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Child Care Licensing Portal 

Signing Wage Top-up & 
Professional Development 
Grant Agreement 

Tip Sheet for Operators  

Purpose of this guide 

This guide is designed to help you sign the new Wage Top-up and Professional Development 
Grant agreement. To complete this, you will need: 

 An account in the Child Care Licensing Portal and signing authority for the program. 
 Authority to sign refers to the individual(s) who are legally permitted or 

authorized to sign official documents for another party such as a business 
or organization. 

 

Step 1: Logging In 

Log into the Child Care Licensing Portal with your child care licensing account. This account 
should already have approved signing authority access for your program(s). 

You can access the Child Care Licensing Portal Login Guide for support logging in and 
accessing services. For additional support logging into the portal please contact 
CS.LicensingSystemSupport@gov.ab.ca. 

 

Step 2: Navigate to the Wage Top-up & PD Service in the Portal 

Once you have logged into the “My Account” page in the Child Care Licensing Portal, look for 
the “Wage Top-up & PD” tile at the bottom of the page. You can also click on the “Wage Top-up 
& PD” tab on the left-hand side of the page.  

 

https://childcareoperators.alberta.ca/
mailto:CS.LicensingSystemSupport@gov.ab.ca
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Step 3: Start Signing 

Once you have entered the Wage Top-up & PD service click “Sign Wage Top-up & PD 
Agreement” for the program you wish to sign for. 

 

This will bring you to the agreement to begin review. 

 
Step 4: Personal and Program Information   

In this section of the agreement, you will verify the signing authority’s personal information and 
the program information. Enter and review information in all appropriate fields.  
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When all information is entered and correct, click “Yes” at the bottom of the page, and then 
“Next” to continue to the next step. 

 

 

Note: If any mandatory fields have not been completed, you will be reminded to enter 
information and unable to move forward in this step until all fields have been completed. 
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If any of the information in this section is incorrect, click “No” at the bottom of the page. 

 

 

If you have made errors that will need to be corrected, you will need to contact 
CS.LicensingSystemSupport@gov.ab.ca. Do not complete the agreement if this information is 
incorrect. Please allow 1-2 business days to follow up your inquiry.  

 
Step 5: Parties to the Agreement  

After confirming all the personal and program information is correct, you will confirm all the 
parties involved in the agreement and why the grant is being offered. ‘Parties’ refers to legal 
representatives and recipients for the agreement. 

Please review this section and confirm that the personal and program information is correct.  

 

 

mailto:CS.LicensingSystemSupport@gov.ab.ca
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If any of the information in this section is not correct, contact 
CS.LicensingSystemSupport@gov.ab.ca to correct any errors. Please allow 1-2 business days 
to follow up your inquiry.  

If you, as the signing authority, have reviewed this page and confirmed the information is 
correct, click “Next.” 

 
Step 6: Agreement Definitions, Terms and Conditions 

In this section you can view important definitions, terms, and conditions of the grant. As the 
signing authority, you will review each section of the agreement.  

There are 14 sections to the agreement and 4 schedules to review shown in the chart below.  

Definitions Use of Grant 

funding 

General Provisions Schedule A (Wage 

Top-up) 

Responsibilities of 

the Grant Recipient 

Publication 

Dissemination and 

Release of 

Information 

Breach of 

Agreement 

Schedule B 

(Professional 

Development) 

Term Reporting Termination of 

Agreement 

Schedule C 

(Release Time) 

Representatives Accounting Notices Schedule D 

(Mandatory 

Employment 

Contribution) 

Funding Surplus of Expiry or 

Termination 
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Review the section of the agreement and if all information is correct click “Next.” 

 

 

For sections in the chart highlighted blue, you will also indicate your understanding of this 
section of the agreement. Check the box provided and click “Next” to continue to the next 
section. 

 

 

Please review this agreement carefully. For any questions about the details as they are written 
in your grant, please contact CS.ChildCareFunding@gov.ab.ca.  

While reviewing the sections you can click “Back” at any time to return to a different section of 
the agreement.  

mailto:CS.ChildCareFunding@gov.ab.ca
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Step 7: Signing and Submitting the Agreement 

In this last section you will sign and complete the agreement. As the signing authority, you will 
enter your name in the field and click “Next.”  

 

 

A message will be shown to confirm the agreement has been signed.  

 

 

 

 

If this confirmation page does not load, please do not assume the agreement has been 
submitted. Confirm the submission via the “My Account” page detailed in Step 8.  

 
Step 8: Confirmation and Reviewing the Agreement Submission 

To confirm the agreement was submitted, you can check your “My Account” page on the Child 
Care Licensing Portal. Please wait approximately ten minutes after submitting for the portal to 
update the agreement and then refresh the page.  

 

 

https://childcareoperators.alberta.ca/
https://childcareoperators.alberta.ca/
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If “Sign Wage Top-up & PD Agreement” appears in the row for the program, the submission was 
not successful. Please re-enter the agreement and try to submit it again. 

 

 

If “View Details” appears in the row for the program, you can click the button to view the signed 
agreement.  

 

 

Clicking “View Details” will load a pop-up showing the program’s current and past agreements. 
Here the program’s current and active (2023-2025) agreement will have an “Active” status 
displayed beside it. 

 

You have successfully signed your Wage Top-up and Professional Development Grant 
agreement in the Child Care Licensing Portal. To view and print a PDF copy of your active and 
signed agreement click “Wage Top-up & PD Agreement” as shown above.  
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Contact Information 

For further questions or support, please contact the appropriate area: 

Wage Top-up & PD Grant funding, details, or process – contact the Alberta Child 

Care Grant Funding Program at CS.ChildCareFunding@gov.ab.ca. 

Wage Top-up & PD Grant application/portal technical support – contact the Child 

Care Licensing Portal Support Team at CS.LicensingSystemSupport@gov.ab.ca. 

Wage Top-up & PD Grant claims/payments – contact the Alberta Child Care Claims 

Unit at 1-855- 638-6121 or email CS.ChildCareClaims@gov.ab.ca. 

Wage Top-up & PD Grant financial reporting – contact the Alberta Child Care Grant 

Funding Program at CS.ChildCareFunding@gov.ab.ca 

Child Care Licensing – contact your local Child Care Licensing office, or call Child 

Care Connect at 1-844-644-5165. 

 

 

mailto:CS.ChildCareFunding@gov.ab.ca.
mailto:CS.LicensingSystemSupport@gov.ab.ca.
mailto:CS.ChildCareClaims@gov.ab.ca.
mailto:CS.ChildCareFunding@gov.ab.ca

