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Adding a new care service to an existing care service licence

When should a new care service be added to a care service licence? 
An Application to amend a care service licence under s.137 – LCS Form 4A requesting an amendment to the care services listed on the licence should be progressed by the licensee to Child Safety Licensing within 30 days of a new care service (site) commencing. In order to meet this timeframe, the licensee should contact Investment, Planning & Partnerships (IP&P) staff upon commencement of the new site to arrange for an inspection to occur. 
NB: Licensees should also apply to remove a site from their licence within 30 days of ceasing operation. 

Until such time as a non-family based care site is added to a licence, placements are made under the provision of section 82(1)(f) of the Child Protection Act 1999.  The Child Safety Practice Manual outlines the assessment process that must be undertaken by a departmental officer prior to the placement proceeding in these instances.   

What is required to add a new care service to an existing care service licence?
To approve an amendment to add a new site to a licence, the department’s licensing delegate must be satisfied that the requirements of the Child Protection Act 1999 that apply to licensed care services are being met, and will continue to be met, at the new site.  

[bookmark: _Hlk180066721]A physical inspection of a new site must be undertaken by IP&P to assist the delegate to determine whether the care provided to children at the site meets the standards of care in the Statement of Standards.  
NB: A placement must have commenced at the new non-family based care site to enable all inspection items to be assessed.

Prior to conducting the inspection, IP&P staff will firstly confirm that the new site is subject to the same policies and procedures as other sites that are already listed on the licence.  If this is not the case, IP&P staff must consult with Child Safety Licensing to determine the evidence required to confirm whether any new policies and procedures meet care service licensing requirements. 

IP&P staff will then undertake the physical inspection of the new site and complete the relevant inspection tool, recording responses to all inspection items. This is called an ‘add site to licence inspection’.  IP&P staff will use the same inspection tool as is used for the regular inspection of licensed care services, however ‘add site to licence’ will be selected as the inspection type within the form.

Should any inspection items be found to be non-compliant, these must be rectified prior to the licensee submitting an Application to amend a care service licence under s.137 – LCS Form 4A to Child Safety Licensing.  Matters that indicate non-compliance with licensing requirements will be noted within the ‘add site to licence’ inspection tool, in addition to the actions that the organisation must undertake to meet licensing requirements at the site. These matters will not be managed under the formal licensing non-compliance framework, as the site is not yet licensed.

Upon finalisation of the inspection, the licensee will be provided a copy of the ‘add site to licence’ inspection tool (incl. any supporting documentation), so that it can be included as an attachment to the licensee’s Application to amend a care service licence under s.137 – LCS Form 4A. The inspection tool must evidence full compliance with licensing requirements. 

How do I find further information? 
Contact the Child Safety Licensing team on phone 07 3097 5905 or by email: CS_Licensing@cyjma.qld.gov.au   LCS Factsheet – Adding a New Care Service to an Existing Licence (July 2026)                                           
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