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Legislative requirements 

Change in Circumstances (CIC):

Reg 8(1) of the Preschool and School Age Regulations states that a Registered Provider shall notify the Agency 

in writing of any proposed change in the details contained on the Register at least 60 days before it is proposed 

that the change would take effect. This is a mandatory requirement. 

60 day timeline commences on receipt of a complete application, with all required documentation submitted 

(depending on what change is being applied for). 

New Applications: 

Reg 6(3) of the Preschool and School Age Regulations states that a person proposing to provide a pre-school or 

school aged service shall make an application at least 3 months before the person proposes to commence the 

service.

90 day timeline commences on receipt of a complete application, with all required documentation submitted. 



To fulfil our statutory duty to ensure that the Register of Services is accurate and up to date. 

To ensure a fair and transparent process for every applicant; 

• Complete applications are dealt with in order of date of receipt,

• Applicants who submit incomplete applications are given an additional 10 days to submit any 

outstanding documents, 

• Requirements are the same for everyone,

• We follow our standard operating procedures to ensure all applicants are treated fairly.

Currently prioritisation is only being afforded to applications pertaining to services being set up 

to accommodate Ukrainian Children. 

Objectives of our processes



CIC and New Applications - Process 

Stage 1 – Submission of application

Change in circumstance: 

Provider emails application and required documentation to the dedicated Tusla email address and receives an 

automatic response to acknowledge receipt. We have 2 categories of changes:

• Category 1 changes require a desk-based assessment and are usually minor administrative changes such as 

change of email address/phone number. They do not require a Fit for Purpose review. 

• Category 2 changes usually require a Fit for Purpose inspection and are more substantive changes such as 

change in service type, increase in numbers of children etc. They require supporting documents to be 

submitted with the application such as planning permission, fire safety certificates, building compliance etc. 

depending on the change being proposed.  

New applications: 

Provider uploads application (for pre-school or school age service) via Portal and receives an automatic 

response. The application should include all required documentation before it is submitted. There is 

comprehensive guidance on the requirements in the Early Years Quality Regulatory Framework on our website. 



CIC and New Applications - Process 

Stage 2 – Initial Assessment

Change in Circumstances:

CIC Team carry out the initial assessment of the application. If it is complete it moves to the next stage, if it is not 

complete, an email is sent to the Provider, outlining what is outstanding and they are given an additional 10 days 

to submit the outstanding documentation. If all the documentation is not submitted within 10 days – the CIC 

application is closed. If documents are received within the time frame – the application is progressed. 

New Applications:

For pre-school and school age services, where a complete application is received and has met all the 

requirements, the application moves to the next stage. If it is not complete, an email is sent to the Provider, 

outlining what is outstanding and they are given an additional 10 days to submit the outstanding documentation. 

If all the documentation is not submitted within 10 days – the application is closed. If documents are received 

within the time frame – the application is progressed. . 

School age services do not require a fit for purpose inspection, so where an application has met all the 

requirements on assessment, a Tusla number is requested from the Data Team, and a letter confirming 

registration is sent to the Provider and the details of the new service is published on the Register the following 

month. 



CIC and New Applications - Process 

Stage 3 – Referral for Fit for Purpose inspection

Change in Circumstances:

Category 1 changes do not require a fit for purpose inspection so once approved, the Provider is advised and 

approved changes are published on the Register the following month. 

Category 2 change applications which are complete and require a Fit for Purpose inspection, are passed to the 

appropriate inspector to arrange a FFP inspection and the application is progressed. 

New Applications:

For pre-school services, where a complete application is received and has met all the requirements, the 

application is passed to the appropriate inspector to arrange a FFP inspection and the application is progressed. 



Stage 4 – Fit for Purpose outcomes

Change in Circumstance and New Applications:

Once the FFP is completed, there can be 3 outcomes; 

• the requirements have been met on inspection, 

• the requirements have not been on inspection, and the Provider is asked for further information/evidence, or, 

• the outcome of the inspection has deemed that the change or new application cannot be approved. 

Once the report is complete, it is passed from the inspector to the CIC/New Applications Team for final decision. 

CIC and New Applications - Process 



Stage 5 – Final Outcome

Change in Circumstances:

The CIC Team send the final communication to the Provider on the outcome of their application, along with final 

inspection report (if applicable) and approved changes are published on the Register the following month. 

New Applications: 

Where an application is successful, the New Applications Team request a Tusla number from the Data Team and 

send the final communication to the Provider confirming registration, along with the final inspection report (if 

applicable) and the details of the new service is published on the Register the following month. 

If the application does not meet the requirements, the application is not approved and the decision is 

communicated to the Provider outlining the reasons why.  

CIC and New Applications - Process 



Common issues that can impact applications

▪ Some Provider’s expectations are unrealistic,

▪ Poor quality submissions leading to increased requests to the Provider for clarification,

▪ Providers submitting incomplete applications assuming it will hold their place in the ‘queue’, incomplete 

applications are closed after 10 days. If a Provider submits the application again with all required 

documentation, it is considered a new application and is processed in order of date of receipt to ensure 

fairness for everyone, 

▪ It is important to take into account timeframes of other agencies which may impact applications for example, 

local authorities, fire officers and Garda Vetting Bureau.



Change in Circumstance

Data and Statistics



CIC Pre-school Data and Statistics

Month No of applications assessed* No of changes requested per application

Jan 90 151

Feb 143 243

Mar 186 312

April 113 213

May 159 302

June 199 377

July 195 405

Aug (to 10.08.22) 128 224

Total to 10.08.2022 1213 2227

*One application from a service can include multiple changes, which have to be assessed 

individually, so looking at the number of changes is an important indicator to quantify the level 

of processing being carried out. 

When 2022 data is compared to the same time period in 2021, we are experiencing;

* 31% increase in applications received,

* 39% increase in the number of changes requested. 



CIC School Age Data and Statistics

Month No of applications assessed* No of changes requested per application

Jan 29 44

Feb 62 93

Mar 46 70

April 27 49

May 59 83

June 40 58

July 37 59

Aug (to 10.08.22) 7 7

Total to 10.08.2022 307 463

*One application from a service can include multiple changes, which have to be assessed 

individually, so looking at the number of changes is an important indicator to quantify the level 

of processing being carried out. 

When 2022 data is compared to the same time period in 2021, we are experiencing;

* 261% increase in applications received,

* 250% increase in the number of changes requested. 



CIC Data and Statistics

Pre-school School age

Incomplete applications (YTD) 15% 18.6%

Applications Approved (YTD) 807 applications

(1227 individual changes)

263 applications

(392 individual changes)

Waiting initial assessment Category 1: 69

Category 2: 88 

128

Current waiting time for initial 

assessment

Category 1: 3 weeks

Category 2: 2 weeks

3.5 weeks

Figures and data correct as of 10.08.2022

All applications we have received this year has been closed well within 60 days. We 

anticipate all complete applications received by 1st August, and services who have met the 

requirements on their FFP, will have their changes registered for 1st September. 

We continue to work through all applications received after this date as quickly as possible. 



New Applications

Data and Statistics



New Applications Data and Statistics
New Applications Assessed Pre-school School age

January 6 21

February 7 17

March 5 10

April 6 9

May 6 27

June 9 52

July 31 36

August (to 10.08.22) 16 10

86 182



New Applications Data and Statistics
Pre-school School age

Incomplete applications (YTD) 50% 29%

Registered in 2022 (YTD) 21 104

Waiting initial assessment 13 53

Current waiting time for initial 

assessment

2.5 weeks 4.5 weeks

Figures and data correct as of 10.08.2022

Complete applications submitted prior to 1st August, who are ready for their FFP (pre-school only), and which meet 

the requirements on inspection will be registered for 1st September. 

We cannot guarantee applications received after this date will be processed on time for 1st September opening, but 

we continue to process applications as quickly as possible. 



Fit for Purpose Inspections 

Breda Cloney 

Head Of Inspection & Assessment (Interim)



Types of FFP 2021 2022 (31.07.2022)

New Applications

70 27

Change in Circumstances

133 126

Total

203 153



Operations
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Fit for Purpose Inspections

General issues

๏ Providers not ready for FFP once paper application complete. 

๏ Applicants/CCCs contacting the Early Years Inspector requesting an 

onsite fit for purpose, while the paper application has not yet been 

approved.



FFP

Time  Delayers

• When EYI contact applicant to schedule FFP –
Applicant advising EYI Premises not ready for 
Inspection as structural works not complete

• Applicant delaying inspection for other reasons 
– making scheduling difficult.

• Requirements not met when inspected 
(48%New services & 40% CIC to date in 2022)

• Slow to address ‘Requirements not met’ 
following Inspection.



Fit for Purpose Inspections-Regulations 

Regulation Title CIC New

9 Management and Recruitment X X

11 Staffing Levels X

20 Facilities for Rest and Play X X

22 Food and drink X X

23 Safeguarding health, safety and 

welfare of child

X X

25 First Aid X X

26 Fire Safety Measures X X

28 Insurance X X

29 Premises X X

30 Minimum Space Requirements X X





To end July 2022 a total of 63 services had ‘Requirement not Met’ on Inspection for the following issues



Website information &

Certificates of Registration 

Grant Landon 

Regulatory Practice Development Manager 



New Registrations Information 

https://www.tusla.ie/services/preschool-services/new-providers/

https://www.tusla.ie/services/preschool-services/new-providers/


New Registrations Information 



Change in Circumstance Application Information 
https://www.tusla.ie/services/preschool-services/early-years-providers/change-in-circumstance/

https://www.tusla.ie/services/preschool-services/early-years-providers/change-in-circumstance/




Certificates of Registration 
From August 2022 we are commencing the process of issuing certificates of registration to all early years services in these

circumstances

• following registration or renewal of registration of the service

• following completion of a change in circumstance as prescribed in Regulation 8

• following attachment or removal of one or more conditions of registration under sections 58(D) (5) and (8) of

the Act

• where the Agency has become aware that any particular entered in the register is incorrect in line with 58(D)(7)

Registered Providers must;

• ensure that a certificate of registration for a pre-school service is displayed in a prominent position within

the service where it is clearly visible to parents and members of the public who enter the service’ and

• ensure that the certificate displayed in the pre-school service is the most recent certificate issued to the

service’.

It will take up to six weeks from the time one of these processes has been completed and approved, to the time when the

certificate is received. We will ensure that by the end of January 2023 all services have been issued with certificates of

registration. Once services receive their certificate they will need to display it in accordance with regulation 7A.

As previously, applications for funding are not dependent on services submitting a copy of their certificate of registration. It

continues to be sufficient to submit proof of registration in the form of a confirmatory letter or email from the Early Years

Inspectorate.

We have established an email address for any issues relating specifically to certificates.

We will be writing to providers very soon to advise.



Thank you.

Any Questions?


