
 

 

 

  

Coventry HAF 

Booking system  

Updated November 2022 

Supported Bookings 

User-Guide 

(Migration team) 



 

  
 1 

 

Contents 
 

Contents .................................................................................................................................................. 1 

1. Supported bookings – Booking children from the same family ...................................................... 2 

2. Supported bookings – Booking children from different families .................................................. 10 

 

 

 

 

 

 

To access the HAF booking system, click on to the link below: 

https://coventrycc-dash.achieveservice.com/service/Coventry_HAF 

 

 

 

 

 

 

https://coventrycc-dash.achieveservice.com/service/Coventry_HAF


 

1. Supported bookings – Booking children from the same family  
 

1.1. Click Supported bookings 

 

1.2. Select your Type of Organisation 
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1.3. Select Yes 

 

1.4. Select a Provider to be able to see all the sessions on offer. This will also tell 
you how much capacity remains in a session or even if it is fully booked. If 
the sessions that the parent/guardian would like to book are full, you should 
at this stage inform them. 

  



 

1.5. Enter the parent’s details, using the postcode to search for their address and 
click Next 
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1.6. Enter the details for a second emergency contact and click Next 

 

1.7. Click Add Child to add the a booking for the first child in the family 

 



 

1.8. Read out the summary privacy notice and ask for their consent for the use 
of their data in this way. 

 

1.9. Fill in the child’s details and click Check details.  If the parent doesn’t have 
the HAF code, please look it up with the HAF code look up file. 
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1.10. If you see this message, you can be confident the booking will be 
confirmed.  Click Next 

 

1.11. If you see this message, please double check the details and click 
Check Details again.  If you still recieve this message, please advise the 
parent that the details will be checked by the HAF team before the booking 
is confrmed and click Next 

 

1.12. Select the by typing in the name of the club – you can see the number 
of credits a child has to book at the top. The maximum is 16 in Summer and 
4 at Christmas and Easter 

 



 

1.13. Select the session that is being booked. You can repeat 1.12 to book 
other sessions, for all clubs and providers availible. 

 

1.14. Enter any additional needs that the child may have. When all are 
entered, click Next. 
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1.15. Ask the parent these questions related to the use of the data in the 
form and click Add Child  

 

1.16. If you have more children to add, click Add Child again and repeat the 
above steps. Once all children have been added, click Submit  

 

  



 

2. Supported bookings – Booking children from different families  
 

2.1. Click Supported bookings 

 

2.2. Select your Type of Organisation 
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2.3. Select the Provider 

 

2.4. Select No 

 

2.5. Select a Provider to be able to see all the sessions on offer. This will also tell 
you how much capacity remains in a session or even if it is fully booked. If 
the sessions that the parent/guardian would like to book are full, you should 
at this stage inform them. 

 



 

2.6. Click Add Child to add the a booking for the first child  

 

2.7. Read out the summary privacy notice and ask for their consent for the use 
of their data in this way. 
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2.8. Fill in the child’s details and click Check details.  If the parent doesn’t have 
the HAF code, please look it up with the HAF code look up file. 

 

2.9. If you see this message, you can be confident the booking will be confirmed.  
Click Next 

 

2.10. If you see this message, please double check the details and click 
Check Details again.  If you still recieve this message, please advise the 
parent that the details will be checked by the HAF team before the booking 
is confirmed and click Next 

 



 

2.11. Select the by typing in the name of the club – you can see the number 
of credits a child has to book at the top. The maximum is 16 in summer and 
4 at Christmas and Easter. 

 

2.12. Select the session that is being booked. You can repeat 2.11 to book 
other sessions, for all clubs and providers availible. 

 

2.13. Enter any additional needs that the child may have. When all are 
entered, click Next. 
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2.14. Enter the parent’s details, using the postcode to search for their 
address and click Next 
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2.15. Enter the details for a second emergency contact and click Next 

 

2.16. Ask the parent these questions related to the use of the data in the 
form and click Add Child  

 



 

2.17. If you have more children to add, click Add Child again and repeat the 
above steps. Once all children have been added, click Submit  

 

 


