
SmartCentral
How to enrol – Holiday Programs



Benefits of SmartCentral

We are very excited to be moving to SmartCentral which will allow for more efficient and effective 
administration of our OSHC service. 

There a number of benefits for our families as well, including:

• A secure parent portal to enter and update your and your child's details

• A single platform for before school care, after school care and holiday program bookings

• Digital and contactless sign in/out

• Ability to view your history of charges, child care subsidy payments and balance online

• Use of fee projections to estimate Child Care Subsidy (CCS) entitlements so eligible parents pay the 
reduced fee up front.

• Can be used on any internet capable device: smartphones, tablets, PCs and MACs
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Required information and documents

Information
• The contact details (address, mobile number and email) of any person you wish to authorise to collect your 

child or act as an emergency contact.

• If you wish to claim the Child Care Subsidy – Centrelink customer reference number (CRN) for the child and 
the linked parent (these should be two unique numbers)

Documents to upload
• Your child’s AIR immunisation history statement

• If your child has a medical condition eg asthma, anaphylaxis – their medical management plan 
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https://www.servicesaustralia.gov.au/individuals/services/medicare/australian-immunisation-register/how-get-immunisation-history-statement


Getting started: Existing enrolments

• Please ensure no_reply@smartcentral.net is added as a safe sender to your address book.

• If you have already been using SmartCentral for your before and after school care bookings, login using 
your email and existing password.

• If this is your first time logging in to SmartCentral use:

– Username: your email address

– Password: your mobile number with no spaces eg 0412345678 (Just use the ‘Forgot your password?’ 
function if your mobile number doesn’t work). 

• Once logged in, click on Applications (not Bookings). A complete enrolment application is required to 
ensure we have all of your child's details. 
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Getting started: Existing enrolments (Mobile view)
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youremail@gmail.com

Child’s Name

Child’s Name 2 X

• Once you have logged in, you will see an 
enrolments screen with your child/ren’s 
names. Do not click on bookings.

• Instead click on Applications at the 
bottom of the page



Getting started: Existing enrolments (Mobile view)
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• This will take you to the applications 
screen.

• Click on Incomplete

• This will open a new application screen
• Click on review. (Withdraw deletes the 

application, so avoid that!)

youremail@gmail.com

Child name

Child



Getting started: Existing enrolments (Desktop view)
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• Open the applications tab at the top of 
the page.

• Click on the Id number to open the 
incomplete application.

• Complete the required details in the 
yellow fields.



Getting Started: New Students

New students
1. Go to our St Catherine’s Smart Central Profile

2. Click on the Apply button
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3. Click ‘Sign up a new account’

4. Enter the required details and then you will be 
directed to our St Catherine’s enrolment 
application

https://www.smartcentral.net/v2/service_profile/show/196


Helpful tips

• All questions are required unless listed as (optional)

• Ensure you click save & continue after completing each section. 

• Completed sections will show a tick
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Helpful tips

• If you need to close your incomplete application, you can return via the ‘Applications’ tab in your profile. 
Click edit or the ID number to return to your application.

• If you require additional assistance you can visit Smart Central’s Parent Help

• Add no_reply@smartcentral.net as a safe sender in your address book to ensure you receive your 
confirmation emails.
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youremail@gmail.com

https://wiki.smartcentral.net/Parent-Help


Parent 1

• Parent 1 should be the linked parent to claim Child 
Care Subsidy (CCS)

• Parent 1 will be required to register for direct debit 
and will receive the statements

• Check any prefilled information e.g. dates of birth 
to ensure this is correct

• Complete the remaining required information
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Child 

• Check any prefilled information e.g. dates of birth to 
ensure this is correct

• Complete the required information

• Please note this question refers to a Concession 
Health Care Card issued by Services Australia
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Booking 
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• Select Vacation program from the drop 
down menu

• View the brochure here

• Click the check boxes for the programs 
you would like to book

• Click Save & Continue



Parent 2 

• To list the details of the second parent/guardian 
Select ‘Yes’ from the drop down menu. 

• The second parent/guardian must be listed so they 
can be contacted in an emergency.

• If there is not a second parent/guardian select ‘No’ 
from the drop down menu
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Authorisations

• Select ‘Yes’ from the drop down menu to authorise
us to seek medical treatment and transportation of 
your child by ambulance if required.

• At least two authorised nominees must be listed. 
These should be additional to the 
parents/guardians listed in Parent 1 and Parent 2.

• All persons authorised to collect your child from 
the service must be listed e.g. siblings, nanny’s, 
regular babysitters, so they can receive a unique 
‘PIN’ for digital sign out.
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Authorisations

• Although optional, listing the authorised nominees 
email address allows them to use contactless sign 
in/out.

• You can use the drop down menus to grant your 
nominees permissions, as appropriate, to:

– Collect from the service

– Consent to medical treatment

– Consent to the administration of medication

– Consent to an educator taking the child out of 
the service (eg Excursions)

– Be an emergency contact if the 
parents/guardians can not be reached.
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Child health 
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• Complete the required information.

• Although optional, it is highly recommended to list 
your child’s Medicare number in case of medical 
emergencies.

• Record your child’s immunisation history by clicking 
on the ‘x’ next to each of the immunisations they 
have received.



Child medical 
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• All disability, special considerations, dietary 
requirements and medical conditions must be listed 
here.

• Selecting ‘Yes’ from the drop down menus will open 
additional boxes for you to provide details.



Documents 
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• If you selected ‘Yes’ to your child having a medical condition you 
will be required to upload a copy of the child’s medical 
management plan eg Anaphylaxis Action Plan, Asthma 
Management Plan

• All parents will be required to upload their child’s AIR 
immunisation history statement.

• If you selected ‘Yes’ to your child having a medical condition you 
will be required to complete a risk minimisation plan. Please 
download the appropriate risk minimisation plan, complete and 
upload. If the appropriate plan is not available we will contact you 
with a plan to complete. Please download the Medical Conditions 
Policy for your records.



Supplementary questions 
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• This sections allows you to:
‒ Provide additional information about your child
‒ List your child’s cocurricular activities
‒ Agree/provide consent for St Catherine’s OSHC specific policies
‒ Photo permissions
‒ Sunscreen consent



Review and submit
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• Please review all information entered to ensure it is correct. 
If you need to edit a section, select the ‘Edit’ button.

• Once you have reviewed all sections press ‘Submit’

• You will receive an email from no_reply@smartcentral.net 
confirming you have submitted the application successfully.
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Adding a new sibling

• On submission of your first child’s application, a link will 
open to apply for another child. 

• Or you can return to the applications page and select 
“New Application”.

• The link or the ‘New Application’ button will take you to 
the application screen and give you the option to copy an 
existing application.

• Select the child whose application you are going to copy
• Then select copy
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Adding a new sibling

• This will open a new pre-filled incomplete application.

• Please ensure you carefully review the information in the 
following sections for the new child:

‒ Child
‒ Booking
‒ Child Health
‒ Child Medical
‒ Documents
‒ Supplementary questions
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What next

We will review your enrolment application and then complete one of the following actions: 

‒ Approve the application – if the application is complete and the OSHC service can fulfil the booking request, you 
will receive an email confirming that the application is approved. 

‒ Request more information – if the application is missing required information or completed incorrectly eg
medical plan is not provided, parents or legal guardians have nominated themselves as authorised contacts, you 
will receive an email requesting more information and you will need to resubmit before the application can be 
approved. 

‒ Reject your application – in rare instances we may reject your application e.g. if your account is arrears, or we 
need you to submit a fresh application. You will receive an email with a reason for the rejected application.
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Digital Sign in/out - where to find your PINs

• Login to SmartCentral
• Once you have logged in, go to the 

Enrolments tab. 
• Parent 1 PIN can be found at the top of the 

page:

• Authorised contacts PINS can be found next to your 
child’s enrolment

• Parent 1 is responsible for giving Parent 2 and all 
authorised contacts their PIN for sign in/out.



Direct Debit registration

Page 26 |

• Parents will receive an email from no_reply@smartcentral.net to register for Direct Debit payments 
(example email below). A valid registration is required for all families. Please note if you have not 
registered for direct debit or your payment fails your child’s booking may be cancelled.
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