PROGRAMMES IMPLEMENTATION PLATFORM
(PIP)

s, An Roinn Leanai
f ’ agus Gnéthai Oige
ﬁ Department of
Children and Youth Affairs

A pooa

government supporting communities

¢//,

t’

ECCE
HOW TOO
GUIDE

Release Date: 21 September 2015



PIP ECCE AHOW TO GGUIDE CONTENTS

Table of Contents

1. Logging-intothe PIP Portal..........cccoooiiiiiiii e 1
11 How to 10g-in to the PIP Portal...........cooooioie 1
1.2 FOrgot Password / USEIMAIME..........ooiiiiiiiiiiiieee ettt e e e ee s 3
1.3 How to log-in to the PIP Portal from the Pobal Homepage..........cccccoovveeeiiviiiiiinnnnn. 3

2. Navigating the PIP Portal .............cooiiiiiiii e 5
2.1 PIP ANNOUNCEMENTS ......uiiiiiiiiieiitiii ettt e e e e et e e e e e e e e e e e e s enn e e e e e e e e e ennnnna s 5
2.2 PIP FAQ & HOW tO GUIAES.......uuiiiiiiiiiie ettt e e e e e e e e e e e eeaans 5
2.3 MY SEIVICES SECHION ...ceviiiiiiiiiiiiiiiiei ettt ettt ettt ettt ettt ettt et et e e e e e e e e e e e e e e e eeeeees 5
2.4 How to Navigate the PIP POrtal ...........coovviiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeee et 5
2.5 SEIVICE DELAIIS. .....eeiiiieiiii e 6
2.6 Create Child REQISIIALION..........cviiiiiiiiiiiiiiiiii ettt 6
2.7 Registration DetailS SCreEN .........oovviiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeee e 7

3. Navigate to Programme Page.........ccccooiiiiiiiiiiiii et 11
3.1 FPP Programme FunNding SUMMATY .......coooeiiiiiiiieieeeeeeeeeeeee e 12
3.2 View All - FPP Programme Funding SUMMAIY .............uuuuiimiiimimiiiiiiiiiiiiinininnnenan. 13
3.3 PUBLISNEA FPPS.... . 14
3.4 Early Years Capital 2015 T AppliCAtiONS ......coovveeeeieieeeeee 14
3.5 Early Years Capital 20151 Expenditure Reporting...........ccovveevieviiiiiiieeiiiineeeeennnn, 14

4.  Early Childhood Care and Education (ECCE)..........cc.covvviiiiiiiiiiiiineee, 15
4.1 Registering a child on the ECCE Programme..........coovveiiiiiieeeeeeeeeeeeeeeee 15
4.2 New Features on the ECCE FOIrM ..o 16

4.3 How to complete a ECCE Child Registration on PIP.........c.ooooiiiiiiiiiiieeeeeens 17



4.4 Completing the FOIMN........e e 18

4.5 Reprinting the Parental Declaration FOrM ...........ccooviviiiiiiiiiicececeeeeee e, 25
4.6 Reasons for Registration REQUESLTS...........coooiiiiiieeeeeeeeeee e 27
4.7 How to submit a Registration Request On PIP ... 28
4.8 Making Changes to Child RegiStrations ..........ccoceeeiviiiiiiiiiiiie e eeeeeeenns 29
4.9 How to submit a Change to a Child Registration/Edit Registration on PIP........... 29
4.10 Application for the Higher Capitation Rate ...........ccooeeeiiiiiiiiiiiiiie e 34
5. AL WEEK SEIVICES ... .ottt e e 35
5.1 Completing the FOMM ... 35
5.2 Start anNd ENA DAES........coviiiiiiiiiiiiiiiiiiieeeeeeeee ettt 36
5.3 Remaining ECCE Allowance as part of Registration..............ccccevvvivviiiiiiieeeeeennns 36

Y o] o= g o bt R o 38



1. Logging-in to the PIP Portal

1.1 How to log-in to the PIP Portal
In order to access the PIP Portal a service provider must first log-in on the Pobal website.

https://pip.pobal.ie/SitePages/PIPHome.aspx

) @ https.//pip.pobal.ie/SitePages/PIPHome.aspx DO~ @0 || @ PiPHome
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Sign In

PIP Home »
PIP Portal

e
ﬁ pObd Welcome to the PIP Portal &

government supporting communitics

Welcome to the Programmes Implementation Platform (PIP) Portal, an online administration system for the three national DCYA Childcare Funding Programmes:

* Early Childhood Care and Education (ECCE)
* Training and Education Childcare (TEC)
* Community Childcare Subvention (CCS)

Please see the PIP A PIP FAQ di and the ‘How to Guide’ if you have any questions about using the PIP Portal or the DCYA Childcare Programmes. If
you are having problems or issues that are not covered within these please contact your local City/County Childcare Committee for assistance.

If you are having problems signing in please contact Pobal’s dedicated Online Support Team - 8am to 6pm (Mon - Fri)

Email onlinesupport@pobal.ie
Phone 01 5117222

© 2015 Pobal | ICT Usage Policy | Privacy Policy | Cookie Policy

) ®100% v

Click the 6Sign iné in the top right corner.


https://pip.pobal.ie/SitePages/PIPHome.aspx

The following screen will appear:

¥ pood

government supporting communities

@rtal Users Sign In

Username:

Password:

o |
PIP Administration Sign In

Pobal personnel can sign in by clicking the link below. Use your internal
credentials.

Click here to Sign In

Enter your username and password, as issued by Pobal, in the Portal Users Sign In
section.

For security purposes you should change the password to your own chosen password
when you log in for the first time and should keep this password secure. The password
should never be shared.

A password can be changed as follows:

1. Log-in to the PIP Portal with the username and password issued by Pobal
2.  Select your username at the top right hand side of the screen
3.  Select Change Password
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1.2 Forgot Password / Username

’
S
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If you have forgotten your password or your username you can use the 'Forgot Password'
button to reset your password or check your username.

Portal Users Sign In

Username:

Password:

= on NG e )

On the next page enter the registered email address for the user and the code and click
send password.

Forgot your Password?

Enter yvour Email Address to receive your passwaord

E-mail Address:
Verification:

Enter the above code here:

Can't read this? Click here for a different phrasze.

Already have an account? Click here to Sign In

You will receive an email which contains your username and a link to reset your password.

1.3 How to log-in to the PIP Portal from the Pobal Homepage


https://pip.pobal.ie/_login/piplogin.aspx?ReturnUrl=%2f_layouts%2fAuthenticate.aspx%3fSource%3d%252FSitePages%252FPIPHome%252Easpx&Source=%2FSitePages%2FPIPHome%2Easpx

You can navigate to the PIP portal from the Pobal website home page.
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Please do not log in to the PIP portal from the 6 Si g button andhe top right hand side of
the screen as this will not log you into PIP. You will receive an error message telling you
the system does not recognize your username.

i < [

[i4 Audience Overview - Goo... == Choosing a Personal Alar...

u Common Purpose 360 é_] dash

gtomer Ser...

gZrammes Supports & Resources News & Events Publications

New Better Start Website
Find Out More..

Supported into
Workforce

Community Groups
Supported

Contact Us

Census Reporting Tool

Preschool Inspection
Reports

- Do not sign in here

FAQ

Quick Links



2. Navigating the PIP Portal

Once logged-in, the PIP Homepage for the service will appear. The homepage provides

the service with access to PIP announcements, resources, information and PIP Support

details. Each of the facilities for a service provider/organisation will be listed here under the
orange bar ONMYh e SArawxi cClseba.r ance Expiry date i
Servicesbd
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2.1 PIP Announcements
Navigate to this section to find the latest announcements that have been made in relation to
PIP. These announcements will match those which have also been made on the PIP Home
Page.

2.2 PIP FAQ & How to Guides
This section contains current FAQs, How to Guides and Programme Supports and
Resources. Documents are saved by content type, with English and Irish versions available.

2.3 My Services Section
To manage the individual facilities registration forms and payment details navigate to the My
Services section and click on the View details for the relevant facility.

*Find handy dool tipséon the Portal & Forms by hovering the cursor over fields

2.4 How to Navigate the PIP Portal

To manage the individual facilities registration forms and payment details, simply click
View details for the relevant facility. That individual facility® PIP Dashboard with
Registration Details Screen will appear. Please note that the layout of the Service Portal
has been wupdated in order to provide an enhanced experience for users.




% Findk 0% Prmicu Mot || | Ogtions =

Registration Details Screen T
ﬂﬂﬂﬂﬂﬂ Hams:
Thi Is your indhidual service purofile, Hene you can find your service and manage the sdeministration of funding for the  peva par
different childcare prograeres T Chbdranon Expiry: 170V IES |
&7 & child in this service, smply chich on the relevant programme under the "Create & New Child Registration”
VY I g " . Ao
nisctiom on the right-hand dide.
Aegitirations | Baquests & Appesls | Alocations:
a-: RSO JuE4
Sabect Chikd hater Programines Slatun Reuerat Walu Status Cosmrsent Lt Bodilird
w3041 vl CEC 2004 (PS5 foorowed  Submretied L0400 200 %"H‘A.L 205
—— Shart date; ‘00082085 - End date: ‘TR0 €1,366000 JA/DA201% E CEC 2014 [A5]
WO AT el ¥ CIC 2244 [PF Frosaansl [LhiEs potd 3)”': 014 [PR)
VD 3 i el »  CEC34[AS)  Provisonsl L= ) BT S 3} CEC 2015 [45]
RS T ET i 1 E)II.!. 2015 [(PS)
R CETS 2008 SREEIL: P T 3} —
VTR ASET JRE L T
% CETS 013
EVTRMETT £ 1 e TEL]
& ECCE 2015
Wi Hame
W
B B e’ A t A i)i}hb M A b Ab A s A o o o A A s s e ————
L4 >

2.5 Service Detalils
This section shows the basic service details such as the name and DCYA reference

number. The expiry date of the service® Tax Clearance Certificate (TCC) is also shown. A
coloured flag is also presented to indicate the status of the TCC. Green indicates the TCC
is in date; Amber indicates the TCC will expire within the month and Red indicates the
TCC has expired.

*When the TCC has expired no payments can be made and the Payment Status under
Programme Funding Summary will show as On-hold.

2.6 Create Child Registration
The links to PIP Child Registration Forms, for the DCYA Early Years Programmes under

which a service is dnicontract§ can be found in this section. By clicking on the relevant
programme an individual PIP Child Registration Form opens.

For further details on the registration process, please consult the How To registration guides
for the various programmes found on the PIP Portal or on the PIP Homepage.



http://www.google.ie/
https://pip.pobal.ie/SitePages/PIPHome.aspx
https://www.pobal.ie/FundingProgrammes/EarlyEducationandChildcare/Pages/PIP.aspx

2.7 Registration Details Screen
To assist with navigation through the registration detail screens, key information has been
split out into the following tabs:

1. Registrations: This tab contains details of all child registrations made by a particular
service. Critical information displayed on the tab includes:

I Registrations Requests & Appeals Allocations

o [T Child Mame Programme Status Hequest value Status Comment Last Modified

EYDO1051.xmi

EYD01 045, xmi

001050, xmi ovisiona |

KOO0 068 7 am CEC i Prowi 540,

EXOOdsa 7 = mitte

KXYD0OeS3 CETS it i

KYO00aTE 1 A

EXDO0ST 7 1Ehe =1
Field Name Description

Portal Registration ID

Field contains a unique ID which is automatically assigned
by the PIP system to each registration

Child Name

Field contains the name of the child

Programme

This is the programme into which the child has been
registered. To filter to 2015 programme call please see
OFi ltering by Columné bel o\

Status

Field contains the approval status of each registration.
Possible values include:
1 Submitted - The registration is transferring to PIP.
1 Provisional - The registration is awaiting review.
1 Approved - The registration is approved.
1 Declined - The registration has been declined.
Please review the status comment field to ascertain
why a registration was declined.

Request

Displays any follow up request made against a
registration

Value

Field contains the calculated value of the registration.
Please ensure

Status Comment

Field contains comments from PIP Support Team which
should be reviewed and acted upon by the Service
Provider

Last Modified

Field contains the date on which the registration was last
modified




i To edit a registration, click on the Portal ID registration and click edit registration in the
subsequent screen.

Child date of birth
Regietration Vakes
whild Fell name

Frovgrassanie call

1 To view the start and end dates of a child's registrations, please hover over the name

Reogstrations Saquests A Aopwa Alocatoe

weleat (N Progr areve “tatus L Value Status Comursent L st Modilied

Start date: GLJOA/2015 - End date: 29/00/ 2013

9 Filtering by Columns: To aid in the viewing of registration details each respective
column can be filtered and sorted e.g. filter to 2015 Programme; filter by approval
status etc. To complete either of these tasks, hover over on the relevant column and
select from the various options

Raspisirations Saguests b Appea

bt il Pl Programene - Soaius Aegirrsi ' b tdbiaa TR Lasi Maddied

1 The maximum number of records that can be displayed at any one time is 30. To view
subsequent registrations click on the black arrow at the bottom of the page.




2. Requests and Appeals: This tab contains details of all child registrations made by a
particular service. Critical information displayed on the tab includes:

Regicralionf  Requeciz & Appeals | Aocafions

Registrafion Request  Registration Id  Child Name  Programme Call  Status  lastChange Date  CrestedDate  Amswered  Desoiption  Response

Field Name Description

Registration Request | Field the type of registration request which has been
submitted

Registration ID Field contains the Portal ID to which the request is
associated with

Child Name Field relates to the child's name

Programme Call Relates to the programme call under which the
registration was submitted

Status Displays the status of the registration request. The

possible values are:
1 Open - The registration request is still in review
1 Completed - The request has been reviewed and
marked as complete

Last Change Date Displays the date on which the last change to the
registration request was made

Created Date Contains the date on which the registration request was
created

Answered Displays whether a registration request has been

answered or not. If the registration request has been
answered then a Green tick will be displayed in the field.

Description Contains the comments which were entered by the
service provider when raising the registration request
Response Contains the response from the PIP Support Team

A Click on the Registration ID field to open up the registration in order to view it in
greater detail

A The maximum number of records that can be displayed at any one time is 30. To view
subsequent registrations click on the black arrow at the bottom of the page.




3. Allocations:
registrations:

Registrations

Registration Td

Allocatio

This tab contains details pertaining to registration details for the

m

Raquests & Appaals

Payable Weeks Stabus Allocation CCS PBasnd Days per week

Field Name

Description

Registration ID

Field contains the Portal ID to which the request is
associated with

Allocation Displays the allocation type
Start Date Displays the start date per allocation
End Date Contains the end date per allocation
Payable Weeks Presents the No. of payable weeks per allocation
Status Displays the status of each allocation
1 Submitted - The allocation is transferring to PIP
1 Provisional - The allocation is awaiting review
1 Approved - The allocation is approved
9 Declined - The allocation has been declined.
Please review the status comment field in the
registration tab to ascertain why
Allocation Contains the value of the allocation
CCS Band Contains the Approved CCS Band'

Days per Week

Displays No. of days per week on allocation

A The maximum number of records that can be displayed at any one time is 30. To view
subsequent registrations click on the black arrow at the bottom of the page.

! Please note that this field is only relevant for CCS Registrations. A date for the announcement of CCS Bands will be

publicised at a later date.

10



3. Navigate to Programme Page

To manage the Fee Payment Policy documents, click on the Programme tab on the ribbon

Registration Detalls Sereen
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= . T pisgister & child i thes senvice, timply click on the relsvant grogramimas under the "Creabe & Kew Child Registration’ Aukrasm;

section on the rght-hand side.
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R A Sitw Content e § £FC 30id (FE)  Fepwisionsl &, 558,50 RIS & CEC 2014 (P5]
BOVER BT ol CEC 2004 (PE)  Prevrismasl £ha5.00 P T T 3} CEC 2015 (A%)
EVDOTAT -, LETE 2013 Pp— PR & CEC 2015 (PS)
BV ' CETS 3608 Subwretted W BN a, CETS 2014

VDOIETE ABCE BHE Ldrens 2RO

a} CETS 3015
3} ICon 20158
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EVDOSTT CEC 2003 (AS]  Fubrreiicd Y ILY

This will display to the portal page from where FPP templates can be accessed and from
which FPPs and associated documents can be submitted to CCCs. For further information
please consult the EPP How To quide.

@ 0000 v
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3.1 FPP Programme Funding Summary

This section presents a summary of the individual DCYA Early Years Programmes for
which the service has been issued a contract by the DCYA

Programme Status indicates if the service is dnicontra ¢ with the DCYA. This status
should be @ctive ¢o enable a service to register children. If the status in dn-activeg then it
means the contract has not been countersigned and/or the service is not participating in
the programme for this academic year.

Approved Funding indicates the total actual funding that has been approved based on
child registrations in the individual programmes.

Payments to Date indicates the actual payments that have been made to date (including
any Preliminary Payments received). When a service logs-in to register children for the
first time, this column will show any Preliminary Payments already made in advance of
registrations.

Balance to Pay shows the balance of funding left to be paid (Approved Funding less
Payments to Date). When a service logs-in to register children for the first time, this
column will show a negative amount (as no children have yet been registered and
approved). Once children are registered the negative balance will reduce and should move
to a positive figure.

Payment Status indicates the payment situation i.e. if payments to the service provider
are dNormalé or ®@n holdd If the payment status is @®n holdd this may be due to
circumstances such as an expired Tax Clearance Certificate. Registrations can still be
made if the Payment status is @®n hold§ but no payments can occur.

Provisional Budget shows the funding that has been calculated based on the child
registrations made but are still pending approval.

FPP allows you to submit new FPPs to the CCC for review. Once a New FPP has been
submitted this view will change to 'edit’ - this allows for the resubmission of revised FPPs
which have either been rejected by the CCC following review or where an amendment is
required to an approved FPP during in the year.

FPP Status displays the status of your FPP submission. They are five categories within this
field:

Displayed Status Category | Comment

1. | Blank An FPP has not been submitted yet
2. | In Progress The FPP has been saved as a draft by Service Provider
3. | Submitted The FPP has been submitted to PIP*
4. | In Review The FPP is under review by the CCC*
5. | Approved The CCC has reviewed and approved the FPP
6. | Rejected The CCC has reviewed and rejected the FPP

Pl ease note that FPP documents wil!/l have an

FPP review and approval process.

12
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For each of your contracts across the programmes within which your service was active in
2014, a new contract has been provisionally created for 2015/2016. In order to indicate that
you will be re-entering the programme call for 2015/2016 and to activate this contract, you

must submit a FPP before the 31°' July 2015.

Contracts are displayed within their relevant year, with user having the ability to collapse and

expand the relevant year.

3.2 View All - FPP Programme Funding Summary

. FPP Programme Funding Summanry
. Programme Approved Payments Balance Payment Provisional FPP
Programme g, Funding to Date To Pay Status Budget FPP giatus
= 2015
ASCC 2015 Activve =0.00 Mormmal Edit Submitted
CEC 2015 Activve =0.00 Mormmal MNeww
Ps) FPP
CEC 2015 Auckinve €£0.00 MNormal MNew
) PP
CETS 2015 Auckine =000 Mormmal MNeww
FPP
ECCE 2015 Auckinve €£0.00 MNormal Edit Submitted
= 201
ECCE 2014 Closed €44, 750.00 MNormal €0.00 New
FPP
- CEC zo14 Active €0.00 MNMormal €240.00 Mew
FPP
CEC 2014 Activve =0.00 Mormmal £2,000.00 New
(PsS) FPP

ASCC 20149 Auctivve rMormal [

FPP
=1,534.00 <0.00 Normal C0.00 HNew
FPP

CETS 2014 Auckinve <1,584.00

To collapse a year in order to hide the contracts click on the - icon

Programme  Approved Balance Payment Provisional FPP
FITIET I Status nding to Date  To Pay Status Budget 2P Status
22015
ASCC 2015 Active €0.00 Normal Edit Submitted
CEC 2015  Active €0.00 Normal New
(PS) FPP
CEC 2015  Active €0.00 Normal Mew
(as) FPP
CETS 2015 Achtive €0.00 Normal New
FPP
ECCE 2015 Active €0.00 Normal Edit Submitted
The contracts will in turn be hidden from view
Programme  Approved Payments Balance Payment Provisional FPP
FOESET D Status Funding to Date  To Pay Status Budget A Status

2015

13



3.3 Published FPPs
After an FPP has been approved by a CCC, a stamped copy of the FPP will be available for
printing in this section. FPPs will be grouped in programme order. For further information on
the FPP process please consult the EPP How To quide.

PP Last  Effect
Programene Created By Trpe Modfied Km':

_-_rar " A1 A Fach o
i'\".../.? v g i .-.E U VIO

t ASCC 1S gy WS OLORN0IS

3.4 Early Years Capital 20151 Applications
If the service has applied for Early Years Capital 2015 funding, the relevant application(s) will
be displayed here.

3.5 Early Years Capital 20151 Expenditure Reporting

If the service has applied for Early Years Capital 2015 funding, the relevant expenditure
reporting forms will be displayed here.

14
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4. Early Childhood Care and Education (ECCE)

Children qualify for the free pre-school year when they meet the age criteria, which, for the
academic years are as follows:

To avail of the ECCE programme at any Children must have been born between
stage during the pre-school year the following dates
September 201571 June 2016 2" February 20117 30" June 2012
September 2016 i June 2017 2" February 2012 i 30" June 2013

There are no exceptions to the lower age-limit. The upper age limit of 4 years 7
months may be extended where a child is not in a position to commence primary school
until s/he is more than 5 years 7 months of age, due either to the enrolment policy of the
local school or because s/he has been assessed as having developmental delays.
Services should contact the DCYA directly regarding exceptions to the upper age limit.

Under the Education and Welfare Act 2000 all children must be enrolled in a primary
school by the time they reach their 6™ birthday. A child who will reach the age of 6 in the
course of the pre-school year commencing September 2014 will not be permitted to
participate in the ECCE programme. In this case parents should contact their local
primary school or Special Education Needs Organiser for alternative childcare needs.

4.1 Registering a child on the ECCE Programme

The eligibility of each child enrolled in the ECCE programme will be verified by reference

to the child® date of birth and Irish Personal Public Services Number (PPSN). It is in the
interest of service providers to request proof of a child® date of birth and Irish PPSN, as

any errors in these details at the child registration stage will result in payments being
delayed. Proof of a child® Irish PPSN can take the form of a copy of an official document

or card showing the child® name and Irish PPSN, e.g. a Drug Payment Scheme card, a
Medical Card, or a letter from the Department of Social Protection alongside
documentation confirming t heertifichte.| dds date of

Service providers can send par entlsttertolpsents/ appr
quardians provided on PIP by the DCYA. This letter can be found under the blue PIP
Resources box in the Information Packs folder. The Child Pre-Reqistration form is also in

the Information Packs folder, which can be used to collect child registration details prior to

the ECCE Registration opening date of 14™ September 2015. Once a child has been
registered on PIP the Child Pre-Registration forms should be destroyed.
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https://pip.pobal.ie/Shared%20Documents/Final_ECCE%202015_Letter%20to%20Parent%20or%20Guardian.pdf
https://pip.pobal.ie/Shared%20Documents/Final_ECCE%202015_Letter%20to%20Parent%20or%20Guardian.pdf
https://pip.pobal.ie/Shared%20Documents/2015_16%20ECCE%20Child%20Pre-Registration%20Form.pdf

_ _>

Click on &CCE 201 5uinder the 6 @ate Child Registratio n 6 ctian en the right-hand side of
your Registration details screen and the ECCE Registration form will open. The ECCE
2015 Registration forms will go live on PIP from 14" September 2015.

4.2 New Features on the ECCE Form

1. Check Remaining ECCE Allowance as part of Registration
If a child already received any part of their ECCE Registration session of 38 weeks
from any programme call year recorded on PIP, then only the remaining weeks of the
allowance can be entered in the current registration. If the payable weeks exceeds
that of the remaining balance then an Already Registered request must be entered
on the registration. Further details are outlined below.

2. Parental Declaration forms available in Irish
The Parent Declaration form is now available in both English and Irish.

3. PPSN Validation registration requests i Attachments Required
All PPSN Validation registration requests must be submitted alongside supporting
attachments.

4. Late Registrations not approved automatically
In cases where the dateofi nput of a chil dés regi sttheati o
start date of the placement then a mandatory registration request will be required to
be completed by the service provider to explain the reason for the delay in making
the registration. The registration will remain in a provisional status until it is reviewed
by the PIP Support team and a decision made on the reasons for the delay.

5. Registration Cancellation
Service Providers can now cancel registrations were incorrect information has been
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