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Welcome to the Tusla Service Portal to Register your Service 

Beginner's Training Course  

The Tusla TEYIS Service Portal, is a new system that will support you in creating an online Tusla Registration Application Form (RAF). The Tusla 

RAF contains 12 sections plus a section on Documents. You will enter registration information in each of the 12 sections and you will also upload a 

number of evidence documents. The Tusla Service Portal will also support you in navigating to a payment system called 'WorldPay'. It is in the 

'Worldpay' system where you will pay your registration fee. When your RAF is completed and your fee payment is successful, the system will then 

support you in 'submitting' your RAF to the Tusla Early Years Inspection team for processing.  
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Let's take a bird’s eye view of the application process 
As the picture below illustrates, to complete the registration application process you will... 

1. Create and fill in your online registration application form (RAF).  

2. Upload your evidence documents.  

3. Pay your fee. 

4. Submit your completed RAF to Tusla for review 

5. Finally, if there are any issues with your submitted RAF, you will receive an email from the Tusla Early Years team. 

Each of these 5 steps are explained in detail in the related topics in this course. 

Picture 1: 
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Explain the layout of the Tusla Service Portal 
There are four main areas on the Tusla Service Portal. They are: 

1. Message 

The message gives you a brief description of what this service portal does. See the picture below. 

2. List of your registration application forms (RAFs) 

This area of the service portal displays a list of all your RAFs. As this portal will be used by you in the future for registering with Tusla (for example; 

every 3 years), you will in time have a number of RAFs stored on your Tusla portal. Have a look at the picture below. This area of your portal will 

tell you where your RAF is in the application lifecycle. Your RAFs will go through a number of different stages.  

 RAF in draft 

 RAF pending payment 

 RAF in review 

 Approved RAF 

When you first create your RAF, it will have a status of 'draft'. When you pay your fee, your RAF status will be updated to 'pending payment'. When 

you submit your RAF to Tusla, your RAF will be updated to 'in review'. When your RAF is approved by the Tusla Early Years team, your RAF will be 

updated to 'approved'. Each of these statuses let you know where your RAF is in the application lifecycle. 

 

3. Actions 
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The action area provides you will the ability to carry out specific tasks. For example; create a RAF or View the RAF User Guide. 

 

 

Picture 1: TEYIS Homepage 
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How do I create a registration application form? 
Steps 

 Go to the Actions area of the service portal.  

 Select the action called 'Start a new RAF'. See Picture 1, arrow below. 

 Note that 'RAF' is an abbreviation for registration application form. 
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Picture 1: Start a New RAF 

 This will open a screen similar to Picture 2 below. 

 Select the button called 'Create RAF'. 

 A blank RAF will be created for you. 
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Picture 2: Create RAF button 

 

 

 

 

Explain the layout of my registration application form 
Layout 

1. Your registration application form contains 12 sections and an additional section for uploading your evidence documents. 
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2. Note that different information will be requested from you on your RAF if you are a 'Temporary Service'. To see further information on what a 

'Temporary Service is, click on the training topic called 'Definitions' in this training course. 

3. See the picture below for an illustration of the sections. 
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Picture 1: Sections on a RAF 

 

 

 



   TEYIS System Service User Guide 

12 
 

Save and Continue 

1. Very Important Note: when filling in your information on your RAF, it is critical that you press the 'Save and Continue' button before moving to 

another section. It is also critical that you click on the 'Save and Continue' button every 5 minutes to ensure that the information that you have 

entered is not lost in the event that you experience any internet broadband issues. 

 

Picture 2: ECCE Questions 
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What information is requested in each section of the RAF? 

Section 1: this section asks for general information. For example; services offered, name, address etc 

Section 2: this section asks for information in relation to you, the proposed registered provider. For example; are you a sole trader, limited company 

etc 

Section 3: this section asks for information in relation to the person who manages the service on a daily basis. This person is called the 'Person in 

Charge'. This section must be filled in for the following scenarios: (i) you are the registered provider and you are also the person in charge of your 

service (ii) you are the registered provider and you employ a person in charge to manage your service. This section asks for information in relation to 

qualifications and previous employment. 

 Section 4: this section asks for information in relation to the registered provider having registered with health registration bodies. 

 Section 5: this section asks for information in relation to if you were previously notified to the HSE/Tusla. 

 Section 6: this section asks for information in relation to numbers of staff in your service. 

 Section 7: this section asks for information in relation to your premises. 

 Section 8: this section asks for information in relation to the insurance arrangements for your service. 

 Section 9: this section asks for information in relation to the opening days and hours of your service. 

 Section 10: this section asks for information in relation to directions to your service. 

 Section 11: this section provides you with information on fees. 
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 Section 12: this section asks you to provide information in relation to the RAF declaration. At the end of this section, you may also see a list red 

messages from the computer system. Red messages will be displayed here if you have not filled in the information correctly on your RAF, or there is 

missing information on your RAF. For example; you forgot to attach a garda vetting form or you forgot to specify the services you offer. 

 

 Section Documents: this section allows you to upload evidence documents. For further information on how to upload documents, click on the 

training topics: 'How do I upload a document' and also 'What documents do I need to upload'. 
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Tips on completing Section 1 
 This section asks for general information about your service name and address, services provided etc 

 

 

Picture 1: General Details 
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 Do not fill in the 'RAF ID' or the 'Tusla Organisation ID' fields. See Picture 1 below. 

 You must fill in the fields that have an orange asterisk. These fields must not be left blank. 

 You can select more than one option in the 'Services Offered' field. Note that if you are a temporary service, you will be asked for additional 

information. 

 Note that you will use your ‘Tusla Organisation ID’ as a reference number when communicating with the Tusla Early Years team. 
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Picture 2: General Details Continued 

 It is important to put the exact legal name of your service in the 'Service Legal Name' field. 

 'County/Division' field: it is very important that you select the county/division carefully as the county/division you select here will be used by 

Tusla in creating your 'RAF ID'. 

 Click on the Save and Continue button. 
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Tips on completing Section 2 

 This section of the application form asks questions about the registered provider. For example; is the registered provider a sole trader, 

partnership, limited company, designated activity company or other. 

 

Picture 1: Sole Trader or Partnership questions 
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 When you select the 'Type of Registered Provider', you will see a number of options. The option you select, will cause new information to appear 

on the screen.  

 For example; if you select 'Sole Trader' or 'Partnership', a specific set of questions will be displayed on your screen. See Pictures 1 and 2. 

 Alternatively; if you select 'Limited Company' or Designated Activity Company, a different set of questions will be displayed on your screen. See 

Pictures 3 and 4 below. 

 You must fill in the fields that have an orange asterisk. These fields must not be left blank. 
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Picture 2: Sole Trader or Partnership more questions 
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 Read the following carefully: to add information for the registered provider, do the following steps: 

 Refer to Picture 2 above. 

 Click on the button 'Insert New Registered Provider' (arrow 1). A new small screen will popup. 

 Enter information in the new small screen for the registered provider (arrow 2). 

 Click on the green plus icon (arrow 3). 

 The system will save the information you entered for the registered provider.  
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Picture 3: Limited company or Designated Activity Company questions 
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Picture 3: Limited company or Designated Activity Company - more questions 
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 For all types of Registered Provider, you must also indicate on the application form if the registered provider is also the person in charge. See 

Picture 4 below. 

 You must also indicate on the application form if you are a participant in ECCE. See Picture 4 below. 

 Click on the Save and Continue button. 

 

Picture 4 

 

 

 

 



   TEYIS System Service User Guide 

25 
 

 

Tips on completing Section 3 

 This section of the application form asks questions about the 'Person in Charge'. This is the person that manages the service on a daily basis. 
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Picture 1: Person in Charge Details 
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 As Picture 1 illustrates above, you will enter information in relation to the person in charge's personal details. 

 You will also enter information in relation to the person in charge's qualifications and previous employment. See Picture 2 below. 

 You must fill in the fields that have an orange asterisk. These fields must not be left blank. 

 Read the following very carefully: to add a qualification, click on the button 'Insert New Qualification' (arrow 1). 

o Enter your qualification information (arrow 2). 

o Click on the green plus icon (arrow 3). 

o The system will add your qualification.  
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Picture 2: qualification information 

 Note that if you need to record that you have a grandfathering letter, select the 'Other' option. See picture 3, arrows 1-9. 
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Picture 3: Grandfathering Scenario 

 Read the following very carefully: to add an employment record, click on the button 'Insert New Employment' (Picture 4, arrow 1). 

 Enter employment information (Picture 4, arrow 2). 

 Click on the green plus icon (Picture 4, arrow 3). 



   TEYIS System Service User Guide 

30 
 

 The system will add the employment information.  

 Click on the Save and Continue button. 

 

Tips on completing Section 4 

 This section asks you for information about any professional bodies that you are registered with.  
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Picture 1: Professional Registration Details 
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 You must fill in the fields that have an orange asterisk. These fields cannot be left blank. 

 Read the following very carefully: refer to picture 2 below, to add a professional registration, click on the button 'Insert New Professional 

Registration' (arrow 1). 

 Enter your professional registration information (arrow 2). 

 Click on the green plus icon. 

 The system will add your professional registration information.  

 Click on the Save and Continue button. 
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Picture 2: Add Professional Registration Details 
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Tips on completing Section 5  

 This section asks you for information about your previous notification/registration history. 
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Picture 1: Previous Registration/Notification History 
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 You must fill in the fields that have an orange asterisk. These fields must not be left blank. 

 Click on the Save and Continue button. 

 

Tips on completing Section 6 

 This section asks for information about your staff. 

 

Picture 1: Staffing 

 You must fill in the fields that have an orange asterisk. These fields must not be left blank.  

 Click on the Save and Continue button. 
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Tips on completing Section 7 

 This section asks for information about your premises. 
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Picture 1: Premises Information 
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 You must fill in the fields that have an orange asterisk. These fields must not be left blank. 

 Read the following carefully: if you do not have planning permission, you are required to upload a supporting document. On the other 

hand, if you have planning permission, you are required to upload a copy of your planning certificate. For information on how to upload a 

document, go to the training topic: 'How do I upload my documents?' 

 To fill in information in relation to rooms in your premises do the following: 

 To add a room, click on the button 'Insert New Room' (arrow 1). Refer to Picture 2. 

 A new small window will open. 

 Enter the room information (arrow 2) 

 Click on the green plus icon. 

 The system will add room. To remove the room information, click on the red trash bin icon. 

 Click on the Save and Continue button. 
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Picture 2: Add Room Information 
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Tips on completing Section 8 

 This section asks for information about your insurance arrangements for your service. 
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Picture 1: Add Insurance Information 

 

 You must fill in the fields that have an orange asterisk. These fields must not be left blank. 

 Click on the 'Insert New Insurance' button (Picture 1, arrow 1). 

 A new screen will popup. Enter your information in the screen. 

 Click on the green cross, this saves the information that you entered. 

 Click on the Save and Continue button. 
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Tips on completing Section 9 

 This section asks for information about the opening days and hours of your service. 

 

Picture 1: for services that are not temporary 

 You must fill in the fields that have an orange asterisk. These fields must not be left blank. 

 Click on the Save and Continue button. 
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Picture 2: for services that are temporary 
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Tips on completing Section 10 

 This section asks for information about directions to your service. 

 

 You must fill in the fields that have an orange asterisk. These fields must not be left blank. 

 Click on the Save and Continue button. 
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Tips on completing Section 11  

 This section provides you with information on fees. Fees are linked to the service(s) that you provide. You will only be required to pay a fee for 

one (with the highest value) of the services that you provide. 
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Tips on completing Section 12  

 This section asks you to provide information in relation to the RAF declaration.  
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Picture 1: Declaration 

 You must fill in the fields that have an orange asterisk. These fields must not be left blank. 
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 Read this carefully: at the end of this section, you may also see a list red messages from the computer system. Red messages will be 

displayed here if you have not filled in the information correctly on your RAF, or there is missing information on your RAF, for example; if you 

forgot to attach a Garda vetting form or you forgot to specify the services you offer. For further information on the red messages, go to the 

training topic 'I am getting a list of red messages'. 

 Click on the Save and Continue button. 

 

Picture 2: List of red validation errors 
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What documents do I need to upload? 

Please read this very carefully 

1. In total, there are 21 evidence documents. 

2. Very important note: you are required to upload all documents in the list that are marked as compulsory. The portal will not let you proceed to 

submit your RAF to Tusla for processing, until all compulsory documents are uploaded. 

3. Very important note: each document that you upload cannot be larger than 2mb. For tips on how to make your documents smaller (less than 

2mb), click on the topic: 'Shrink my documents' 

 

No Type of Document Is this document 

compulsory? 

Notes 

1.  Garda/Police vetting document 

(for the registered provider) 

Compulsory One vetting document must be uploaded for the Registered Provider  
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2.  Garda/Police vetting document 

(for the Person in Charge) 

May be compulsory - 

please read the note 

If you are the Registered Provider and you are also the 'Person in Charge', then you 

do not need to upload another 'Garda/Police Vetting document. 

BUT 

If you are the Registered Provider and you employ a 'Person in Charge', then you 

must upload another 'Garda/Police Vetting document for the Person in Charge 

3.  Reference document for 

Registered Provider 

Compulsory Two Reference documents must be provided on the RAF for the Registered 

Provider (RP). 

4.  Reference document for Person 

in Charge 

May be compulsory - 

please read the note 

If you are the Registered Provider and you are also the 'Person in Charge', then you 

do not need to upload another 2 Reference documents. 

BUT 

If you are the Registered Provider and you employ a 'Person in Charge', then you 

must upload another two Reference document for the Person in Charge. 

 

5.  Floor Plan Compulsory 

 

Floor plan of the interior design of the centre giving details of the dimensions of all 

rooms intended for children’s use, also indicating owner’s/staff rooms 
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6.  Outdoor Area Floor Plan Compulsory 

 

Plan of any outdoor area available for children’s use 

7.  Fire Safety & Building 

Regulations Compliance 

Document 

Compulsory 

 

Any documentation available to show that the premises comply with the 

requirements of fire safety legislation and relevant building regulations 

8.  CRO Registration Evidence May be compulsory - 

please read the note 

 

If you are a Registered Company (ie. CRO Number is populated in the RAF), you 

must upload this document. For example; provide evidence of registration from the 

Companies Registration Office. 

9.  Passport/Drivers Licence ID Compulsory Upload proof of identity of the proposed registered provider (copy of passport or 

driving licence are the only acceptable documents) 

10.  Passport/Drivers Licence ID May be compulsory - 

please read the note 

If you are the Registered Provider and you are also the 'Person in Charge', then you 

do not need to upload another Passport/Drivers License ID document. 

BUT 

If you are the Registered Provider and you employ a 'Person in Charge', then you 

must upload another Passport/Drivers License ID document for the Person in 

Charge. 
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11.  Insurance Cover Evidence Compulsory Upload a copy of the Certificate of Insurance or written confirmation of insurance 

cover 

12.  Statement of Purpose and 

Function 

Compulsory Upload a copy of Statement of Purpose and Function 

13.  Safety Statement Compulsory Upload a Copy of Safety Statement 

15.  Policy on Managing Behaviour Compulsory Upload a Copy of Policy on Managing Behaviour 

16.  Complaints Policy Compulsory Upload a Copy of Complaints Policy 

17.  Policy on Administration of 

Medication 

Compulsory Upload a copy of Policy on Administration of Medication 

18.  Policy on Infection Control Compulsory Upload a Copy of Policy on Infection Control 

19.  Policy on Safe Sleep Compulsory Upload a Copy of Policy on Safe Sleep 
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20.  Planning Permission Certificate May be compulsory - 

please read the note 

 

If you select ‘Yes’ to the Premises Question on your RAF ('Do the premises have 

planning permission?’), then it is compulsory for you to upload this document. 

 

 

21.  Supporting Evidence May be compulsory - 

please read the note 

 

If you select ‘No’ to the Premises Question on your RAF ('Do the premises have 

planning permission?’), then it is compulsory for you to upload this document. 
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How do I upload a document? 
Steps 

1. When you have all of your compulsory RAF evidence documents scanned onto your computer, you are then ready to upload your documents 

onto the TEYIS system. Refer to the previous topic called 'What documents do I need to upload' for a complete listing of the compulsory 

documents that you must upload before submitting your RAF to Tusla. 

2. Open your RAF. 

3. Go to the 'Documents' section of your RAF. 

4. Note the red text that states: ‘Please upload this document'. You must upload each document in the list that has this red text. 
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Picture 1: list of documents that you must upload  

 To upload a document you must scroll down to the end of the screen to the 'Document Upload Area'. See Picture 2 below. 
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Picture 2 

 Select the ' Document Type' field. This field lists the different types of evidence documents that you can upload.  

 When you have selected the correct Document Type, you will click the 'Browse' button. See Picture 2, arrow 2 below. 

 This will open a small window called 'Choose File to Upload'. Search for the document that you want to upload. 
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 When you find the document, click on the 'Open' button. 

 Click on the 'Upload document' button (Picture 2, arrow 3). 

 Click on the Save and Continue button. 

 You will see your document listed in the 'Document Upload Area'. 
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How do I shrink my documents before uploading? 

 Before you can upload a document into TEYIS, please check that the size of the document is less than 2mb (this is the same as 2000kb). See 

picture 1 below, the Outdoor Plan is 17kb. There will be no problem when you upload a document this size. 

 However if you have a document that is more that 2mb/2000kb, you will need to make document 'smaller'.  

 Note that photographs on your phone are very large documents and cannot be uploaded into the TEYIS system. 

 What are your options: (i) split a single document into a number of documents or (ii) copy and paste your document into a Word 

document. 
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Picture 1 



   TEYIS System Service User Guide 

62 
 

 
 

Explain the red error messages 

 The red messages indicate where there is missing information or incorrect information on your RAF. To correct the issue, just click into the 

red message and the computer system will bring you to the area of the RAF where the issue is located. See Picture 1. 

 All of the red messages must be resolved before you can 'submit' your RAF to the Tusla team for review. 
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Picture 1: system will display red error messages if there is incomplete information on your application 

 When all the validation errors are resolved, the system will display a green message that states that there are no validation errors. You can now 

pay your registration fee. Go to the training topic called: 'How do I pay my registration fee?' 
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How do I pay my registration fee? 

 

Read this very carefully 

 On Section 12, click on the button called 'Ready for Payment'. See Picture 1. 

 

Picture 1: Ready for Payment 
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 The system will create a new Payment tab at the top of your screen. See Picture 2 below. 

 

Picture 2: Proceed to Payment 

 Click on the button 'Proceed to Payment'. 

 A new screen will open. This is not a Tusla Service Portal screen. This is a new system. 
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Picture 3: WorldPay System 
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 This new system is a payment system called WorldPay. 

 WorldPay is a popular payment service used by many organisations/companies in Ireland. It is similar to 'PayPal'. Click on the type of payment 

(Picture 3 above). This opens a screen similar to Picture 4 below. 

 Enter information into the boxes that have a blue asterisk. 

 Click on 'Make Payment' (Picture 4, arrow 3) 
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Picture 4: add your visa card details 
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 If you encounter any issues when making your fee payment, you will need to contact your bank. As the WorldPay system is not controlled by 

Tusla, the Tusla team cannot assist you with any queries that you encounter with your visa card payment. When your registration fee is 

successfully paid, WorldPay will send you a receipt via email. 

 It will also return you to the Declaration screen of your application form. You must now submit your RAF to the Tusla team.  

 To view more information on how to submit your RAF, go to the next training topic called: How do I submit my RAF?' 
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How do I submit my RAF? 
Steps 

 You will submit your RAF by clicking on the 'Submit for Review' button. See Picture 2, arrow 2 below. 
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Picture 1: Submit RAF for Review 

 

 Note that the service portal will not allow you to submit your RAF until (a) you have successfully paid your fee (b) you have no red messages on 

your RAF. 

 Note the message that the system displays after you submit your application to Tusla for review. See Picture 2, arrow 1 below. 
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Picture 2 
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What happens after I submit my registration application form? 

1. After you submit your RAF, the Tusla team reviews your RAF and uploaded documents. 

2. If there is an issue with the information on the RAF or with a document that you uploaded, the Tusla team will send you an email. 

3. The email will describe the issue(s) that the Tusla team found on your RAF and/or evidence documentation. 

4. You will reopen your RAF, correct the issue and resend your RAF to Tusla for further review. 

5. When the Tusla team approve your RAF and evidence documents, an inspection will be scheduled to visit your service. 
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How do I print my RAF? 
Steps 

1. You can print your RAF at any time. 

2. Click on the button called 'Print RAF' at the top of the screen. See picture 1, arrow 1 below. 

3. Note that the system will print the RAF with the information that you have recorded on the RAF at that point in time. 

 

Picture 1: Print RAF 
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Definitions 
Service Types 

1. “Temporary pre-school service” means a pre-school service offering day care to children exclusively on a temporary basis. 

2. “Full day care service” means a pre-school service offering a structured day care service for pre-school children for more than 5 hours per day 

and which may include a sessional pre-school service for pre-school children not attending the full day care service. 

3. “Sessional pre-school service” means a pre-school service offering a planned programme to pre-school children for a total of not more than 3.5 

hours per session 

4. “Part-time day care service” means a pre-school service offering a structured day care service for pre-school children for a total of more than 3.5 

hours and less than 5 hours per day and which may include a sessional pre-school service for pre-school children not attending the part-time day care 

service 

5. “Overnight pre-school service” means a pre-school service in which pre-school children are taken care of for a total of more than 2 hours 

between the hours of 7pm and 6am except where the exemptions provided in section 58L of the Act apply 

6. “Childminder” means a person who provides a childminding service. “Childminding service” means a pre-school service, which may include an 

overnight pre-school service, offered by a person who single-handedly takes care of pre-school children, including the childminder’s own children, in 

the childminder’s home for a total of more than 2 hours per day, except where the exemptions provided in section 58L of the Act apply. 
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7. “Pre-school service in a drop-in centre” means a pre-school service offering day care to pre-school children which is used exclusively on an 

intermittent basis. 
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Picture 4: employment information 

 

 

 

 


