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PHLpreK Guidelines for Discharging Children 

Discharging Individual Children –Throughout the Program Year 

Discharging Individual Students…………………………………………..…………………………….………...…………pg 1 

o Reason: Child Did Not Show…………………………………………………………………..…..….pg 2 
o Reason: Child had attended at least (1) day then left program………………….….pg 3 

 

Discharging Children – End of Program Year 
 

o Reason: Child completed program and will not be returning in September.….pg 4-7 
o Reason: Child completed program and will be returning in September..….…...pg 4-7 
o Discharging Multiple Children using Bulk Service Updates………………………………pg  7 

 

Sites that are licensing ChildWare independently should refer to the notes at the end of this document. 

Discharging an Individual Child – Throughout the Program Year 
 
1. Under the Child/Family Section, select Child Data and then select Active enrollments.  Select the child 

you want to discharge 

 
 
 
 
 
Continued on next page 
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2. In the Child’s record on the Main tab, scroll to the bottom of the screen and select the current 
Referral/Enrollment History. 

 

 
 
Next, depending on the reason for the child’s discharge, see either Section A (Child Did Not Show) or Section 
B (Child Attended at least (1) Day but Left Program) 
 

SECTION A – CHILD DID NOT SHOW 
 
1. Click on the Status down arrow and scroll to and choose “Did Not Enroll.” 

 Notify your PHLpreK representative of this change.  
 

 
 
2. Click OK.  The child will no longer appear in your Active Child list. 
 

Continued on next page 
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SECTION B – CHILD ATTENDED AT LEAST (1) DAY AND LEFT THE PROGRAM 

 
1. Enter a Discharge Date under the Discharge and Transfer Information section 
 

 
 

2. Review Discharge Reasons 
 

 
Continued on next page 
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3. Choose Specific Discharge Reason and write a brief explanation in the note section. Then click OK.  You 
do not need to make any change to the Status in this instance. 
 

 Notify your PHLpreK representative of this change. 

 
 
 

Discharging Individual Children – End of Program Year 
 

1. Under the Child/Family Section, select Child Data and then select Active enrollments.  Select the child 
you want to discharge 

 
 
 
 

 
Continued on next page 
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2. In the Child’s record on the Main tab, scroll to the bottom of the screen and select the current 
Referral/Enrollment History. 

 

 
 

3. Enter a Discharge Date under the Discharge and Transfer Information section 
 

 
 
 

Continued on next page 
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4. Review Discharge Reasons 
 

 
 
 

5. Choose Specific Discharge Reason and write a brief explanation in the note section. Then click OK.  You 
do not need to make any change to the Status in this instance. 
 
a. For children that are “ending services and will not be returning to your site in September” – select 

Completed Program. Then click OK.   
 

b. For children that will be “returning in September “– select Temporarily Inactive. Then click OK. 

Notify your PHLpreK representative of this change. 
 

 
Continued on next page 
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6. The child will now have a Discharge Date entered into their Referral/Enrollment History. 

 

 

Discharging Multiple Children Using Bulk Service Updates – End of Program 
Year 
 
1. Under the Child/Family section of ChildWare, select the Bulk Service Updates from the drop down menu.  

If you do not have this option available in the menu, please email ChildWare@phmc.org to request a 
change to your user profile. 

 
 
 
 
Continued on next page 
 

mailto:ChildWare@phmc.org


8 | P a g e  
 

2. Once selected, you will open the Process Update Screen. 

 
 
3. Under Update Action, use the drop down to select Discharge Active Children. 

 

 
 
4. Enter the date for the last day of service in the PHLpreK program year. 

 

 
 
 
 
 
Continued on next page 
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5. For Discharge Reason: 
7. For children that are ending services and will not be returning to your site in September – select 

Completed Program.   
8. For children that will be returning in September – select Temporarily Inactive. 

 
 
 
6. Click on the radial button for Multiple Children. 

 
 
You will end up with a list of children actively enrolled in you center.  If you have a large number of children 
enrolled, you can use the filter options to narrow down the selection of children by their birthday, room and 
other options. 

 
 
Continued on next page 
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7. Select the children that you will be discharging.  Remember that you should only select those children 
whose discharge date and reason all match. 

 
 
8. Confirm that you have the correct Discharge Date and Discharge reason for the selected children.  Then 

click the Process Updates button. 

 

 

 
 
 
 
 
 
 
 
Continued on next page 
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9. ChildWare will alert you that you are making a change to the selected records.  If you’re information is 
correct, click the Yes button. 

 
 
 
10. ChildWare will confirm that the updates have been completed 

 
 
 
After completing either the Individual Child or Bulk Child Discharge process, the Discharge Date will now 
appear on in the “Discharged” column on the Child Data screen. 
 

 
 
 
For PHLpreK sites that license ChildWare independently and use it for tracking other children and services, 
these instructions may need to be adjusted to accommodate summer service plans in ChildWare.  Please 
contact the ChildWare Team (childware@phmc.org) to discuss your program and plans and to address any 
specific questions you may have for this process in ChildWare.   
 

Need assistance? Contact the PHMC ChildWare Helpdesk at 215-985-2599, option 1 or 

helpdesk@phmc.org. (And please leave a voice mail message so that we can return your call!) 
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