
 

How To Create an Online Parent Statement 

 

 

 

 

 

 

 

 

 

 

 

How to get the best from this guide: 

If you think you might use this guide regularly, remember you can add this guide to your 

bookmarks or save it to your device 

Using the zoom function on your device can also make an image easier to read 

 

 

 

 

 

 

 

 

 

 

 

 

Please Note: All data used throughout training documentation is selected for training 

and demonstration purposes only – actual data may vary. 
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What is the difference between a Partner Service and Approved Provider?  

 

✓ Partner Service: If the service provider has an application for Core Funding, that is at 

submitted/approved/contracted/under appraisal or referred-back status within the date 

range of 1stMay 2024 – 31st August 2025 then they are considered a partner service. 

Please ensure to review the Welcome page of the Parent Statement to ensure you 

have the following text if you are a Partner Service before proceeding.  

  

✓ Approved Provider: If the service provider has no active Core Funding (CF) application 

or has a CF application, that is at Draft/Declined/New/System Cancelled or Withdrawn 

and has an active contract under another scheme i.e. NCS/ECCE/CCSP within the date 

range of 1st May 24 – 31st August 2025 then they are considered an approved provider. 

Please ensure to review the Welcome page of the Parent Statement to ensure you 

have the following text if you are an Approved Provider before proceeding. 
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Section 1: Where to find the online parent statement.  

 

Go to the “My Account” tab at the top left-hand side of the page and select “Online Parent 

Statement”.  

 

 

Section 2: Creating an online parent statement.  

Please Note: the demonstration below has been selected from a Partner Service and is 

contracted to Core Funding. This data is selected for training and demonstration purposes 

only – actual data may vary. 

 

Select the yellow button which states.  

 

Section 3: 1 - Welcome 

 

 

From the “About Us” Section, you are required to enter the “Start” and “Finish” time of the 

service, Use the clock icons on the right-hand side to select these times. 

 

Create Parent Statement 
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Tick the boxes of the relevant services offered to children and their families. 

 

 

Select the                  button to continue to the step 2.  

 

 

Section 4: 2 – Programmes 

Tick the boxes of the relevant childcare your service provides. 

 

Once The boxes have been ticked, you will then be required to input the Name/Role of the 

Support Officer in place.  

The Support Officer being the Employee in the service who will assist with a specific 

programme. 

 

You Must input the Support Name/Role For each of the programmes selected. As you can 

see from the demonstration below AIM is not a mandatory field and is an optional field as 

some services may not provide AIM support. 

 

 

Next 
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If NCS was selected as one of the Programmes provided, there is no requirement for an 

NCS Support Name/Role 

 

Once all the relevant fields have been entered, you can then select Next to continue to step 

3. 

 

Section 5: 3 – Fee Policies 

Please enter the Support Name/Role for the Fees Policies 

In the Fee Management Section, please select the tick box of the relevant statement. 

 

 

 

 



 

6 

  

The Policies are listed, and no further action is needed in these sections.  

 

Select the dropdown to select one of the following statements from the “Fee Policy” 

 

The Fee Table with Fee Options and the Fee Extras is then displayed, and no further action 

is needed in this section. 
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You are then given the option to add any additional information – this is not a 

mandatory field. 

 

If there has been a change to the Fees Policy since September 30th 2021, you will then 

have the option to add any new services that are available – This Field is not Mandatory* 
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You will also have the option to enter remove any services which are No Longer 

Available – This Field is not Mandatory. 

 

 

 

 

 

 

 

*The above fields can be removed by selecting remove on the right-hand side 

You can also add additional lines by selecting the Grey “Add Line” button. 
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Once this has been completed, you then select                  to continue to the final step.  

 

Section 6: 4 – Quality Measures/Signature 

For the Quality Measures, you are required to enter the Rooms/Sessions and the 

Qualifications of the staff.  

 

You will have the option to “Remove/Add Line” to reflect the “Rooms/Sessions” and the 

“Qualifications” of the staff. 

 

  

Next 
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You are then required to enter the Support Name/Role for the Queries Contact 

At the bottom of the page, The Signature box is present for the Parent/Guardian and the 

Service to enter the child’s name(s) sign and date once printed/emailed.  

 

Once all the correct information has been entered, you can then                     the Parent 

Statement 

 

Section 7: Copying a Parent Statement 

To copy your parent statement from the previous Programme Call, please select ‘Copy 

Parent Statement’ and then select ‘Yes’ to confirm. 

 

 

 

Submit 
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You will then need to select the dropdown on your draft parent statement and select 

Edit. 

 

You will then need to review steps 1 - 4 (1. Welcome / 2. Programmes / 3. Fees Policies / 4. 

Quality Measures/Signature) as the information from the Parent Statement from the previous 

Programme Call has migrated over. Please make any necessary amendments if applicable.  

please see steps listed above in Sections 3 – 6 for the process. 

Once all the details have been entered you can submit your Parent Statement.  

 

Section 8: How to View/Print the Parent Statement 

Navigate to the “Online Parent Statement” through the “My Account” section. 

Select the “Parent Statement ID” 

 

You will then have the option to “Print Parent Statement” (English) and “Print Parent 

Statement Irish” 

 

Once you have selected your print option, a download will appear at the top of your browser. 

From here you can view and Print the Parent Statement – Select Open File 
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Example of Parent Statement view: 
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Only the last page needs to be printed for the parents to sign and return to the service.  

 

You can choose to print only the last page by selecting the print button on your browser and 

entering only the last page (page 10) 
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Once this has been printed/mailed to the parents returned with a signature, a record must be 

kept on file. 
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Section 9: How to View Parent Statement History 

1. Navigate to the “Online Parent Statement” through the “My Account” section. 

 

2. Select the name of the Parent Statement to view the Historical Parent Statements 

 

3. In the “Parent Statement” view, select the drop-down arrow and select “Inactive 

Parent Statements” 

 

4. You can then select the name of the Inactive Parent Statement 

 

 

 

 

 


