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• Type at least three characters of 

your Head Office name

• Click on “Head Office Search”

• The enter key will not generate a 

search

• Click on your head office name

• Click on “Add Head Office” if this is 

the first year applying

• Click on your site name

• Click on “Add Child Care Site” if 

this is the first year applying or the 

site is not populated

• Type in your most recent 2024 

Staff Compensation Application 

Reference ID – you can find this 

in the email you received after 

submitting the 2024 Staff 

Compensation Application or 

contact your Contract and 

Funding Coordinator to request it

Search Head Office and Site Selection  
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• From this page, scroll down to bottom section titled: New 

Hires & Replacements

Site Information and Employee Position Details
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• Please add new hires in this table

• Click on “Add”
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• Add any new and/or replacement position information to 

this screen accordingly

• Add the staff name, their hire date (date should be after 

your 2024 Staff Compensation Application submission), 

age group and position category

• Add the hourly wage, estimated hours worked from their 

hire date to the end of the year and the % of time in an 

eligible position. 

• For Non-RECE positions (Non-RECE, Director Approved 

or Non-RECE Supervisor), estimated hours from April 1, 

2024 to December 31, 2024 is required to calculate 

Minimum Wage Offset

• Click on “Add”

Employee Position Details

• Add each new record accordingly and then select “Go To 

Next Page”
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Certification and Submission

• The individual who has signing authority must 

certify and submit this application

• If you wish to save and continue your application 

at a later time, click Save and Close. Be sure to 

write down your new Reference ID so you can 

load and complete your application later

• Click Complete and Submit once you are finished 

the application
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