
                                               

 
 
      

 

Education and Early Childhood Development (EECD) 

Operator Portal 
Frequently Asked Questions  
 
Q. What is the Operator Portal? 
 
The Operator Portal is a secure, online tool to access facility information, manage enrolment data, and share 
information on availability with parents through the accompanying Parent Portal.  
 
Q. Who can use the Operator Portal? 
 
This Portal is for every licensed operator, who provides early learning and childcare (all age categories). 
 
Note: Operators of Designated Facilities must create a user account for the Operator Portal and regularly 
update their enrolment and availability data as specified in their Designation Agreement.  
 
Q. Why is this information important? 
 
A. When you input information on availability, that information is immediately displayed on the Parent Portal. 
This allows parents to search for available childcare in their community. 
 
When you input enrolment data, this information is only visible to you and EECD. This allows EECD to plan 
effectively and respond to your needs.  
 
Q. When do I need to approve my enrolment data for the Operational Grant payment? 
 
The regular reporting period will be open during the last 5 business days of the month to ensure payment in a 
timely manner.  A late submission reporting period will be open during the first 5 business days of the following 
month to be processed as a late payment.  After the late submission period, reporting for the previous month 
will be closed.  Operational Grant payments will not be paid retroactively. 
 
Q. What happens if I don’t approve my enrolment data? 
 
To ensure that you receive the monthly Operational Grant payment, enrolment data must be approved on the 
Operator Portal during the last 5 business days each month, or the first 5 business days of the following month.   
Operational Grant payments will not be paid retroactively.    
 
Q. My enrolment has not changed since last month, do I still need to submit and approve the enrolment 
data for the month? 
 
Yes, you need to review and approve your enrolment data each month to ensure you receive the Operational 
Grant payment.  
 
Q. Am I able to update my enrolment data after I have already approved it for that month?   
 
No, once the enrolment data has been approved you are not able to make any changes.  For further 
assistance you will need to contact EECD Admin Support. 
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Q. What’s the difference between enrolment and availability? 
 
A. Enrolment refers to the number of children that are currently attending (full or part time) in an early learning 
and childcare facility. Children who are registered for a future start date would not be included. 
 
Availability is not simply the difference between licensed spaces and enrolment. It refers to the number of 
spaces you wish to share publicly on the Parent Portal. You can adjust the information to accommodate your 
current staffing situation or to recognize spaces that will soon become available. 
 
Q. Do I need a separate account for each license that I operate? 
 
A. No, you will have access to licensing information about all of your facilities under one account.  
 
Q. I operate my childcare facility out of my home. Do I still need to use the Operator Portal and update 
my enrolment information? 
 
A. Yes, the Operator Portal is for every licensed operator in New Brunswick.  
 
Q. How is availability of spaces displayed on the Operator Portal? 
 
The Operator Portal provides you with the flexibility to set the number of available spaces that parents can 
view. You may be fully enrolled but know that children are leaving at a future date and want to show availability 
now. 
 
Q. How will “availability” be displayed for early learning and childcare homes? 
 
A. For early learning and childcare homes you will indicate any availability with a Yes or No by age categories; 
infant, preschool, or school age.  
 
Q. My facility is designated, and I have already been providing my enrolment data to EECD. Do I need 
to input it again in the Operator Portal? 
 
A. Yes. You are required to enter enrolment data as it will provide EECD with valuable information and allow us 
to respond to the sector’s needs.  
 
Q. How often do I have to update availability information? 
 
A. This should be entered immediately upon registering for the Operator Portal. Note: EECD is asking all 
Operators to input their availability on the Portal no later than the end of November. This is to ensure EECD 
has a total picture of childcare availability across the province, allowing EECD to support the sector, especially 
during times of uncertainty. 
 
Then, on an on-going basis, please update the Portal as soon as you have any availability in your facility. We 
ask that you regularly check the Portal, a minimum of once a month, to ensure your information is up-to-date 
for parents searching for childcare in your area. 
 
Q. What if I don’t have availability for a specific age group? 
 
A. If you do not have availability at the moment, please enter 0 and revisit the Portal when a space or spaces 
become available. We ask that you check the Portal a minimum of once a month to ensure your availability 
information is up-to-date.  
 
 
Q. How often do I have to update enrolment information? 
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A. Enrolment data should be entered immediately registering for the Operator Portal and then once a month 
thereafter, by the last business day of each month.  
 
Note: EECD is asking all Operators to input their enrolment data on the Portal no later than the end of 
November. This is to ensure EECD has a total picture of childcare across the province. 
 
Q. Can more than one employee on my team have access to my account on the Portal? 
 
A. Yes, an unlimited amount of user accounts can be linked to your account within the Operator Portal. You 
can set their privileges to determine what levels of access they have.  
 
Q. Can other childcare operators see my information? 
 
A. No, the portal is a secure tool. Information specific to your facility can only be viewed by you or staff 
members that you have granted access. The information that is available to parents through the Parent Portal 
(availability, inspection reports etc.) can be viewed by anyone with a Parent user account.  
 
Q. If a staff member leaves, can I delete their account? 
 
A. Yes, you can easily make their account inactive. 
 
Q. There are errors with my licence profile. What do I do? 
 
A.  If there are errors related to licensing information in your Operator Profile, such as your phone number, 
email address, or services offered, please contact the Quality Assurance Monitor assigned to your facility.   
 
 

Early Learning and Childcare Services (ELCS) Regional Offices 

Region 1 – Moncton  
 (506) 533-3712  
ELC-SGERegion1@gnb.ca  

Region 2 – Saint John  
 (506) 658-2604  
ELC-SGERegion2@gnb.ca  

Region 3 – Fredericton  
 (506) 453-3005  
ELC-SGERegion3@gnb.ca  

Region 4 – Bathurst  
 (506) 394-4696  
ELC-SGERegion4@gnb.ca  

 
Q. I tried to register for the Operator Portal account but received an error indicating the “email is not 
available. Did you mean to login?” What should I do? 
 
A. You may already have an EECD Portal account. If you have already signed up for the EECD Parent Portal, 
you must use the same email address and password for the Operator Portal. If you have forgotten your 
password, select the “Already have an account? Login here” link, the select the Reset password option. 
 
Q. I don’t have reliable technology. How can I still participate?  
 
A. Operators of Designated Facilities receive a monthly Operational Grant to offset the costs associated with 
maintaining program criteria and requirements.  This can be used to purchase hardware, software, or internet 
services. 
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Q. How can I get help with the Operator Portal?  

A. There are a number of supports available to you regarding the Operator Portal: 

1. A User Guide has been created for Operators to walk you through the registration process and address 
any troubleshooting issues.  

2. If you still have regarding the Operator Portal please call 1-888-762-8600, Monday  to Friday 8:00 a.m. 
to 7:30 p.m., Saturday 9 a.m. to 1 p.m.  

3. Email the department at EECDPortal-PortailEDPE@gnb.ca.  

 

https://www.nbed.nb.ca/operatorportal/Content/files/Operator%20User%20Guide.pdf
mailto:EECDPortal-PortailEDPE@gnb.ca

