



CCS Application Checklist
For Child Care Providers

 	Click the checkboxes to tick off tasks as they are complete.
Get informed
	Access the Department of Education and Training’s website | Applying for Child Care Subsidy Approval 
https://www.education.gov.au/applying-child-care-subsidy-ccs-approval
Note: All the information you need to prepare your CCS application is also available on the NHVic Resource Library | Childcare – refer below step.
 	Familiarise yourself with the Child Care Subsidy Handbook https://www.education.gov.au/child-care-provider-handbook-0
 	Access the NHVic Resource Library | Childcare https://www.nhvicresourcelibrary.com/childcare
 	Read section “What is the new Child Care Subsidy System and why should I apply?” https://www.nhvicresourcelibrary.com/whatisccs
	

Prepare your Application
 	Access the NHVic Resource Library | Childcare 
Click on section “How do I apply to become a Child Care Subsidy Provider?” https://www.nhvicresourcelibrary.com/applyingforccs 
 	Go to “Step 1 – Check if you are eligible to apply”. 
 	Read the eligibility requirements for CCS providers; including the minimum operating period of 48 weeks per year.
		 Yes my organisation is eligible for CCS - Move to next step.
 No my organisation is not eligible for CCS - Call the CCS Assessment Team to discuss your specific circumstances | Ph: 1800 112 812
 	Go to “Step 2 – Apply for National Law Approval (*if relevant)”. 
	 	Read the information and check you have approval under National Law. 
Note: Former Occasional Care providers are exempt from approval under National Law.
		 Yes my organisation has approval under National Law.
		 No my organisation is exempt from approval under National Law.
 	Go to “Step 3 - Gather the required governance documents and information”. 
	 	Firstly, read this entire step.
	 	Confirm your organisation is compliant with Family Assistance Law.
	 	Collate supporting governance documentation - see next steps.
 	Prepare written statement describing governance in place to manage organisation and administer CCS payments. Note: This step is optional.
 	Locate your business plan/strategic plan (and update if required), plus any policies and procedures you wish to include as supporting evidence of governance in place to administer your organisation - save as one PDF file. 
 	Locate Committee of Management handbook (and update if required) - save as PDF file.
	 	Locate Parent handbook (and update if required) - save as PDF file.
 	Go to “Step 4 – Complete PRODA Registrations”.
 	Read this entire step and familiarise yourself with the CCS Specified Personnel Roles and PRODA requirements.
 	Registration of individual PRODA accounts for Persons of Management or Control of the organisation, refer next steps.
	 	Individual PRODA registrations for Management Staff.
	 	Individual PRODA registrations for Committee/Board Members.
 	Add PRODA RA numbers to table on page 7-9 of this document, for your records.
	 	Registration of organisational PRODA account.
 	Link organisation account in PRODA to at least one Person of Management and Control of the organisation.
 	Go to “Step 5 - Undertake fit and proper checks for all personnel”.
 	Read this entire step and familiarise yourself with the CCS requirements for Fit and Proper Checks for Persons of Management and Control of the organisation, and Operational Staff of the childcare service.
	 	Fit and Proper Checks complete for Management Staff.
	 	Fit and Proper Checks complete for Committee/Board Members.
	 	Fit and Proper Checks complete for Operational Staff. 
 	Add Fit and Proper Check details to page 7-9 of this document, for your records.
Submit your Application
 	Go to “Step 6 - Submit your application online”. 
 	Read through the Task Card “How to Submit an Application to become a CCS Approved Provider” and ensure you have the following information before you start.
 	Evidence of provider entity type e.g. Certificate of Incorporation and Rules/Constitution of Association.
	 	Provider entity name (add below)
Provider Entity Name	


	 	Australian Business Register (ABN) Number (add below)
ABN Number	


	 	Evidence of service approval i.e. Victorian childcare licence (add below) 	
Licence Id.	SE-000


 	National Quality Agenda It System (NQAIS) sign in details. Note: This is only required if your organisation has approval under National Law.
	 	Annual General Meeting Minutes (if applicable). 
	 	List of elected office bearers. 
 	Details of any Registered Training Organisation or other child care related business in which the provider or their personnel have an interest.
 	Details of the External Management organisation/individual (if there is one).
	 	Financial statement for previous financial year (if available).
	 	Bank account details (add below).
Account Name	BSB	Account Number


 	Log in to your PRODA account through the Provider Entry Point (PEP). 
	Click here for link to Department of Human Services – PRODA Login.
	Or copy and paste this link to your search browser. https://proda.humanservices.gov.au/prodalogin/pages/public/login.jsf?TAM_OP=login&USER
 	Refer back to the Task Card “How to Submit an Application to become a CCS Approved Provider” and scroll to section “To commence your application” on page 3 – follow the steps on this task card to submit your application.
 	After you have submitted your application log into the Provider Entry Point (regularly) and check My Inbox for letters sent by the Department of Education of Training as this is how you will be notified of the outcome of your application, as well as of any requests from the department to provide more information. 
 	Celebrate your CCS approval!
Help
Neighbourhood Houses Victoria	(03) 9602 1228 | 0455 422 628
CCS Assessment Team			1800 112 812
CCS Helpdesk				1300 667 276				
PRODA Helpline				1800 700 199
 

PRODA Registrations and Fit and Proper Checks Record
Add Names, PRODA RA numbers and tick Fit and Proper checks complete (save checks as individual PDF files).
Management Staff of the Organisation (if WWCC required note card number, expiry date & state of issue)
Name	PRODA RA Number	Police Check	WWCC (if required)	Personal Name Search	Bankruptcy Search	Banned & Disqualified
	RA	☐	☐	☐	☐	☐
	RA	☐	☐	☐	☐	☐
	RA	☐	☐	☐	☐	☐
	RA	☐	☐	☐	☐	☐
	RA	☐	☐	☐	☐	☐




Committee/Board Members (if WWCC required, add card number, expiry date & state of issue)
Name	PRODA RA Number	Police Check	WWCC (if required)	Personal Name Search	Bankruptcy Search	Banned & Disqualified
	RA	☐	☐	☐	☐	☐
	RA	☐	☐	☐	☐	☐
	RA	☐	☐	☐	☐	☐
	RA	☐	☐	☐	☐	☐
	RA	☐	☐	☐	☐	☐
	RA	☐	☐	☐	☐	☐
	RA	☐	☐	☐	☐	☐
	RA	☐	☐	☐	☐	☐
	RA	☐	☐	☐	☐	☐
	RA	☐	☐	☐	☐	☐
	RA	☐	☐	☐	☐	☐
	RA	☐	☐	☐	☐	☐
	RA	☐	☐	☐	☐	☐


Operational Staff (of the childcare service)
Name/Position	Date of Birth	Police Check	WWCC 	WWCC Card Number	WWCC Exp. Date	WWCC State of Issue
		☐	☐			
		☐	☐			
		☐	☐			
		☐	☐			
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