JSLA

An Ghniomhaireacht um
Leanai agus an Teaghlach
Child and Family Agency

September 24™, 2019
Each Early Years Provider

Re: Renewal of Early Years Services (Early Years Services Only) Registration 2019

Dear Provider,

| hope this correspondence finds you all well. | wish to liaise with you in respect of the renewal of your
service registration and advise you of the process for same. Further to my notice of 12" August 2019 please
note the following:

As you are aware our legislation permits the maximum period of registration under a single application
process to be 3 years. The registration period of those of you who were registered in June 2016 under the
Statutory Declaration Form process (SDF) will end on December 31, of this year. Our legislation does not
allow for automatic renewal of registrations and renewal of registration must be made by way of a
statutory application process only. Services will not be permitted to operate with expired registration. You
may remember that we advised during our autumn roadshows last year that the renewal of registrations
process would begin in late summer 2019.

For those of you who operate an Early Years’ Service only either centre based or as a childminder, you can
now apply to renew your registration in the Tusla portal at the following link:

https://portal.tusla.ie/Account/Register

You will need to register for a portal account first, for which you will need a mobile phone number and an
active email address. Once registered on the portal you will receive a notice saying you are successfully
registered, this means that your account on the portal is open and not that your service itself was
registered. When you go into the portal choose the registration option for an ‘Early Years Service or School
Age Service’ submission on the left hand side, then choose the early years’ service only option and proceed
to apply to register your service. This link will be operational from close of business today. Please ensure
you use the correct application process as if not you will have to recommence your process leading to
delays.

Those of you who were registered in 2016 under the SDF process were not required to make an application
for registration before now, | would advise that you start preparing the required documentation. | wish to
draw your attention to the requirements for Fire and Planning Certification for your service which you can
find on our website at the Inspectorate news section:

https://www.tusla.ie/uploads/content/Fire_and Planning Requirements for Early Years Services Re Re

gistration.pdf
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The guidance sets out the requirements for fire safety and planning permission certifications, and what
options are available to you to obtain the correct certification. Please read the guidance carefully. Should
you have further queries regarding same please contact your local authority or a competent person as set
out in the guidance.

As already advised we have also had a number of queries in respect of vetting requirements. For ease of
clarity and to save time we are applying the following policy positions to registration renewals:

1. Garda Vetting for Registered Providers, Persons in Charge and/or Boards of Management who have
access to and contact with children as part of their role and function must be within the last three
years at the date of application.

2. Whilst we are aware that Garda Vetting is not obtainable for members of boards of management
who do not access the premises or have contact with children, you are required to ensure that you
submit references of their suitability to be involved in a children’s service.

3. We are being advised that Chair Persons of Boards of Management who are the listed Registered
Proprietors are not being Garda Vetted because they do not access the premises where the service
takes place whilst children are present. We would strongly urge that all Registered Proprietors are
satisfying themselves that their services are running properly and are well managed. They should,
as part of their duties, visit the service and ensure that this is the case rather than rely on third
party reports or verbal assurances. The vetting legislation allows for the vetting of those who have
regular access and contact with children in an Early Years Setting.

Please be advised that the only application process available to you is through the portal, we will no longer
be accepting applications by post or separate email. Only completed applications with the correct
supporting documentation will be processed, do not be tempted to submit an application without the
correct documents in the belief that you will be in the queue for processing. Due to the volume of
applications only ones that are fully completed are being processed. This is strictly applied. All
communications with you concerning your application will be via the portal process. | strongly advise that
you do not use mobile phones to photograph documents for submission but instead scan the documents
using a scanner or an appropriate mobile phone scanning application. Photographed documents take up
considerable memory and are unstable during the upload process.

Please note that those of you who were registered after the SDF period of 2016, i.e. those who registered
via application after June 2016, will not be required to renew your registration until the third anniversary of
your registration. If you have any doubt please check your registration certificate. Please don’t be
concerned as we will write to you in advance of your renewal date. However please check your registration
dates, as the responsibility for renewal ultimately lies with the Registered Provider. Applications can be
made via the portal, choosing the Early Years’ Service only option.
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We are working closely with our colleagues in the CCC’s and they will be able to assist you in the application
process. In addition, should you have any specific queries in respect of the content of a School Age
application please email sac.registration@tusla.ie . Queries in respect of Early Years Services applications
can be made to ey.registration@tusla.ie

We note that some applicants for early years and school age services in their combined applications have
attempted to pay their fees using their World Pay link which is used for annual fees. Please don’t do so as
this link will accept your fee but it is not linked to the registration application process. Applicants will have
to be refunded this fee and then commence their application again through the portal. Please only pay your
application fee through the application portal and not through your annual fee link.

For those of you who have not paid your annual fees last year, please do so and bring your account up to
date, those who have not done so will not be permitted to renew their registration until this matter is
addressed. Application fees are only payable via credit card, debit card, or CVV cards.

It has come to my attention also that some applicants in the combined application process have proceeded
to make changes to their service and advised the Inspectorate that they have done so on their application
forms. Whilst providers can make changes to their services in the registration renewal process please be
advised that they cannot proceed to operate the changes until authorised to do so. If providers wish to
make changes to their services for the 1* of January 2020 they should do so under the renewal of
application process. Should services have a more urgent need they should apply for changes under the
Change in Circumstances (CIC) application process. Please note that any change to service premises or
certain categories of change of service type will require a fit for purpose inspection so please leave
substantial time for those applications to be processed. We cannot guarantee FFP’s will take place in time
to secure registration unless we are given reasonable notice.

CIC applications for services who are renewing their registration now will not be received after November
25" and can instead complete a change process under their renewal of registration.

Please see Appendix 1 below for summary for application process and time frames.
Thank you for your co-operation with this process.

Yours Sincerely,

T\ke (e cors

Mike Corcoran,

Head of Registration & Enforcement,
Children’s Services Regulation,

Child & Family Agency.
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Appendix 1: Summary of Application Process by Service Type

Service Type

Application Process

By When

Early Years with a
School Age Service
Registered under SDF
June 2016

Two part application
process on Portal,
portal open now

As soon as practicable but School Age application
section should be made month of September 2019
to meet scheme deadlines.

Early Years’ Service
only

Registered under SDF
June 2016

Application available
via portal

Application Process for renewal of applications will
be open from 24" September 2019, registration
applications to be completed by December 31%,
2019.

Early Years’ Service
only

Registered by
application post June
2016

Application via Portal

You will be required to renew your registration on
the third anniversary of your registration, e.g.
services registered late 2016 or since will need to
renew their registration before the third
anniversary of their registration, please check your
certificate, applications are made via the portal
using the Early Years option.

Early Years’ Service
registered by
application post June

2016 who operate a
School Age Service

Must register their
School age service now
via the online portal
but must choose the
“School Age Service -
Standalone” option

The school age aspect of your service must be
registered as soon as practicable but advise no
later than month of September 2019 and your
Early Years’ Service on or before the third
anniversary of original registration.
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