. Set a password for your DoE account following the onscreen password rules.

ﬂ% Extranet

"4 Confirm identity
Step 2
P Set password Set password

Your new password will take up to 30 minutes to

become active.
Secret questions

Portal login [ 104

Please include:
» Atleast 8 characters
Upper and lower case

e At least one number

No previous passwords

No common patterns (e.g. AAA, 123)
No repeating characters

« No spaces

Ba‘:k m
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3. Setthree (3) secret questions and answers to allow you to reset your password

securely if you forget your password.

k.
:5'5‘\’{, Extranet

"4 Confirm identity
Step 3
"4 Set password Secret questions

If you forget your password, you can use the secret
questions and answers below to reset it securely. Choose
answers only you would know.

o Portal login {Quesiion 1

Answer

K Secret questions

Question 2

Answer

Question 3

Answer

4. Portal Login — after you have activated your DoE account, press Continue to proceed
to the Extranet Portal.

‘%ﬁ Extranet

Account activation

Confirm identity

Step 4
Set password Portal logm
Dear your Extranet Portal Account has been activated.

Secret questions Click *Continue’ to log in to your Extranet Portal Account.

Portal login

© NSW Department of Education, Nov-25 m
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Step 2 - Access the Transition to School Digital Statement using your User ID:

Now that you have your Username and have set your password and secret questions and
answers for the first time. Allow up to 90 minutes for processing, and you are ready to

login.

Directly after account activation, you will land on the Extranet Portal. Select the Transition

to School Digital Statement icon to access the application:

Ak
nsw Extranet

Welcome

Thursday 26th August

My essentials

Transition
To School
Digital
Statement

Social Department sites

CESE > Teach.NSW >
Teach NSW (Faceboak) > NSW Public Schools >
Teach NSW (Youtube) > EAT- Electronic Application to Teach >
NSW Department of Education (Twitter) > | Work for NSW >
NSW Department of Education (Linkedin) > NSW DoE Education

From then on, for direct access to the Transition to School Digital Statement, go to
https://transitions.education.nsw.gov.au and select ‘Log in’ and enter your DoE Username

and Password.

1b) Accessing the Transition to School Digital Statement as a DoE

School Principal

TIP: Only DoE employees with school principal accounts are to follow these steps for DoE
Preschools. Skip this section and proceed to Registering your Service/s if you are a centre

director of a community preschool or long day care centre.

© NSW Department of Education, Nov-25 m
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DoE school principals take on the role of the ‘Centre Director’ within the Transition to
School Digital Statement. You need to log into the Transition to School Digital Statement

using your DoE staff account and then register your service.

For direct access to the Transition to School Digital Statement, go to
https://transitions.education.nsw.gov.au and select ‘Log in’.

NSW Departrment of Education &

Transition to School Digital Statement

hool Digital Statement for each ch
year before schoo
Login Register
Existing

Adding the Transition to School Digital Statement icon to your Staff Portal My

Essentials

The Transition to School Digital Statement application icon is located in your Staff Portal
under ‘Application Store’. To add this icon to your ‘My Essentials’, please follow the steps
outlined in Staff Portal Help.

1c) Registering your Service/s

After logging into the Transition to School Digital Statement for the first time, you will be
required to register to be the administrator for your service.

To do this, you will need to know your Service Approval Number (also known as an SE
number). You will also need to access the service primary email registered in the NQA ITS

database.

We will verify you have access to this email, by sending a PIN and asking you to enter this

into the Transition to School Digital Statement.

© NSW Department of Education, Nov-25 m
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To commence registering your service:

1. Select ‘Register a new service’.

@ Register a new service

Enter the full, Service Approval Number of the Service you wish to register and select
‘Search’ (for example SE-XXXXXXXX)

2. If you have entered your Service Approval Number correctly, the system will display a
‘Service found’ message with details of the service. Confirm these details are correct

and select ‘Register’.

- Register

3. Check the inbox of the service email registered with NQA ITs for an email from

noreply@transitions.education.nsw.qgov.au

4. Enter the six-digit PIN that we have sent to your service email and select ‘Verify’.
Once you have registered your service, you will be able to add educators and teachers to

your service in the Transition to School Digital Statement.

IMPORTANT: There may be a short delay in your registered service appearing on your
Services Dashboard. If your registered service doesn’t appear within 15 minutes and after

refreshing your screen, please contact TTSDS Support on Ph 1300 060 450.

What to do if the service email in NQA ITS is incorrect

If the service email address is incorrect, you’ll need to contact the NQA IT System Service
Desk per the details below.

Service Desk contact details:

Email: ngaits@acecqga.gov.au

Phone: 1300 667 319

© NSW Department of Education, Nov-25 m
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1d) Adding teachers and educators to the Service through the
Educators Dashboard

Teachers and educators will need to be registered onto the Transition to School Digital
Statement before they can create and manage statements for children. It is the

administrator’s responsibility to add and remove users from the Transition to School Digital

Statement.
Open the ‘Educators Dashboard’

On the menu ribbon at the top of the screen select on ‘Educators’.

. Transition to School Digital Statement

2. Educators

Eclicnleds i ar B ol Bl o

STATEMENTS ARCHIVED EQUCATORS GHOUFS

Select ‘Add Educator’

2+ Add Educator

Answer question: ‘Does your educator already have a DoE account?’

‘No’ — If you answered No to this question, complete the form with the Educator’s details.
Ensure that the email address and mobile number entered for the educator is personal and

not a shared email address or mobile number.

© NSW Department of Education, Nov-25 m
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Does your educator already have a DoE account?

Q Yes
® No

Please enter the educator’s details:

Educator's first name

Educator's last name

(%) Educator's date of birth

Educator's personal email address

al (not shared) email address. This must be an email only the

This should be a pers
3 ared by multiple pe

educator uses, not one s|

Re-enter educator's personal email address

Educator’s Mobile number (optional)

Enter the e
cover their

cator's personal (not shared) mobile number. This may be used to re-
count details

[:| | have obtained the educator’s consent to create a NSW Department of Education account on their
behalf, and to share their personal information for this purpose.

[ !confirm the educator has a valid and current Working with Children Check.

D | confirm this person is employed at my service and authorised to access information saved in the
Transition to School Digital Statement platform.

f:] | declare that the information | have provided in this form is complete and correct and | understand that
giving false or misleading information is a serious offence.

2+ Create Educator Account

‘Yes’ — If you answered Yes to this question, enter in the Teacher or Educator’s DoE

username.

© NSW Department of Education, Nov-25 m
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2+ Add a new educator

You are adding an early childhood teacher or educator to
At the end of this step, a Department of Education (DoE) account wil be created for your teacher or educator, and they will
receive DoE account login details to access the Transition to School Digital Statement.

Does your educator already have a DoE account?

() Yes
O Mo

Flaage enter the aducator's dotails:

D I confirm the educator has a walid and current Working with Children Check

D | canfinm this person is employed ai my service and auihorised to access infermation saved in the
Transition to Schood Digitall Statement platiorm

D | declare that tha information | have provided in this form i complate and correct and | undarsiand that
gwving false or mesleading snformaton s a senous efence

& Croate Educator Account

Read and confirm all checkboxes then select ‘Create educator account’.

The teacher or educator’s account is now linked to your service in the Transition to School
Statement. They will receive an email with further instructions to the personal email
address you entered. If a new account was created for them, they will need to activate their
account and set up a password and secret questions and answers. Once they have
completed this process, they will be able to log into the Transition to School Statement.

See Section 2: Guide for Educators for further instruction.

1e) Listing Educators linked to a service

As an administrator for your service, the Educators Dashboard lists all educators and
directors linked to your service. To open the dashboard, select ‘Educators’ from the top

menu ribbon.

© NSW Department of Education, Nov-25 m
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Updating Educator account DOB and mobile number

Open the Educators Dashboard, find the educator that needs correcting and select the Pen
icon to edit. Follow the onscreen instructions to update the required details — DOB, Mobile
or both. When the required change has been entered, select ‘Save changes’. Please bear
in mind that the email address will have to be updated via calling TTSDS Technical
Support on Ph 1300 060 450.

Actions

TIP: If the educator is using a DoE staff account, updating personal details can only be

completed by the educator themselves in the Staff Portal.

Removing Educators and Directors from the Service

Directors are required to remove teachers or educators and directors if they are no longer

working at your Service. To do so, follow the steps below.
Open the Educators Dashboard.

Find the user that you would like to remove, and under actions select the red bin icon and

then select ‘Remove’.

Actions

&l

TIP: If you remove a teacher or educator in error, you can add them back using the ‘Add

Educator’ function and their DoE Username.

1f) Log out

Please ensure you log out each time you exit the platform.
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Select your initials in the top right corner of the menu ‘Log out’ and close your browser

window.

Section 2. Guide for Early Childhood Education

Teachers and Educators

2a) Accessing the Transition to School Digital Statement as a

Teacher or Educator

TIP: This section is for Community Preschools and Long Day Care services. For
Preschools located within a NSW Department of Education (DoE) primary school, please

refer to Accessing the Transition to School Digital Statement as a Teacher or Educator of a

DoE preschool.

For you to access the Transition to School Digital Statement, the Centre Director will first
need to register you with your Department of Education (DoE) account, then link you to
your early childhood education and care service. To create an individual account, please

provide your Centre Director with contact details including a personal email address.

What to do if you already have a DoE account for the Transition to School

Digital Statement at another early childhood education and care service

If you work in more than one early childhood education and care service and one of your

Centre Directors has already set you up with a DoE account and linked you to their

© NSW Department of Education, Nov-25 m
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service, the Centre Director of the other early childhood education and care service/s can
add your account to their service. Please contact your Centre Director and let them know

of your DoE Username.

Once your Centre Director adds you with your existing DoE account to their service, you
will receive an email at your previously provided personal email address, notifying you

have been added.
Accessing your account details and activating DoE account

When your Centre Director creates your Department of Education (DoE) account, the login
details will be sent via email to the email address you supplied. Please follow the
instructions on this email to activate your account and set your password and secret
questions and answers. These steps need to be completed before you can access the

Transition to School Digital Statement.

TIP: If you haven'’t received this email within 5-10 minutes, please first check your Junk
folder. For further assistance, contact TTSDS Support on 1300 060 450.

Step 1 - Activate your DoE Account:

1. Confirm Identity by filling in your personal details and DoE Username emailed to you.

ﬁ%—,’f Extranet

Account activation

{8 Confirm identity
Step 1
o e Please confirm your identity
Email a
o Secret questions (
° Portal login DET Username
First nam
Last name
Date of birth
il
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2. Set a password for your DoE account following the onscreen password rules.

;%.L, Extranet

L¥4 Confirm identity

PAl Set password

o Secret questions
o Portal login

Step 2
Set password

Your new password will take up to 30 minutes to
become active.

Please include:

* Atleast 8 characters

« Upper and lower case

+ At least one number

+ No previous passwords

+ No common patterns (e.g. AAA, 123)
« No repeating characters

< No spaces
“

TIP: It can take up to 90 minutes for your password to allow you access to the TTSDS. You

will not be able to login straight away.

3. Setthree (3) secret questions and answers to allow you to reset your password

securely if you forget your password.

ﬂi% Extranet

L") Confirm identity
"4 Set password

M Secret questions

o Portal login

Step 3
Secret questions

If you forget your password, you can use the secret
questions and answers below to reset it securely. Choose
answers only you would know.

IVOLIES“D"1

Answer

Question 2

Answer

Question 3

Answer

© NSW Department of Education, Nov-25
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4. Portal Login — after you have activated your DoE account, press Continue to proceed
to the Extranet Portal.

m Extranet

Account activation

Confirm identity

Set password Portal login

ontinue’ to lo

Secret questions

Portal lagin

Step 2 - Access the Transition to School Digital Statement using your User ID:

Up to 90 minutes after account activation, your account will be ready to use! If you are on
the Extranet Portal, select the Transition to School Digital Statement icon and login with
your DoE Username and Password. Alternatively, you can access the Transition to School
Digital Statement with your User ID via https://transitions.education.nsw.gov.au

NSW Extranet

Welcome

Thursday 26th August

My essentials

AN

)
o

Transition
To School
Digital
Statement

Social Department sites

CESE > Teach.NSW >
Teach NSW (Facebook) > NSW Public Schools >
Teach NSW (Youtube) > EAT- Electronic Application to Teach >
NSW Department of Education (Twitter) > | Work for NSW ¥
NSW Department of Education (Linkedin) > NSW DoE Education >
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2b) Accessing the Transition to School Digital Statement as a
Teacher or Educator of a DoE preschool

The DoE school principal will first need to add you to their Educator dashboard for you to

access the Transition to School Digital Statement at your DoE Preschool.

When this has been completed, you will be sent a notification email to your DoE email

address. You are then ready to log into the Transition to School Digital Statement.

Adding the Transition to School Digital Statement icon to your Staff Portal My

Essentials

The ‘Preschools Transition to School Digital Statement’ icon is located in your Staff Portal
under ‘Application Store’. To add this icon to your ‘Essentials’, please follow the steps
outlined in Staff Portal Help.

2c) Log in

To directly access the Transition to School Digital Statement application, go to:

https://transitions.education.nsw.gov.au or via the icon in your staff portal and select ‘Log

in’. Enter your NSW DoE Username and Password. You will then be presented with your

Services dashboard.

TIP: If your DoE Preschool does not appear here, please ask your principal to log into the

TTSDS and add you. For further details, see the section on adding teachers and educators

to the Service through the Educators Dashboard.

Select your Service (if working in more than one Service)

If you work in more than one early childhood education and care service and you have
been added to each of them:

The Services Dashboard will open by default at this stage. You can open this page at any

time by selecting ‘All Services’ on the left-hand menu.

You will be presented with a list of services associated with your account.
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Locate the service you wish to access and select ‘Statements’.

Ii Statements

2d) Statements Dashboard

The Statements dashboard is your service’s homepage. From here, you can view the list
of statements created by your service. You can create a new statement or edit a statement
that is ‘In progress’. Once the statement has been completed and the recipient school has

been identified, you can archive or download a PDF version.

Alphabetical order

For convenience, the Statements dashboard can be sorted in alphabetical order.
Hover your cursor to the right of the category header you wish to sort (A—Z or Z-A).

click the ‘arrow’ that appears next to the category name.

Q_ Search

|:| Child Group Educator Shared with Status

Creating a Transition to School Statement

Each child will require a new statement.

TIP: You will need to upload a signed parent/carer consent form for each child before you

can create a statement. A statement should not be prepared without parent consent.

The consent form can be downloaded here. Once the parent/carer has signed the form,

save it to a secure location ready for uploading.

If the wrong consent form is uploaded, remove the consent form using the X’ next to the

uploaded file and then upload a new consent form.
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Select ‘+ New Statement’.

o Complete the form with the Child’s details.
. Upload a copy of the signed consent form.
o Select ‘Upload Consent Form’.

o Locate the file, select it and select ‘Open’.

o Read and check the parental consent confirmation box and select ‘Continue’.
Completing the statement

Once a statement is created, you can start entering information.

As you complete work on the statement, use the ‘Save and Continue’ button to save your

work and move to the next statement page.

If you wish to save and come back later, select the ‘Save’ button, located at the top of the
statement. The statement will be saved and will be listed as ‘In progress’ in the Service
dashboard.

IMPORTANT: The autosave feature typically saves your progress automatically. However,
on Page 2, autosave will not activate until all required fields in this section are completed.
Once you complete these fields, autosave will resume saving your work. To avoid any
loss of data, it is strongly recommended that you manually save Page 2 by clicking

‘Save’ at the top or ‘Save and Continue’ at the bottom, of the screen.

Spellcheck

To ensure you have the spellcheck feature activated when completing a transition to

school statement, it is important to check your browser first.

Do this by following the steps below, depending on the browser you are using:

. Chrome: Go to Settings > Languages and make sure "Spell check" is enabled.
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. Firefox: Go to Options > Language and enable "Check your spelling as you
type."

o Edge: Go to Settings > Languages to enable spell check.

Once the toggle is activated, you will then see which words are spelt incorrectly and can

adjust accordingly.
Transition to School Digital Statement — Child Statement Components

The statement has three key sections about the child:
o About the child
. Feelings about school

o Child’s development.

The information in the statement summarises a child’s strengths, interests and approaches
to learning in their year prior to school. It assists primary school teachers to better
understand a child and how best to support their transition from early childhood education

to school, promoting continuity of learning.

It is recommended that you check to ensure all relevant information has been included to
assist the school before marking a statement as complete.

Section Information Collected Completed by:

About the Child | General information about the child, including Early childhood
enrolment details, cultural identity (where education teacher
culturally safe to do so and in conjunction with or educator
parent/caregiver) and information about any

additional needs.

If the child has additional needs, you can upload
more information about support being provided,
including speech pathology, physiotherapy,
occupational therapy and psychology and

specialist forms related to this support.
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If the child has an NDIS plan you can include
information about the type of disability they
received support for and a copy of their NDIS

plan if available.

This information will assist the child’s school to

ensure appropriate support is in place.

Feelings About | Descriptions about the child’s feelings and Early childhood
School expectations about school. This information will | education teacher
assist Kindergarten teachers to create a learning | or educator with
environment where children feel safe and input from the

supported. child

This section needs to be completed with the

child.
Child’s Descriptions of the child’s learning progress Early childhood
Development against the Early Years Learning Framework education teacher

2.0. Use this section to comment on the child’s | or educator
preferences, learning styles, and current
abilities. You can include intentional teaching
strategies, strengths and emerging skills related
to the outcome. This information will assist
Kindergarten teachers in providing continuity of

learning when supporting each child.

TIP: If you have additional documents (JPG, PNG, PDF, or DOCX) to include with the
child’s Transition to School Digital Statement, please attach them via the ‘Add child’s NDIS

plan (optional)’ section. You can upload a total of 10 documents in this section.
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Confirm and Send

When you have completed the statement, review your answers on this page. Select the

following options as required:
. ‘Save’ — Takes you back into the Statements Dashboard for the Service.

. ‘Download’ — downloads the statement and any attachments as a PDF in a ZIP file
where you can save to a secure location or print. If you chose this option before
completing the ‘Intended primary school’ section at the bottom of the page, the

following will be displayed at the top of your statement.

. ." I
NL‘S% Transition to School Digital Statement

Confirm Send (Draft - Not to be shared with
School)

IMPORTANT: If you share a statement with a school before it is complete, a notification
will appear at the top of the page. As the statement is a dynamic document, sharing is
permitted; however, this notification informs the recipient that the statement is still in
progress (e.g., sharing a statement early in the year to complete an access request while

continuing to update throughout the year).

. ‘Confirm and Send’ — To complete a statement and send it to the recipient school,
please ensure the ‘Intended Primary School’ section at the bottom of Section 5 is

completed.

Intended primary school

Which school type will this child be attending?

‘ -
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When completing the ‘Intended Primary School’ section, you have 5 options from the

drop-down menu.

Intended primary school

Which school type will this child be attending?

NSW public school

Independent school in NSW

Catholic school in NSW

School outside of NSW

[]

Other / school is unknown

. NSW public school

. Independent school in NSW

. Catholic School in NSW

J School outside of NSW

. Other/school is unknown

If the completed statement is going to a NSW public school, select this option from the

drop-down menu. Then, type the school’s name in the next field and select it from the

displayed list.

Intended primary school

Which school type will this child be attending?

NSW public school -

Enter school name

‘ 7 ‘
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Once you have selected the NSW public school, the school will be able to access the
statement in their dashboard as soon as you select ‘Save & Send’.
If you select any of the 3 options including:

— Independent school in NSW

— Catholic school in NSW

— School outside of NSW

You will be given the option to ‘download’ and/or ‘print’ the Transition to School

Statement once you have selected ‘Save & Exit’.

Intended primary school

Which school type will this child be attending?

Independent school in NSW v

You've indicated the child is not attending a NSW public school.

Please note this platform can currently only send Transition to School Statements to NSW public schools.
Therefore, the statement will need to be manually submitted to the child's independent, Catholic or out-of-state school using
one of the following methods:

« Print a copy of the statement and post to the school or

« Provide a printed copy of the statement to the child's parent or carer to pass onto the school
« Navigate to the statement dashboard to Actions and select Download to print the statement & associated attachments.

IMPORTANT: Only statements being sent to a NSW public school can be sent directly
via the Transition to School Digital Statement Platform. For all other schools, the statement

will first need to be downloaded and sent from your ECEC service email.

If you select the option, ‘Other/school is unknown’, you will be given the option to
‘download’ and/or ‘print’ the Transition to School Statement once you have selected
‘Save & Exit’.

Intended primary school

Which school type will this child be attending?

Other / school is unknown v

You've indicated the child's school is currently unknown

Navigate to the statement dashboard to Actions and select Download to print the statement & associated attachments.
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IMPORTANT: You will not be able to edit a statement once it has been marked as
completed. A complete statement cannot be changed back to ‘In Progress’. You will need
to Archive or Remove any statement that is completed in error and create a new

statement.

TIP: Completed statements can be accessed and downloaded anytime from the Statement
Dashboard. For example, if a school other than NSW Government School is selected, your

only option is to download and securely send the child statement to the school.

Downloading Statements from the Statement Dashboard

To download the Transition to School Digital Statement for an individual child, from the

Statement dashboard:

° Locate the child on the list and select the statement. Select ‘Download'.

The statement will now download as a PDF in a ZIP file, and you can save the statement

to your preferred location or print a hard copy.

Up to 10 statements can be downloaded at a time by ticking each required statement in the

statement dashboard and selecting ‘Actions’ then ‘Download’.

IMPORTANT: If the download does not initiate, you may have pop-ups disabled for the
site, which would block all downloaded statements. Please enable pop-ups for the TTSDS

Platform.

Delete/Remove Statements from the Statement Dashboard

To delete/remove the Transition to School Digital Statement for an individual child, from the

Statement dashboard:

Locate the child on the list and select the statement by ticking the box next to it, select

‘Actions’ then ‘Remove’.
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& Archive

Download

[

2+ Assign to group
@ Export list

Remove

(m ]

IMPORTANT: You will not be able to retrieve the statement once it has been removed.

Remove statements with caution! Once they are deleted, they cannot be retrieved.

TIP: You can ONLY delete/remove statements that have the status of ‘In Progress’.

Completed statements can only be archived. See: Statement Archive

2e) Statement Groups

Create groups of any category you choose (e.g. room name, age, educator) to group
together children’s statements and simplify filtering and viewing. Grouped statements you
create can be accessed from the ‘GROUPS’ tab on the dashboard. You can access the
Groups Dashboard by selecting ‘GROUPS’ on the top of the page or by selecting ‘My

Service’ then ‘Groups’ on the left menu:

STATEMENTS ARCHIVED EDUCATORS GROUPS

OR

n ® o
I
3
S
5
2
P
o

The Groups Dashboard displays the ‘groups’ associated with the early childhood

education and care service, and the child statements assigned to each group. You can
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expand each group by clicking the down arrow next to the group name to view the

statements.

:2: Groups

Groups for 00SH Centre are listed below

STATEMENTS ARCHIVED EDUCATORS GROUPS

Create a new group

Enter group name Create

Current groups: \

Red Room - 2 statements wov

Blue Room - 0 statements v

Create a new Group

In the Groups Dashboard, enter a new group name into the ‘Create a New Group’ field

and select ‘Create’. A new group will then be created.

:2: Groups

Groups for v OOSH Centre are listed below

STATEMENTS ARCHIVED EDUCATORS GROUPS

Create a new group

Enter group name ‘ m
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Assign a child statement to a Group/Change the group of a child statement

In the Statements Dashboard, select the child statement you wish to add to a group.
1. Click ‘Actions’ and select ‘Assign to group’.

2.  From the drop-down menu, choose the desired group and click ‘Assign to group’.

: e ™ e ™ e N e ™
Filter by: ( Group ~ | ( Educator ~ ) ( Sharedwith ~ ) ( Status - )
N e N e N e N e

G—) New Statement

& Archive

Download/

2+ Assign to group

I«

Group Educator Shared with
@ Exportlist
Red Room Not provided (V] School
O Remove
J — Red Room Not provided
\ O Not provided
r Not provided Not provided Q School

To change the group association later, repeat these steps and select a different group

from the drop down-menu. The statement will then be reassigned to the new group.
Remove a child statement from a Group

To remove a child statement from a group:

1. In the Groups Dashboard, expand the group containing the statement by clicking the

down arrow next to the group name.

2.  Select the ‘minus’ button next to the statement you wish to remove and select

‘remove’.

3. The statement will then appear in the Statements Dashboard without a group

association.

If you wish to assign to a different group, see: Assign a child statement to a Group/Change

the group of a child statement.
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STATEMENTS ARCHIVED EDUCATORS GROUPS

Create a new group

Enter group name \ m

Current groups:

Red Room - 2 statements \ ~

2 ©
2 o

Rename or delete a Group

To rename a group: In the Groups Dashboard, select the 3 dots icon (...) next to the group
you want to rename, and then select ‘Rename group’. Enter the new name of the group as

required and then select ‘Rename’.

b4

# Rename group

O Delete group

To delete a group: In the Groups Dashboard, select the 3 dots icon (...) next to the group

you want to delete and then select ‘Delete’ to complete the process.
THIS CANNOT BE UNDONE! DELETE WITH CAUTION!
TIP: Any child statement assigned to a group that is deleted will have their membership to

that group removed. The statement will remain active without a group. If they are to be part

of a different group, they will need to be assigned. See Assign a child statement a Group.

2f) Statement Archive

If your early childhood education and care service has previously completed Transition to
School Digital Statements, these statements are archived at the end of each year and are

accessible from the Archive Dashboard. You can also archive a statement if you no longer
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need to complete a Transition to School Digital Statement for a child e.g. If the child is

staying in early childhood and care education next year.

You can access the Archive Dashboard by selecting ‘Archived’ on the top of the page or

by selecting ‘My Service’ then ‘Archived Statements’ on the left menu:

STATEMENTS ARCHIVED EDUCATORS GROUPS

OR

All Services

@ %

Help and FAQ

My service ~

Statements

Archived statements

Educators

Groups

Downloading an Archived Statement

To download an archived statement:

1.  Locate the statement in the list and tick the box to the left to select it.

2.  Click on ‘Actions’.

3. Select ‘Download’, read the displayed message, then click ‘Download’ again to

proceed.

The archived statement will download as a PDF inside a ZIP file. You can then save the

statement to your preferred location or print a hard copy.

& Archived Statements

Archived Statements for . OOSH Centre are listed below

STATEMENTS ARCHIVED EDUCATORS GROUPS

Filterby: ( Educator - \/w f,sharedwnh <) (‘cohortyear - )
@ Unarchive
Q Search
$ Download
= Child Cohort Archived Educator Shared with

2025 25 Mar 2025 Not provided ) Public School
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Unarchive an Archived Statement

To unarchive an archived statement:

1.  Locate the statement in the list and tick the box to the left to select it.
2.  Click on ‘Actions’

3. Select ‘Unarchive’.

If the statement is from the current cohort year, it will be removed from the Archive

Dashboard and will now appear in the Statements Dashboard.

STATEMENTS ARCHIVED EDUCATORS GROUPS

Filterby: ( Educator ~ ;w (sharedwith - ) (‘cohortyear - )

T— Unarchive
Q Search
& Download

-] Child Cohort Archived Educator Shared with

2025 25 Mar 2025 Not provided V) Public School

2g) Log out of the Transition to School Digital Statement

Please ensure you log out each time you exit the platform.

Select your initials at the top right of the screen and then select ‘Log out’. Close the

browser window.

Section 3. Department of Education (DoE) User

Account Management

Your DoE Username and password enable you to access the Transition to School Digital

Statement https://transitions.education.nsw.gov.au

When your DoE Username is created, you will be sent an activation email containing your
NSW DoE Username and further instructions. You are required to set a password and
secret questions and answers, in accordance with the NSW DoE Password Requirements.
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There are many self- service password options. Please refer to Login help for NSW

Department of Education account holders for more information.

What to do if you forget your NSW DoE Password

If you have forgotten your NSW DoE password and cannot log into Transition to School
Digital Statement you can reset your password via the mobile number or personal email
that was entered when your account was created, or with your secret questions and

answers:

Reset your password via personal email

Reset your password with Secret Questions and Answers

Reset your password with your Mobile

What to do if you want to change your DoE Password and/or Secret

questions and answers

To proactively change your NSW DoE Password:

For Non-DoE early childhood education and care service users: Manage your extranet

password and update secret questions

For DoE preschool users: Manage your security settings and secret questions and

answers and Change your password
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Section 4. Support

Frequently Asked Questions

Query Response

Who can register as the
‘Centre Director’ within
Transition to School
Digital Statement for a

service?

The Centre Director or nominated supervisor. They must
have access to the email address registered as the Service
primary email Address in the NQA IT System.

For example, in DoE Preschools, the principal is classed as

the ‘Director’, only the principal can take this role.

| was an Educator but now |
am a director. How do |

upgrade my account?

As a Non-DoE Employee, go to ‘Register account’ and
select ‘I already have an account’. This will verify your
account and take you through ID verification. See Creating a

Department of Education (DoE) account.

Then you must go through the register service steps:
Registering your Service/s

For example, if you are operating a DoE Preschool, you can
login with your DoE account. You MUST be listed as
SCHOOL.PRINCIPAL to register your service. If you are
acting as the school principal, SAP must display you in this
position for your account to automatically update to
SCHOOL.PRINCIPAL

| didn’t receive my NSW
DoE Account activation

email

The NSW DoE Account activation email is sent to the
personal email address entered when your account was

created. Please check the Junk folder of your email account.

| cannot register my

service as the verification

This verification email goes to the email address registered
as the Service primary email address in the NQA IT System.
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PIN email has gone to

the wrong address

If the Service primary email address is incorrect, you’ll need
to correct in NQA ITS or contact the NQA IT System Service
Desk using the details below, wait 24 hours and then
reattempt to register your service in the Transition to School

Digital Statement following steps in Registering your

Servicels
Service Desk contact details:

Email: nqaits@acecqga.gov.au

Phone: 1300 667 319

| can’t remember my
NSW DoE Username

Refer to the NSW DoE Account activation email that was
sent to your personal email address when your account was

created. This email contains your NSW DoE Username.

If you are a teacher or educator, please contact your
director. Centre Directors registered with the Transition to
School Digital Statement can access the Educator
Dashboard which lists the teachers and educators linked to
the early childhood education and care service and their

associated username.

| can’t remember my
NSW DoE Password

If you have forgotten your NSW DoE password and cannot
log into the Transition to School Digital Statement, you can
reset your password via the personal email or mobile

number that was entered when your account was created,

or with your secret questions and answers.

See What to do if you forget your NSW DoE Password

How do | reset my NSW

DoE password?

See Department of Education (DoE) User Account

Management for further instruction
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How do | change my
NSW DoE User Secret

Questions and Answers?

See What to do if you want to change your NSW DoE

Password and/or Secret questions and answers for further

instruction.

| accidentally deleted a
teacher or educator from

the Educators dashboard

You can re-add the teacher or educator using their DoE

Username. See Adding educators and teachers to the

Service through the Educators Dashboard

| have been linked to my
Service, but it is not
displaying in the
Transition to School
Digital Statement
Services Dashboard

Once registered, Services can take up to 5 minutes to
appear in your Services Dashboard. If you have followed the

steps in Registering your Service/s and the service is not

C

displaying after 5 minutes, please refresh the page or
F5.

If the service is still not displaying, follow these steps:

4. Log out of the Transition to School Digital Statement
5. Close your browser window

6. Open anew browser window

7. Log into the Transition to School Digital Statement.

If the service is still not listing, please contact TTSDS
Support on 1300 060 450 for further assistance.

Where can | find the

consent form?

The consent form can be found here.

Do | need to use the
department consent

form?

Yes, this is a legal document which is approved by the
Department of Education.

How do | reopen a
statement that has been
‘Confirmed’ and is in

status ‘Complete’? | need

Once a statement has been ‘Confirmed’ and is listing as
Status ‘Complete’ in the Statements dashboard, you cannot

re-open it.
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to add more information
OR it was marked as

‘Complete’ in error.

Options:

Archive the original incomplete statement and create a new

statement for the child. See Statement Archive and Creating

a Transition to School Statement.

You can view the content of the original incomplete
statement by downloading a copy of it from the Archive.

See: Downloading an Archived Statement.

Contact the school via an alternate method and provide

them with the missing information.

The service information is
not correct. How do |
change this? The
Statements we have
generated have an
incorrect service address
or phone number. How

do | correct this?

This information about the service originates from the NQA

IT System.

If the Service’s address or phone number is incorrect,
contact the NQA IT System Service Desk using the details
below, wait 24 hours and then reattempt to register your
service in the Transition to School Digital Statement

following steps in Reqistering your Service/s

Service Desk contact details:

Email: nqaits@acecqa.gov.au

Phone: 1300 667 319

Can | share the
statement with the child’s

parent/guardian?

You can print a hardcopy of the statement to share with the

child’s parent/guardian.

See Downloading Statements from the Statement
Dashboard

Can | send the statement

to multiple schools?

No, statements can only be sent to one school i.e. the school
where parent/carer/guardians have indicated they have

accepted an enrolment.
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In situations where a parent is unsure of the school the child
will be attending select ‘School is unknown’. You can then
print a hardcopy of the statement to share with the child’s

parent/guardian.

Can | recall a statement
shared to a NSW public

school?

Yes:

1.  From the Statement Dashboard, click on the child’s
statement. You will be automatically taken to section 5,

‘Confirm & send'.

2. At the bottom of the page, click the ‘Which school
type will this child be attending?’

3. From the drop-down menu select ‘Other/school is

unknown’

4. Click ‘Save & Send’.

The statement has now been recalled from the NSW public

school that it was sent to.

Note: The statement will automatically be removed from the
Statement Dashboard of the NSW public school that the

statement was initially sent to.

Can | change the NSW
public school that the

statement is shared with?

Yes:

1. From the Statement Dashboard, click on the child’s
statement. You will be taken automatically to section 5,

‘Confirm & send’.

2. Atthe bottom of the page, click the ‘Enter school
name’ field and press ‘delete’ to remove the school the

statement was initially sent to.

3. Inthe ‘Enter school name’ field, type the new NSW
public school’'s name. When it appears in the drop-
down menu, select the correct school.

4. Click ‘Save & Send'.
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The statement has now been sent to the new preferred
NSW public school.

Note: The previous NSW public school will automatically
have the child’s statement removed from their Statement
Dashboard.

Note: If you do not know the school the child will be
attending, select ‘School is unknown’ and then choose

‘Save and exit’.

| can’t see a child’s

statement anymore

The child’s record may have been archived. You can access
archived records using the ‘Archived’ tab on your
dashboard or by selecting ‘My Service’ and then ‘Archived

Statements’ in the left-hand menu on your screen.

See Statement Archive

When will the Statement
be received by the
selected NSW public

schools?

If the child will be attending a NSW public school, their
statement will be available to the school in its portal as soon
as you have ‘Shared’ the statement with them.

The school the child will
be attending next year
does not appear in the list

Check the name of the school, the spelling of the school’s

name and if the school is a NSW government school.

What if the child is
attending an Independent
or Catholic school? Can |
email them a copy of the

statement?

Statements cannot be sent via the TTSDS platform to
Independent or Catholic schools . Instead, the Early
Childhood Education and Care (ECEC) Service can
download the statement and securely send it to the school

using the ECEC service’s email.

What if the child is
attending a school
outside of NSW?

Statements cannot be sent via the TTSDS platform to
schools outside of NSW . Instead, the Early Childhood

Education and Care (ECEC) Service can download the
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statement and securely send it to the school using the

ECEC service’s email.

What if the parent/carer is
still deciding what school
the child will attend?

Complete the statement and go to section 5, ‘Confirm &

send’.
1. Scroll to the bottom of the page
2. Inthe ‘Intended primary school’ field, select

‘Other/school is unknown’.

You can then download the child’s statement and provide a
copy to the parent/carer for them to pass onto the school

when they decide.

| accidentally archived a
statement. How do | get it
back?

You can unarchive an archived statement from by using the
‘Make Live’ function in the Archive Dashboard. See

Unarchive an Archived Statement

What is the preferred
browser for using the
Transition to School

Digital Statement?

It is recommended to use Chrome or Edge for the best

experience.

When | click ‘Download’
to download a statement

nothing happens.

How do | check if my
browser’s pop- up blocker
settings are stopping me
from
opening/downloading the
Transition to School

Digital Statements?

Pop-up blockers may restrict ZIP files of PDF statements

from opening when you download them.

The following of the below steps will allow pop-ups on DoE
sites on the Chrome and Edge browsers. Once you have
applied the settings, please close the browser and reload the

Transition to School Digital Statement site.

Google Chrome (desktop/PC):
On your desktop device, open Chrome C.

At the top right, click More :

Click Settings.
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Under ‘Privacy and security’ click Site settings.
Click Pop-ups and redirects.

Next to ‘Allowed to send pop-ups and use redirects’ click
Add In ‘Site’ type in education.nsw.gov.au > Click Add

Microsoft Edge (desktop/PC):

On your desktop device, open Microsoft Edge
At the top right, click More ...

Click Settings.

Click Site permissions.

Select Pop-ups and redirects.

Next to Allow, click Add

In ‘Site’ type in education.nsw.gov.au. Click Add

Google Chrome (iPad/iPhone):
On your iPhone or iPad, open the Chrome app ¢,
Tap More ** ? Settings 3]

Tap Content Settings * Block Pop-ups.
Turn Block Pop-ups off.

Edge (iPad/iPhone):

On your iPhone or iPad, open the Edge app <

Tap Menu *** > Settings.

Tap Privacy and security
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In the Security section, turn off Block Pop-ups by swiping the

switch to the left and tap Done.

Google Chrome (Android):

On your Android phone or tablet, open the Chrome app ¢,
To the right of the address bar, tap More : Settings.

Tap Permissions ” Pop-ups and redirects.

Turn off Pop-ups and redirects.

For Further Support

For further technical and how to support with the Transition to School Digital
Statement (TTSDS) please contact:

TTSDS Support on 1300 060 450
For further TTS/TTSDS policy or program support please contact:

Information and Enquiries on 1800 619 113 or ececd@det.nsw.edu.au

Suggestions and or feedback

For Transition to School Digital Statement Platform feedback and or suggestions,

please contact:

ecec.transitions@det.nsw.edu.au
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© State of New South Wales (Department of Education), 2025

The copyright material published in this resource is subject to the Copyright Act 1968 (Cth)
and is owned by the NSW Department of Education or, where indicated, by a party other
than the NSW Department of Education (third-party material).

Copyright material available in this resource and owned by the NSW Department of

Education is licensed under a Creative Commons Attribution 4.0 International (CC BY 4.0)

license.

(OO

This license allows you to share and adapt the material for any purpose, even

commercially.Attribution should be given to © State of New South Wales (Department of
Education), 2025.

Material in this resource not available under a Creative Commons license:

. the NSW Department of Education logo, other logos and trademark-protected

material

. material owned by a third party that has been reproduced with permission. You will
need to obtain permission from the third party to reuse its material.

Links to third-party material and websites

Please note that the provided (reading/viewing material/list/links/texts) are a suggestion
only and implies no endorsement, by the New South Wales Department of Education, of
any author, publisher, or book title. School principals and teachers are best placed to
assess the suitability of resources that would complement the curriculum and reflect the

needs and interests of their students.

If you use the links provided in this document to access a third-party's website, you
acknowledge that the terms of use, including licence terms set out on the third-party's
website apply to the use which may be made of the materials on that third-party website or
where permitted by the Copyright Act 1968 (Cth). The department accepts no

responsibility for content on third-party websites.
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