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Child Care Services

DECAL KOALA
Required Reporting

http://www.decal.ga.gov/


Bright from the Start: Georgia Department of Early Care and Learning
www.decal.ga.gov 2

Beginning June 18, 2018, licensed programs 
will be able to submit required reports from 
DECAL KOALA. 

http://www.decal.ga.gov/
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Reports that require DECAL to be notified within 
24 hours or the next business day include:

death of a child, 

serious illnesses or injuries that require 
hospitalization or professional medical attention,

missing children, 

fire or structural disaster, 

emergency relocation of children, and 

when an employee acquires a criminal record.

http://www.decal.ga.gov/
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Click on Required Reporting               

http://www.decal.ga.gov/
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What to Report

http://www.decal.ga.gov/
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Click on Add Required Report (green button)

http://www.decal.ga.gov/
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Saved and Submitted Reports

Saved and Submitted reports appear in a list at the 

bottom of the Required Reporting Home Page.

• Saved report

• Status is In-Progress-DECAL can’t see it

• Can open, edit, or delete

• Reminder emails sent 4 hours and 12 

hours after a report is saved.

• Submitted report

• Status is Submitted Online

• Consultant receives notification email

• Can open, view, and print

• Can upload documents for five business 

days from the date the report is submitted.

http://www.decal.ga.gov/
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Complete the information on this page

http://www.decal.ga.gov/
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Click on Add Child/Parent (blue button)

http://www.decal.ga.gov/
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Complete child and parent/guardian information

http://www.decal.ga.gov/
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Complete how parents were contacted

http://www.decal.ga.gov/
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Complete medical information and Save

http://www.decal.ga.gov/
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Click on Add Witness

http://www.decal.ga.gov/
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Enter Witness information and Save

http://www.decal.ga.gov/
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Click Add Staff to enter names of person(s) 
responsible for child and who provided first aid

http://www.decal.ga.gov/
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Save

Once you Save, you go back to where you can click on Add Staff again to add additional names.

http://www.decal.ga.gov/
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Click Upload to upload documents

http://www.decal.ga.gov/
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Click on the down arrow to select the type of 
document you will upload

http://www.decal.ga.gov/
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Select your document

http://www.decal.ga.gov/
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http://www.decal.ga.gov/
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Click on your document and then click Open

http://www.decal.ga.gov/
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Click Upload to save the document

http://www.decal.ga.gov/


Bright from the Start: Georgia Department of Early Care and Learning
www.decal.ga.gov 23

Click Submit to save

http://www.decal.ga.gov/
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• Click on the blue Upload button

• Click on the down arrow to see the list of 

document types

• Select a document type

• Click on Choose File

• Select a document or photo from your computer

• Click Open

• Then click the green Upload button.

You can follow the same process to upload 
multiple documents.

http://www.decal.ga.gov/
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Select the option that best describes the injury

http://www.decal.ga.gov/
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Select the body part that was injured. Use the 
body parts diagram to assist you.

http://www.decal.ga.gov/
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http://www.decal.ga.gov/
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Select where the incident or injury happened, 
either at the facility or on a field trip

http://www.decal.ga.gov/
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Select one activity and all actions that apply

http://www.decal.ga.gov/
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Save or Sign and Submit the report

http://www.decal.ga.gov/
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Your reports will be listed at the bottom of the 
Required Reporting page

http://www.decal.ga.gov/
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http://www.decal.ga.gov/
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Click the pencil and paper icon to reopen a 
saved report

http://www.decal.ga.gov/
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• Some of the information asked for in the report is mandatory and some is 
not.

• A report can be Saved without all of the mandatory information.

• A report must have all of the mandatory information to be Submitted .

• You will see an error message in a light red box if there is information 
missing when you submit the report.

Mandatory vs Optional Information

http://www.decal.ga.gov/
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Questions?

Contact:
• Your Consultant
• decalkoala@decal.ga.gov
• 404-657-5562

http://www.decal.ga.gov/
mailto:decalkoala@decal.ga.gov



