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• Type at least 3 characters of your Head Office name
• Click on “Head Office Search”
• The enter key will generate a search

• Click on the head office
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• Click on site name



• Your head office and site 
information will automatically be 
populated

• Please review your information 
to ensure it is correct. Contact 
your Contract Funding 
Coordinator (CFC) if you require 
any changes
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• Enter your 2022 CWELCC 
Application Reference ID

• Your Application Reference ID can 
be found on your CWELCC 
Reconciliation email  received 
with the link to the Reconciliation 
Form
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• Click on “Go To Next Page” to start 
your CWELCC Reconciliation”6
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• To capture fee reduction funding , select the plus (+) icon to 
add a record

• Each rate group will require a new entry
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• Complete the entry accordingly. There may be multiple 
entries per age group if there are children who attend a 
different number of days per week

• Age Group: Select the correct age group associated with 
the rate

• Full Day, Half Day or Part Day: select if the rate is for 
full, half or part day

• Days per week: select the # of days per week this group 
attends

• Days per month: this field auto populates to the average 
number of days per month based on how many days per 
week is inputted 
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8• Daily Rate (frozen): Input the daily rate associated with 
this entry

• 25% of Daily Rate: will auto populated what 25% of the 
daily rate is for this entry based on what is inputted for 
Daily Rate 

• Reduced Parent Rate: will auto populate the reduced 
parent rate with the 25% reduction applied
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See next page for continued 
steps to complete this section
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• Months: Input the actual number of enrolled children who attended each month 
from April to December 2022 within this entry’s age group/rate. This number 
should include full fee and fee subsidy children.

• Number of Children: this will auto populate the sum of children from each 
month
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• Total Retroactive credits/refunds issued to families: enter the total amount of 
credits/refunds that were issued to all families retroactively to April 2022

• Total Fee Reduction after Retroactive Credits/Refunds Applied: input the total 
25% fee reduction applied to the daily rate after retroactive payments were 
issued

• NOTE: if you have any unissued refunds because you were unable to 
locate/contact families, please record them here as ‘issued’ and send email to 
your CFC with the total number of children with unissued refunds and the total 
dollar amount of unissued refunds. This email should also include unissued 
registration fee refunds. See step number 12 for instructions to record 
registration fee refunds 

• Select Add to complete the entry

How to Record PA Days/School Breaks: 
• When PA Day is selected, the Days Per Month field 

defaults to one. This number can be adjusted  
• When School Break is selected, the Days Per Month field 

defaults to one. This number can be adjusted
• When inputting the number of children in attendance 

each month,  combine the number of children that 
attended each day within that month (ie: two PA days in 
May with 30 children each day results in a record of 60 
children for May)

• If there were multiple school breaks with different days 
per month, add multiple entries. Indicate zero on months 
with no breaks
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• To capture registration fee reduction, select the plus (+) icon to add 
a record

• Each fee reduction rate will require a new entry
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• Select the Registration Fee type. Registration Fee selection is the 
standard fee, Discounted Fee registration is any discounted 
registration fees offered (ie: sibling discount)

• Input the Registration fee amount
• The 25% of Registration fee will auto populate based on the 

inputted registration fee amount
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• Months: Input the number of registrants who paid that fee for 
each month

• Number of Children: this will auto populate and is a sum of all 
the registration fees paid from April to December 2022

15

15

• Credits/Refunds issued to families: enter the total amount 
of registration fee credits/refunds that were issued to all 
families retroactively to April 2022

• 25% Fee Reduction after Retroactive Credits/Refunds 
Applied: input the total 25% fee reduction applied to the 
registration fee after retroactive payments were issued

• NOTE: if you have any unissued refunds because you were 
unable to locate/contact families, please record them here 
as ‘issued’ and send email to your CFC with the total 
number of children with unissued refunds and the total 
dollar amount of unissued refunds. This email should also 
include unissued fee reduction refunds
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• Inflationary Increase (budget): this will be prepopulated 
based on funding issued

• Expenses: Input total child care-related operational 
expense increase amounts. (ie: if your rent increased 
between March 27, 2022, and December 31, 2022, you 
record the increase, not the total rent)

• Please retain all invoices as it may be requested as part of 
the reconciliation audit process
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• Overpayment received: this will prepopulate based on 
funding issued. Not everyone received this funding.

• Operating Expenses: record any additional child care-
related operational expenses incurred not reflected in the 
previous Inflationary Increase Funding section. If no 
funding was received, leave this section blank

• Please retain all invoices as it may be requested as part of 
the reconciliation audit process

• Admin Funding (budget): this will prepopulate based on 
funding issued. Not everyone received this funding.

• Expenses: record any administrative expenses incurred. 
• Please retain all invoices as it may be requested as part of 

the reconciliation audit process
• Registration Fees: this will auto populate based on the 

total registration fees reported in the Registration Fee 
Refund section and then totaled with the expenses



• RECE Wage Floor: To add a new record, select the plus (+) icon
• Each RECE staff will require a new entry
• Input only staff that were eligible for wage floor funding
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• Input the staff name, select the position and indicate if they 
were serving CWELCC eligible children. 

• In rooms with CWELCC and non-CWELCC eligible children, as 
long as there was 1 CWELCC eligible child, please indicate this 
staff as serving CWLECC eligible children

• Input their base wage before wage enhancement or general 
operating grant is applied

• Input their hours worked from April to December 2022
• Total wage, eligibility rate and RECE wage floor will auto 

populate
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• Input the amount of Wage Enhancement, General 
Operating Grant and Mandatory Benefit funding this RECE 
staff received

• Total: will auto populate based on the information inputted 
for this staff
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• Minimum Wage Offset:: To add a new record, select 
the plus (+) icon

• Input only non-RECE staff that were eligible for wage 
floor funding in 2021

• Each eligible staff will require a new entry
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• Was the employee employed in 2021? If you select No,
only the three bottom fields will appear21
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• If you select Yes: complete the base wage in 2021 and 

hours worked from April 1 to September 30, 2022 fields 
according to this non-RECE staff. Eligibility Rate and Total
Minimum Wage Offset will auto populate accordingly

23 • Complete the hours worked from October 1 to December 
31, 2022 fields according to this non-RECE staff. Eligibility 
Rate and Total Minimum Wage Offset will auto populate 
accordingly

23



2022 CWELCC Reconciliation

• Fill out the certification section and check box
• Click on “Save and Continue” if you are not ready to submit and would like to come back 

to the form at a later time. NOTE: you will not be able to access form for up to 15 minutes 
once this option is selected

• Click on “Complete and Submit” once the form is completed and ready for submission. 
Once this is selected, you will not be able to edit. Call your CFC if you require changes 
once you have submitted and require access to document


