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INTRODUCTION TO ECARES
The primary goal of the eCares system is to transition the Department of 

Basic Education's (DBE) administration of Early Childhood Development 

(ECD) service delivery from paper-based to digital, enhancing the 

effectiveness and efficiency of business processes.

It provides robust data collection and reporting capabilities, enabling the 

DBE to monitor programme progress and make informed decisions based on 

real-time information.

This system enhances the DBE's ability to deliver high-quality and responsive 

administrative, regulatory, and funding services to Early Learning 

Programmes (ELPs) and the children they serve, ultimately contributing to 

improved effectiveness, transparency, and accountability in the administration of 

ECD services.

The system is intended 
to be released in a 
modular fashion 
over six releases.
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eCares aims to transition the administration and management of Early Learning Programmes (ELPs) from a paper-based

to a digital platform, improving the effectiveness and efficiency of ECD service delivery processes. The long-term plan
for eCares is to facilitate:

eCares provides digital tools for ELP site visits and assessments to streamline these processes, significantly reducing the
time compared to manual methods. Comprehensive reporting and dashboards offer detailed insights into ECD activities
across provinces.

eCares VISION: ENHANCING THE MANAGEMENT OF ELPS

ECD registration and 
quality assessment

01

Managing funding

processes, including 
budget calculations 

and allocations

02

Managing child

profiles to ensure 
accurate grant 

distribution to ELPs

03

Managing staff

profiles to aid in 
evaluating staffing 

needs

04
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APPLICANTS HAVE RECEIVED 
BRONZEREGISTRATION – WHAT HAPPENS 
NEXT?

Progression to Silver/Gold Registration
Bronze-registered ECDs are now eligible to apply for Silver or Gold registration status, which 
provides additional benefits and funding opportunities. 

Additional Documentation Requirements
Applicants must submit additional documentation, including Environmental Health Reports and 
detailed programme information to meet higher registration standards. 

Site Assessment Process
A comprehensive site assessment will be conducted to verify compliance with norms and 
standards required for Silver/Gold registration levels. 

Multi-Level Review and Approval
Applications undergo a rigorous review process involving multiple stakeholders to ensure all 
requirements are met before final approval. 
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RELEASE 2: SILVER/GOLD REGISTRATIONS

5

ECD Applicant

• Login to eCares
• Answer a few 

questions
• Submit the 

documents listed in 
the guidelines

• Submit an 
Environmental 
Health Report / 
Certificate if 
received 

Registration 
Application 

Administrator

• 1st check 
application 
details

• Check  
documents and 
approve or 
request 
corrections

• Plan site visits

Registration Site 
Assessment

• Check the ELP’s 
site and 
programme 
against the norms 
and standards

• Capture GPS co-
ordinates

• Confirm data

Registration 
Application 
Reviewer +  
Approver

• Reviews the 
application

• Generates a  
recommendation

• Final Approval or 
Refusal Notice

• Send for EMIS 
approval



USER ROLES AND RESPONSIBILITIES FOR S/G REGISTRATION
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ECD APPLICANT (WEB 
USER)

Submit Silver/Gold registration application

Receive/view improvement record per ECD 
failed standards

Apply for renewal of registration before 
expiry date is met

REGISTRATION 
APPLICATION 
ADMINISTRATOR

Assist applicants in uploading documents

Upload and review EHP document if 
received

Review, approve, decline, or comment on 
submitted documents

REGISTRATION SITE 
ASSESSMENT (eCARES 
JOURNEY APPS)

View ECD programmes for site visitation

Conduct site assessment even offline

Review and update ECD profile details on 
the mobile app: GPS, address, programme 
type

View framework outcome auto assessment 
– details of failed points for improvementsREGISTRATION 

APPLICATION SUPPORT

Assist with supporting applicants to upload 
documents and complete SG application



USER ROLES AND RESPONSIBILITIES FOR S/G REGISTRATION
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REGISTRATION 
APPLICATION REVIEWER

Review applicant submission and SW Site 
Assessment report

Generate SW Report (final 
recommendation) and conditions of 
registration

Future Release: Renewals and 
recommend cancellation of an existing 
ECD registration with reasons 

REGISTRATION 
APPLICATION APPROVER

Review application and Social Worker 
report

Add comments and return for review

Approve application at certain level or 
approve enforcement notice

Generate Certificate of Approved Level 
(add associated expiry dates) after EMIS 
approval

Future Release: Approve a cancellation 
recommendation and notify ECD 
Programme 

EMIS REVIEWER AND 
APPROVER

EMIS Review and EMIS Number Allocation

Certiificate Generator

Generate Certificate of Approved Level 
(add associated expiry dates) after EMIS 
approval



SG REGISTRATION APPLICATION 

ADMINISTRATORS
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SG Application 
Administrators

• Accessing the System

• Viewing Applications

• Filtering & Searching

• Document Review

• EHP Documentation

• Finalizing Review

LOGIN & ACCESSING THE ADMINISTRATOR ROLE

The eCares system provides role-based access to 
different functionalities. As a Silver/Gold 
Registration Administrator, you'll need to:

1 Log in with your authorized credentials

2 Navigate to the Main Menu page

3 Locate the SG Application Administrators

role

4 Click OPEN to access your administrative 
dashboard

Administrator Permissions

This role grants you specific permissions to review 
applications, verify documents, and manage the Silver/Gold 
registration process.
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SG Application 
Administrators

• Accessing the System

• Viewing Applications

• Filtering & Searching

• Document Review

• EHP Documentation

• Finalizing Review

ECD LIST

After accessing the SG Application Administrators 
role, you'll see all Bronze Applications ready for 
review in your geographical area.

The dashboard provides a comprehensive 
overview of each application's status, including:

Required documentation status

EHP Report/Certificate availability

Readiness assessment outcome from the call 
centre/NGO

Site visit status 

Administrator Efficiency

This centralized view allows you to efficiently prioritize and 
manage applications through the Silver/Gold registration 
process.
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SG Application 
Administrators

• Accessing the System

• Viewing Applications

• Filtering & Searching

• Document Review

• EHP Documentation

• Finalizing Review

ACCESSING ADDITIONAL APPLICATION INFORMATION

The ECD application list contains multiple fields 
that may require horizontal scrolling to view 
all available information.

Key additional fields include:

Application submission date

Document verification status

Site assessment scheduling

Provincial location data

Registration level eligibility

Administrator Tip

Reviewing all fields provides a complete picture of each 
application's status and helps identify any areas requiring 
immediate attention.

Scroll horizontally to view all fields
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SG Application 
Administrators

• Accessing the System

• Viewing Applications

• Filtering & Searching

• Document Review

• EHP Documentation

• Finalizing Review

FILTERING APPLICATIONS FOR SITE VISITS - Search 
Awaiting

To efficiently plan site visits, you can filter 
applications based on their current status:

1 Click the "+
" button next to the Search field

2 Select appropriate filter criteria - Match
and any

3 Choose "Site Visit" and "begins with"
from the dropdown menus

4 Enter your search term, e.g., "awaiting"

5 Click UPDATE RESULTS

Pro Tip

Additional search criteria can be added by clicking the "+" 
button again and changing ANY to ALL. This allows for 
precise filtering when managing multiple applications across 
different stages.
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SG Application 
Administrators

• Accessing the System

• Viewing Applications

• Filtering & Searching

• Document Review

• EHP Documentation

• Finalizing Review

ALTERNATIVE SEARCH METHODS - FILTER

The system offers multiple ways to locate specific 
applications. In addition to the advanced search 
function, you can use column sorting to quickly 
organize your view.

Column Sorting Method:

• Click on "Document status" (1) to 
identify ECDs requiring follow-up on 
outstanding documents

• Click on "Readiness Assessment" (2) to 
filter by RRA status

Efficiency Tip

This sorting functionality allows you to quickly organize 
applications based on priority criteria, helping you manage 
your workflow more efficiently.
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SG Application 
Administrators

• Accessing the System

• Viewing Applications

• Filtering & Searching

• Application Review

• EHP Documentation

• Finalizing Review

REVIEW AN APPLICATION

Once you've located the desired ECD application, 
you can begin the review process:

1 Find an ECD by typing its name or 
Identifier Number in the search field (1)

2 Click REVIEW (2) to access the complete 
application details

The table also clearly indicates which ECDs are 
awaiting site visit assessment, allowing you to 
prioritize applications based on their current 
stage in the process.

Pro Tip
Use partial name searches to quickly find applications when 
you don't have the complete ECD identifier.

1

2
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SG Application 
Administrators

• Accessing the System

• Viewing Applications

• Filtering & Searching

• Application Review

• EHP Documentation

• Finalizing Review

REVIEW AN APPLICATION

Once you've located the desired ECD application, 
you can begin the review process:

1 Find an ECD by typing its name or 
Identifier Number in the search field (1)

2 Click REVIEW (2) to access the complete 
application details

The table also clearly indicates which ECDs are 
awaiting site visit assessment, allowing you to 
prioritize applications based on their current 
stage in the process.

Pro Tip
Use partial name searches to quickly find applications when 
you don't have the complete ECD identifier.

1

2
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SG Application 
Administrators

• Accessing the System

• Viewing Applications

• Filtering & Searching

• Application Review

• EHP Documentation

• Finalizing Review

FIRST REVIEW OF APPLICATION - DECLARATIONS

After selecting an ECD profile, you'll first review the 
declarations section:

These declarations confirm the ECD meets 
specific standards that cannot be assessed 
during a site visit

Review each declaration carefully to ensure 
compliance with regulatory requirements

Verify that all required declarations have been 
properly acknowledged

Click NEXT (1) to proceed to document 
verification after reviewing the declarations.

Important

Declarations serve as legal confirmations of compliance and 
should be thoroughly reviewed before proceeding.

1
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SG Application 
Administrators

• Accessing the System

• Viewing Applications

• Filtering & Searching

• Application Review

• EHP Documentation

• Finalizing Review

FIRST REVIEW OF APPLICATION - DOCUMENT 

READINESS

1

The document readiness page confirms which 
specific documents are required based on the ECD's 
classification:

Different document requirements apply to 
formal organizations vs. informal setups

Centre-based and non-centre-based ECDs have 
distinct documentation needs

Click NEXT (1) to proceed to document review.

Documents may need to be collected during the site 
visit if not available during submission.
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SG Application 
Administrators

• Accessing the System

• Viewing Applications

• Filtering & Searching

• Application Review

• Documents

• Finalizing Review

FIRST REVIEW OF APPLICATION - DOCUMENTS

1 Click VIEW (1) to open the document for examination

2 ADD CORRECTIONS or ADMIN NOTES(2)
Remember that an application 

can be submitted without 

documents.  This means the ECD 

needs support to have these 

collected at the site visit and 

uploaded.
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SG Application 
Administrators

• Accessing the System

• Viewing Applications

• Filtering & Searching

• Application Review

• Documents

• Finalizing Review

FIRST REVIEW OF APPLICATION - DOCUMENTS

Follow these steps to review each submitted 
document:

1 Click VIEW (1) to open the document for 
examination

2 The document will appear at the bottom of 
the screen - click OPEN (2) to view it in full 
size

3 Verify that the document is clear, complete, 
and contains accurate information

4 After reviewing, click CANCEL (3) to return 
to the document list

5 Click NEXT to proceed to the EHP Report 
for centre-based applications

Best Practice

Examine each document carefully for legibility, 
completeness, and validity before making your decision.

1

2

3
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SG Application 
Administrators

• Accessing the System

• Viewing Applications

• Filtering & Searching

• Application Review

• Documents

• Finalizing Review

ADDING CORRECTION NOTES OR ADMIN NOTES

When issues are identified with submitted 
documents:

1 Click DECLINE (1) to indicate that the 

document needs correction

2 Add detailed CORRECTION NOTES (2)

explaining exactly what needs to be fixed 

or submitted

3 Be specific about the issues and provide 
clear guidance on how to resolve them

4 Click SEND CORRECTIONS once you've 

completed your review

Admin Notes

Use this feature to add internal comments visible only to 
reviewers and approvers. These notes provide important 
context without being visible to applicants.

1

2



21

SG Application 
Administrators

• Accessing the System

• Viewing Applications

• Filtering & Searching

• Application Review

• Documents

• Finalizing Review

REVIEWING STAFF QUALICATION or EXPERIENCE

For all ECDs, there must be a document as 
evidence that at least 1 staff member has:
• A NQF 1-6 qualification in ECD
• OR
• 3 years' experience

Click the paperclip icon (1) to upload a 
staff document if missing

1 Click open to view the document

2
Review the download and either 
approve or decline

4 Click NEXT (3) to proceed

EHP Certificate - Gold level eligible

EHP Report - Silver level maximum

1

2

Remember that an application 

can be submitted without 

documents.  This means the ECD 

needs support to have these 

collected at the site visit and 

uploaded.

3 Add Corrections if declined 3

1

2

4
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SG Application 
Administrators

• Accessing the System

• Viewing Applications

• Filtering & Searching

• Application Review

• Documents

• Finalizing Review

REVIEWING EHP DOCUMENTS – CENTRE-BASED

For centre-based ECDs, EHP documentation is 
critical to the registration process:

1 Select Yes 

Click the paperclip icon (2) to upload an 
EHP document2

click SAVE3

Enter the recommended capacity (6)6

Click APPROVE to save the capacity and type
EHP Document Types:

EHP Certificate - Gold level eligible

EHP Report - Silver level maximum

EHP Compliance Notice - Application refusal

1

2

4

3

If you need to upload on behalf of the ECD

To Review an EHP Document
click OPEN and review the download4

Select the Document Type provided5 5

6
7

7
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SG Application 
Administrators

• Accessing the System

• Viewing Applications

• Filtering & Searching

• Application Review

• Documents

• Finalizing Review

ADDITIONAL QUESTIONS & SUBMIT FOR REVIEW

EHP Compliance Notice - Application refusal

Before completing the document review process:

1 Review the ADDITIONAL QUESTIONS

section to verify accuracy

2 Ensure all provided information will be 
correctly added to the ECD Profile

3 Confirm that all documents have been 
properly reviewed and approved

4 Click SUBMIT FOR REVIEW (1)

to send the application to the 
reviewer

Next Steps

You will not be able to submit for review until all documents 
are uploaded and approved and a site visit is complete

1



REGISTRATION FOR S/G APPLICATIONS

eCARES MYJOURNEY MOBILE APP



eCARES JOURNEY APP SETUP
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Set Up and 
Installation

• Android Installation 

• iOS Installation

• Huawei Installation

• Home Page 

• Login Page

• Change Password

INSTALLING ON ANDROID DEVICES

EHP Compliance Notice - Application refusal

For Android Devices

JourneyAppsInstallation Steps:

1 Scan the QR Code and choose "Get it on Google Play” 

2 Tap Install and wait for the app to download

3 Alternative: Open the Google Play Store,

search for "JourneyApps Container", and tap 

Install

4 Once installed, open the Android System WebView 

link and update if required

5 Open the JourneyApp and wait for the prompt to insert 
a link

Default Password:

Password1234
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Set Up and 
Installation

• Android Installation 

• iOS Installation

• Huawei Installation

• Home Page 

• Login Page

• Change Password

INSTALLING ON iOS DEVICES

EHP Compliance Notice - Application refusal

For Android Devices

JourneyApps

Default Password:

Password1234

For iOS Devices

Installation Steps:

1 Scan the QR Code and choose "Download 
on the App 

Store"

2 Tap Get, then Install. Once installed, tap Open

3 Alternative:Open the App Store, search for 
"JourneyApps Container", and tap Install

4 Open the JourneyApp and wait for the prompt to 
insert a link

5 Notify the facilitator when ready to receive the 
installation link and setup instructions
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Set Up and 
Installation

• Android Installation 

• iOS Installation

• Huawei Installation

• Home Page 

• Login Page

• Change Password

INSTALLING ON HUAWEI DEVICES

EHP Compliance Notice - Application refusal

For Android Devices

JourneyApps

Default Password:

Password1234

For iOS Devices

Installation Steps:

1 Scan the QR Code to access the Huawei App Gallery

2 Once installed, tap Open to launch the app

3 Alternative: Open Huawei App Gallery , search 
for "JourneyApps Container", and tap Install

4
Wait for the app to download and complete installation

5 Open the JourneyApp and you will be prompted to insert 
a link

6 Inform the facilitator when ready to receive the 
installation link and setup instructions

For Huawei Devices
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Set Up and 
Installation

• Android Installation 

• iOS Installation

• Huawei Installation

• Home Page 

• Login Page

• Change Password

HOME PAGE

This is the launch screen of the eCares mobile app. It 
displays important information and provides access 
to the main application.

Home Page Features:

1 User Information: Displays the logged-in user's 

name at the top of the screen

2 Setup Reminders: Shows important reminders 

about mobile data, location services, and sync 

status

3 Open Application Button: Tap "Open 

Application" to enter the main app

Best Practice:

Before conducting site visits, ensure your mobile data 
is enabled and location services are turned on for 
accurate GPS capture.
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Set Up and 
Installation

• Android Installation 

• iOS Installation

• Huawei Installation

• Home Page 

• Login Page

• Change Password

LOGIN PAGE

Login

1 Enter your password in the password field to 
access the app

2 Review your user information, location, app version, 
and stats displayed below the login button

3 Tap What's New to view recent updates or 
Back to return to the Home Page

Important:

This password is different from the one you use 
on the eCares web portal

Information Displayed:

• User name and role

• Current location

• App version number

• Sync statistics



Set Up and 
Installation

• Android Installation 

• iOS Installation

• Huawei Installation

• Home Page 

• Login Page

• Change Password

CHANGING YOUR PASSWORD

1 First, log in using your current password

2 Tap the burger menu (menu icon) 
in the top-left corner of the screen

2

3 Select Change Password
from the menu

3

4 Enter your new password

and confirm the new password

4

Password Requirements:

Select a password that includes:

• At least one lowercase letter
• At least one uppercase letter
• A number
• A special character
• Minimum 6 characters long



eCARES JOURNEY APP
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eCares Journey 
APP
• Main Menu

• ECD Programme List

• Programme Details

• Edit ECD Programme

• Capture GPS Coordinates

• View Documents

MAIN MENU

• Change ECD Category

• Site Visit Questionnaire

After logging in, use this screen to access the main features of the 
MyJourney app.

Main Menu Options:

• ECD Programme List - View programmes requiring site visits

• Log Out - Exit the application securely

Navigation Hub:

This is the central navigation hub for the app's main features. At the 
moment, it only lists ECD Programmes that are needing a site visit for 
Silver/Gold registration.

Important:

Always log out when you finish your session to maintain security and 
data integrity.

• Closed / Non-existent ECDs



ECD PROGRAMME LIST

1 Tap View ECD Programme List ECD Programme List from the menu Tap > To view programme details

1 2

3

32
Information Displayed: ECD name, 
province, municipality, Suburb, 
District

to view programmes

eCares Journey 
APP
• Main Menu

• ECD Programme List

• Programme Details

• Edit ECD Programme

• Capture GPS Coordinates

• View Documents

• Change ECD Category

• Site Visit Questionnaire

• Closed / Non-existent ECDs



ECD PROGRAMME DETAILS

This page displays full details of a selected ECD 
programme.

Programme Information:

• Programme name and reference number

• Location details (address, suburb, municipality)

• Contact details (phone, email)

• Certification status

• Approval and expiry dates

Before Site Visit:

It is suggested that the social worker calls to confirm the 
address before visiting the site. This ensures you have the 
correct location and can plan your visit effectively.

Tip: Verify Information

Always verify contact information and address details 
before traveling to the site.

eCares Journey 
APP
• Main Menu

• ECD Programme List

• Programme Details

• Edit ECD Programme

• Capture GPS Coordinates

• View Documents

• Change ECD Category

• Site Visit Questionnaire

• Closed / Non-existent ECDs



EDIT ECD PROGRAMME DETAILS

1 Tap View ECD Programme List Editable fields If any details were changed Tap
Save

32
ECD programme name, physical 
address, alternative contact details 
and location information

to view programmes

1

to apply changes.

3

Accurate information is important for 
certificates and finding the ECD later

eCares Journey 
APP
• Main Menu

• ECD Programme List

• Programme Details

• Edit ECD Programme

• Capture GPS Coordinates

• View Documents

• Change ECD Category

• Site Visit Questionnaire

• Closed / Non-existent ECDs



LOCATION PERMISSIONS

1 Tap Capture GPS Allow permissions2
to access the device’s location to to start the process of 

capturing coordinates

2

1

This page allows you to capture the GPS location of 
the ECD Programme using your mobile device.

Purpose:

Capturing GPS coordinates allows us to map the ECD 
accurately in the ECD profile and ensures the location 
is precisely recorded for future reference.

Before You Start:

• Be sure to allow permissions to access the device's 
location

• Ensure your device's GPS is enabled

• Stand at the entrance to the property when 
capturing the location

• Go outdoors and avoid standing inside buildings or 
under dense tree cover

The GPS capture feature will guide you through the 
process of recording accurate coordinates.

eCares Journey 
APP
• Main Menu

• ECD Programme List

• Programme Details

• Edit ECD Programme

• Capture GPS Coordinates

• View Documents

• Change ECD Category

• Site Visit Questionnaire

• Closed / Non-existent ECDs



CAPTURE GPS LOCATION

1

Follow these tips to ensure accurate GPS capture:

Best Practices:

• Stand at the entrance to the property when capturing 
the location
• Go outdoors and avoid standing inside buildings or 
under dense tree cover

• Check the Rating (2) - it should say "good" or 
"great"

If the Rating Says "Poor":

• Try moving around slightly

• Click back and "Capture GPS" again

• You might need to do this a few times

• If the poor rating persists, turn location on and off on 
your device and reopen the JourneyApp

• Or if available, use another device

When the Rating says "good" or "great", click "Save 
GPS" (3) to save and return to the previous menu.

2

3

eCares Journey 
APP
• Main Menu

• ECD Programme List

• Programme Details

• Edit ECD Programme

• Capture GPS Coordinates

• View Documents

• Change ECD Category

• Site Visit Questionnaire

• Closed / Non-existent ECDs
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CLOSED / NON-EXISTENT ECDs

If you have called ahead to confirm an address and arrive at the site to find 

that the ECD has permanently closed or does not exist

Select ECD Programme Non Existent from the menu (1)

Select your reason for archiving (2)

Either that is has stopped operating / shut down OR
You cannot find an ECD programme even after calling and visiting 
the address and are convinced that this was not a valid application

Important:

When you select Confim Archive (3), this ECD will be 
archived in eCares and no longer counted as Bronze 
approved

eCares Journey 
APP
• Main Menu

• ECD Programme List

• Programme Details

• Edit ECD Programme

• Capture GPS Coordinates

• View Documents

• Change ECD Category

• Site Visit Questionnaire

• Closed / Non-existent ECDs

1



VIEW DOCUMENTS

Note:

NOTE: Document verification is an important 
part of the site visit process. Ensure you 
review the document status before 
proceeding to complete the site visit 
questionnaire.

Collect copies of any required documents or 
take photos that can be uploaded in eCares
when you are back in the office

1 Tap View Documents
Next

View document status list to identify 
missing and pending documents.

32 Read through the document 
instructions and tapto view required documents 

and the document status

1

2

to start review documents

eCares Journey 
APP
• Main Menu

• ECD Programme List

• Programme Details

• Edit ECD Programme

• Capture GPS Coordinates

• View Documents

• Change ECD Category

• Site Visit Questionnaire

• Closed / Non-existent ECDs



UPDATE ECD CATEGORY
SG APPLICATION 
ADMINISTRATORS
• Main Menu

• ECD Programme List

• Programme Details

• Edit ECD Programme

• Capture GPS Coordinates

• View Documents

• Change ECD Category

• Site Visit Questionnaire

Before starting the site visit 

questionnaire, users must 

confirm if the displayed 

ECD programme category 

is correct. 

The programme category 

determines what 

registration framework 

questions are asked so is 
very important.

Non-centre based: Day-

mothers, Toy Libraries, Play-

groups.

1 Tap Complete Site Visit Questionaire

3

2
to view the current programme
category

1

2

3

Select whether it is correct or needs 
to change

click Next



CHANGE ECD CATEGORY

Tip: Verify Before Proceeding

Doub le-check your category selection before continuing.  Th e 
categ ory determines the entire assessment framework and 
cannot be easily ch ang ed once the questionnaire begin s. 1 Select Change Programme Category

2 Tap Next to continue

3 Tap Continue
on the warning message if 
you are certain about the 
change

4
Make the required change 
then Tap Next to continue

1

2

3
4

If the 
curren
t 
catego
ry is 
wrong

eCares Journey 
APP
• Main Menu

• ECD Programme List

• Programme Details

• Edit ECD Programme

• Capture GPS Coordinates

• View Documents

• Change ECD Category

• Site Visit Questionnaire

• Closed / Non-existent ECDs



SITE VISIT QUESTIONNAIRE INDEX

This screen displays an index of the site assessment 
questionnaire required for either Center Based or 

Non-Center Based evaluations.

The content of the index varies based on the selected 
ECD Programme Category.

The questions are grouped by areas of assessment. A 

green tick (1) will appear next to each grouping for

Click on the ">" (2) arrow to view questions in that 
section.

Navigation Tip

Use the index to track your progress through the 
assessment. Complete all sections to ensure a thorough 
evaluation.

those that are fully complete.

1 2

2

eCares Journey 
APP
• Main Menu

• ECD Programme List

• Programme Details

• Edit ECD Programme

• Capture GPS Coordinates

• View Documents

• Change ECD Category

• Site Visit Questionnaire

• Closed / Non-existent ECDs



SITE ASSESSMENT - REGISTRATION FRAMEWORK

1 Select Yes, No or Yes, with Conditions

2 Tap Tip Notes for additional information

3 5

1

3

4

5

6

64

2

Select Correct Answer

Tap Continue to continue

When you select No

You will be requisition to 
Provide a Comment

eCares Journey 
APP
• Main Menu

• ECD Programme List

• Programme Details

• Edit ECD Programme

• Capture GPS Coordinates

• View Documents

• Change ECD Category

• Site Visit Questionnaire

• Closed / Non-existent ECDs



QUESTIONNAIRE RESPONSES

After completing the site assessment questions, you can 
view a comprehensive summary of all responses to help 
advise the ECD programme.

Step 1: Navigate to the bottom of the 
questionnaire index page

Step 2: Select "Responses" (1)
to view the full list

Step 3: Review all questions with their 
corresponding answers

Step 4: Use this summary to identify areas 
requiring improvement

Purpose of Responses View

The responses view provides a complete overview of 
all assessment answers. This can be used to advise 
the ECD programme on which specific areas they 
need to work on before reapplying or to understand 
compliance gaps.

1 1

eCares Journey 
APP
• Main Menu

• ECD Programme List

• Programme Details

• Edit ECD Programme

• Capture GPS Coordinates

• View Documents

• Change ECD Category

• Site Visit Questionnaire

• Closed / Non-existent ECDs



QUESTIONNAIRE RESPONSES

After completing the site assessment questions, you can 
view a comprehensive summary of all responses to help 
advise the ECD programme.

Step 1: Navigate to the bottom of the 
questionnaire index page

Step 2: Select "Responses" (1)
to view the full list

Step 3: Review all questions with their 
corresponding answers

Step 4: Use this summary to identify areas 
requiring improvement

Purpose of Responses View

The responses view provides a complete overview of 
all assessment answers. This can be used to advise 
the ECD programme on which specific areas they 
need to work on before reapplying or to understand 
compliance gaps.

1 1

eCares Journey 
APP
• Main Menu

• ECD Programme List

• Programme Details

• Edit ECD Programme

• Capture GPS Coordinates

• View Documents

• Change ECD Category

• Site Visit Questionnaire

• Closed / Non-existent ECDs



SITE REGISTRATION RESPONSES

Use the responses view to provide constructive feedback to the 
ECD programme on areas that need improvement.

Focus on 'No' Answers: Identify all questions where you answered 

"No" during the assessment

Review Comments: Check the mandatory comments you 

added for each 'No' response

Provide Guidance: Use this information to advise the ECD 

programme on specific areas requiring attention

Document Issues: Note any patterns or recurring 

issues across multiple assessment areas

Best Practice: Constructive Feedback

When advising the ECD programme, focus on actionable 
improvements. Explain not just what needs to change, but 
provide guidance on how they can address each issue before 
the next assessment.

eCares Journey 
APP
• Main Menu

• ECD Programme List

• Programme Details

• Edit ECD Programme

• Capture GPS Coordinates

• View Documents

• Change ECD Category

• Site Visit Questionnaire

• Closed / Non-existent ECDs



SITE EVALUATION 

Step 1: Select "Evaluation" at the bottom of the index page Step 2: Review the automated site visit outcome displayed

Step 3: If the outcome is Silver or Gold, add any
restrictions that should be applied in the text box Step 4 Click "Submit Assessment" to finalize, or 

"Return" to change answers

About Restrictions

All restrictions are optional and 
should only be used in specific 
circumstances based on your 
assessment findings.
Restriction A is optional at this stage 
but must be completed before 
submitting for final approval. It can be 
completed in eCares by the reviewer 
after reviewing the EHP document. For 
NCB ECDs, it is best to complete this 
on-site.

eCares Journey 
APP
• Main Menu

• ECD Programme List

• Programme Details

• Edit ECD Programme

• Capture GPS Coordinates

• View Documents

• Change ECD Category

• Site Visit Questionnaire

• Closed / Non-existent ECDs

1

1

2

3

4

Step 4 Add comments about your 
assessment

5



EVALUATION - FAILED SILVER & MINIMUM STANDARD

If the framework outcome is Failed Silver and minimum standards (1) , the 

assessor must select between three compliance options (2) :

Select One of Three Options:

• No major and significant safety concerns

• Immediate risk of serious harm to children

• Repeated failure to comply with previous compliance notices

Required Actions: You must add required actions (3) that specify what the 

ECD programme needs to address.

Important: Refusal Notice

For any of the failed silver outcomes, a Refusal Notice will be the ultimate outcome 
rather than a certificate. This is a formal notification that the application has been 
refused.

1

2

3
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EVALUATION - FAILED SILVER OUTCOME
If the framework outcome is Failed Silver (1) , the assessor must 

complete the evaluation by selecting the appropriate compliance status 

and adding required actions.

Select One Compliance Option (2):

Comply with basic minimum standards

Immediate risk of serious harm to children

Repeated failure to comply with previous compliance notices

Step 1: Review the assessment results showing Failed Silver outcome

Step 2: Select the most appropriate compliance option from the three 

choices

Step 3: Add required actions (3) that the programme must take

Important: Refusal Notice

For any Failed Silver outcome, a Refusal Notice will be issued as the ultimate 
outcome rather than a certificate. Ensure all required actions are clearly 
documented.

1

2

3

2

eCares Journey 
APP
• Main Menu
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• Edit ECD Programme

• Capture GPS Coordinates

• View Documents

• Change ECD Category
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ACCESSING THE APPLICATION REVIEWER ROLE

1 Log in with your authorized credentials

2
Navigate to the Silver/Gold Application 
on the Main Menu page

3 Locate the SG Application Reviewers

role

4 Click OPEN to access your administrative 
dashboard

1
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REVIEWING EXISTING APPLICATIONS

After accessing the SG Application Reviewer role, 
you'll see all completed submissions ready for 
review:

1 Search for an ECD by typing its name or 

identifier in the search field (1)

2 Locate the desired application in the list

3 Click REVIEW (2) to begin the review 

process

Application Review Criteria

Applications are available for review when:

All required documents are submitted and approved

Site visit is complete

OR if site visit result is "Failed Silver" (can proceed 
without documents)

You can view all ECD applications within your 

assigned geographic area.
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VIEWING APPLICATION DETAILS

To access more detailed information about an 
application:

1 Click VIEW DETAILS (1) on the application 

listing

Available Application Details

Name and surname Municipality

Ward ID Number

Contact number Registration status

Reviewing these details helps you understand the 
context of the application before proceeding with 
the full review process.
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REVIEWING DECLARATIONS

After selecting an ECD profile, you'll begin the 
comprehensive review process:

1 Review the ECD's declarations, which should all 
be marked as "Confirmed"

2 Check any Admin Notes (1) that may 

provide additional context

3 Click NEXT (2) to proceed to document 

readiness review

Available for Review:

Complete application form

All uploaded documents

Site assessment results

EHP report (if applicable)

The SG Registration Administrator has already 

reviewed and approved the documents before they 

reach your review stage.
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DOCUMENT READINESS REVIEW

The document readiness page confirms which 
specific documents are required based on the ECD's 
classification:

Different document requirements apply to 
formal organizations vs. informal setups

Centre-based and non-centre-based ECDs have 
distinct documentation needs

Reviewer Note

The SG Registration Administrator would have already 
reviewed these documents. 
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FIRST REVIEW OF APPLICATION - DOCUMENTS

After accessing an application, you can review all 
submitted documents:

1 Check the document status (1) to confirm 

the administrator has approved them

2 Click VIEW (2) next to any document to 

examine it in detail

3 Add corrections or admin notes 

needed for clarity or follow-up

4 Click NEXT (4) when satisfied with all 

documents

Reviewer Tip

While administrators have already approved these 
documents, it's important to verify their accuracy and 
completeness as part of your final review. You can still 
request corrections if you identify any issues.
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REVIEWING REQUIRED DOCUMENTS

Follow these steps to review each required 
document:

1 Click VIEW (1) to open the document for 

examination

2 The document will appear at the bottom of 

the screen - click OPEN (2) to view it in full 

size

3 Verify that the document is clear, complete, 
and contains accurate information

4 After reviewing, click CANCEL (3)

to the document list

5 Click NEXT to proceed to the next step in 

the review process

Best Practice

While the SG Registration Administrator has already 
approved these documents, it's important to conduct your 
own thorough review to ensure all information is accurate 
and complete before proceeding.
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ADDING CORRECTION NOTES OR ADMIN NOTES

If you identify issues with a document during your 
review:

1 Click DECLINE (1) to indicate that the 

document needs correction

2 Add detailed CORRECTION NOTES (2)

explaining exactly what needs to be fixed

3 Click SEND CORRECTIONS once you've 

completed your review

You can also add Admin Notes that are only visible 
internally:

Notes for other administrators and approvers

Context about special circumstances

Follow-up requirements or concerns

Best Practice

Be specific and clear in your correction notes. Explain 
exactly what's wrong and what needs to be fixed. This 
helps applicants understand the issues and provide the 
correct information quickly.
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REVIEWING STAFF QUALICATION or EXPERIENCE

For all ECDs, there must be a document as 
evidence that at least 1 staff member has:
• A NQF 1-6 qualification in ECD
• OR
• 3 years' experience

Click the paperclip icon (1) to upload a 
staff document if missing

1 Click open to view the document

2
Review the download and either 
approve or decline

4 Click NEXT (3) to proceed

EHP Certificate - Gold level eligible

EHP Report - Silver level maximum

1

2

The application administrator will 

have reviewed this document 

already and it should be in 

Approved Status but you can 

check and correct if necessary

3 Add Corrections if declined 3

1

2

4

• Site Visit Outcomes

• Final Assessment 

• Approval



61

Application 
Reviewers

• Accessing the System

• Viewing Applications

• Document Review

• Site Visit Outcomes

• Final Assessment 

• Approval

REVIEWING REQUIRED DOCUMENTS - CENTRE BASED

For centre-based ECDs, review the Environmental 
Health Practitioner (EHP) documents:

1 Click OPEN (1) to view the EHP document in 

full size

2 Verify the type of EHP document (2) and adjust 
if necessary

3 Confirm the recommended EHP capacity (3)

as stated in the report

4 APPROVE or DECLINE (4) the document 

based on your assessment

EHP Document Types and Implications:

EHP Certificate - Allows Gold level certification

EHP Report - Limits to Silver level maximum

EHP Compliance Notice - Results in application refusal
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ADDITIONAL QUESTIONS & SUBMIT FOR REVIEW

After reviewing all documents, you'll need to 
review the additional questions section:

Review responses to gain additional context 
about the ECD Programme

Verify that all information is consistent with 
submitted documents

Ensure all required fields have been completed 
appropriately

1 If corrections are needed, click SEND 

CORRECTIONS (1)

2 If all information is correct, click NEXT (2)

to proceed to the site visit outcome review

Important

If you've added any correction notes during your review, 
you must click SEND CORRECTIONS at this stage to return 
the application for updates before it can proceed further.
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SUMMARY - COMPLETENESS OF APPLICATION 

The summary screen provides an overview of the 
application's completeness:

1 Review the document approval status 

summary (1) to confirm all documents 

have been approved

2 Click VIEW SITE VISIT OUTCOME (2) to 

access the site assessment details

3 Scroll down to review the EHP Report summary, 
general comments, and compliance with norms 
and standards

Key Information to Review:

Document completeness and approval status

Site visit assessment results and comments

Environmental Health Assessment outcomes

Compliance with norms and standards
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SITE ASSESSMENT REVIEW 
Review the outcome of the Environmental Health 
Assessment:

1 Check the recommended capacity (1)
determined by the EHP

2 Review required actions (2) noted by the 
Social Worker during the site visit

3 Verify the assessment date and outcome 
(3) from the norms and standards 
assessment

You can click OVERRIDE (4) to adjust the 
Social Worker's assessment outcome or 
capacity recommendation if necessary

Click SAVE CHANGES & PROCEED (5) to 
continue with the review process

Important Note

For centre-based ECDs, the EHP capacity is always used as the 
final recommended capacity. For non-centre-based ECDs, if 
the Social Worker did not capture a capacity, you will need to 
complete it at this stage.
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ASSESSMENT OVERRIDE

When overriding an assessment, follow these 
steps:

1 Click OVERRIDE (1) to access the override 

form

2 Select the appropriate ASSESSMENT 

OUTCOME (2) from the dropdown menu

3 Enter the RECOMMENDED CAPACITY (3)

based on your review

4 Provide detailed COMMENTS (4) explaining 

your override decision

5 Click SAVE (5) to confirm your override

Valid Reasons for Override:

Discrepancy between EHP report and site visit 
findings

New information received after initial assessment

For Non-centre based where the SW didn’t capture a 
capacity recommendation on site – you will need to 
update one here.
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SITE VISIT OUTCOME

Click View Site Outcomes (1)

The Site Outcome Report (2) contains an 
overview of results and comments to the 
registration framework survey

Required actions and notes can be seen 
as recorded at the time of inspection
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SUBMIT FOR APPROVAL

Once reviewer has reviewed the social worker 
report, site visit outcome, admin notes and 
submitted documents, they can submit the 
application for final decision to approver by clicking 
SUBMIT FOR APPROVAL (1)
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VIEW SOCIAL WORKER REPORT

1 VIEW SOCIAL WORKER REPORT (1) 

2 THE REPORT (2)

Report Contains The Necessary Areas 

● Completeness of application, EHP 
Outcome and Compliance from Social 
Worker Site Visit 

● Final Recommended Outcome
● Final Recommended Capacity from EHP 

Report (or SW where not available) 
● Expiry Period Recommended
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SUBMIT FOR APPROVAL

SUBMIT FOR APPROVAL ONCE THE FOLLOWING 
HAVE BEEN REVIEWED 

● Social worker reporT
● Site visit outcomes 
● Admin notes 
● Submitted documents 

1 Click SUBMIT FOR APPROVAL (1) 
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ACCESSING THE APPLICATION APPROVERS ROLE

1 Log in with your authorized credentials

2
Navigate to the Silver/Gold Application 
on the Main Menu page

3 Locate the SG Application Approvers

role

4 Click OPEN to access your administrative 
dashboard

1
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VIEW OR EDIT EXISTING APPLICATION 

After selecting the SG Application Approvers role, 
you'll see a list of all completed applications ready 
for your review:

1 Use the search field (1) to find specific 

applications by name or ECD Identifier 

Number

2 Click REVIEW (2) to begin reviewing the 

selected application

Application Access

As an approver, you can view all ECD applications within 
your geographic area. The list shows only applications 
that have been fully reviewed and are ready for final 
approval.

1

2
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MORE DETAILS

To view more detailed information about an 
application:

1 Click VIEW DETAILS (1) on the application 

screen

Available Application Details:

Name and surname of applicant

Municipality and ward information

ID number for verification

Applicant contact number

Current registration status

This information helps you verify the 
applicant's identity and location 
before proceeding with the approval 
process.

1
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APPROVER REVIEW

On the approver review screen, you'll have access 
to all the information needed to make an informed 
decision:

1 Review the SOCIAL WORKER REPORT, SITE

VISIT OUTCOME , and ADMIN NOTES (1)

2 Check the recommended outcome (2)

from the reviewer

3 Review the recommended restrictions (3)

from the site assessor

Key Review Elements:

Social Worker's assessment report

Site visit findings and compliance status

Administrative notes from previous reviewers

Recommended registration level (Gold/Silver)

1

2

3
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REVIEWING CAPACITY RESTRICTIONS

1

2

As part of the approval process, you need to review 
the capacity and operating hours restrictions:

1 Verify the maximum number of children 

(1) permitted on the premises as per the 

EHP report and site assessment

2 Review the operating hours restrictions 

(2) recommended for the ECD if any 
(optional)

Important

The capacity number will be reflected on the certificate. If 
operating hours are incorrectly recorded as restrictions, the 
ECD may be found non-compliant if they operate outside 
these hours.
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REVIEWING AGE GROUP RESTRICTIONS
Review the age group restrictions and general 
comments:

1 Check the age groups (1) the ECD 

programme is allowed to serve

2 Review the general comments (2) from 

the site assessment

Important

If an age group is marked "NO", the programme may not 
include children in that age group. This restriction must be 
enforced and will be included in the certificate.

1

2
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REVIEWING - SILVER EXAMPLE
For Silver level applications, you'll need to review 
the specific conditions that prevented a Gold level 
approval:

1 Scroll down to view the conditions section 
(1) of the application

2 Review each failed standard, including: 
Assessment Section, Question Number, 
Social Workers Response

Common Silver Level Conditions:

Missing EHP Certificate (only has EHP Report)

Incomplete safety measures

Staff qualification requirements not fully met

These conditions explain why the outcome is Silver 
and not Gold. They must be addressed before the ECD 
can be upgraded to Gold level in the future.

1

Scroll Down to View Conditions 
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APPROVER ACTION OPTIONS

Scroll Down to View Conditions 

After reviewing the application, you have three 
possible actions:

1 Click ADD ADMIN NOTES (1) to add 

administrative comments

2 Click SEND TO REVIEWER (2) to return the 

application with comments

3 Click APPROVE RECOMMENDATION (3) to 

approve the application

Action Outcomes:

Admin Notes: Add internal comments for record-

keeping

Send to Reviewer: Return for additional review or 

clarification

Approve: Finalize the application with the 

recommended level 1 2 3
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VIEW SOCIAL WORKER REPORT

To access the Social Worker's report for the 
application:

1 Click VIEW SOCIAL WORKERS REPORT (1)
to generate the report

The report contains key information about:

Completeness of application

EHP outcome and compliance from site visit

Final recommended outcome (Gold/Silver)

Final recommended capacity from EHP report

Recommended expiry period

This report provides a comprehensive overview of 
the Social Worker's assessment and 
recommendations, which are crucial for your 
approval decision.

1

2
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SITE ASSESSMENT OUTCOME
To review the detailed site visit assessment:

1 Click VIEW SITE VISIT OUTCOME (1) to 

access the report

Site Visit Report Contents:

Overview of results from the registration framework 
survey

Comments recorded during the inspection

Required actions identified during the visit

Notes on compliance issues and concerns

The site visit outcome report provides critical 
information about the physical inspection of the 
ECD facility and helps you understand the basis for 
the recommended registration level.

1

2
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REVIEWING ADMIN NOTES
Admin notes provide important context about the 
application process:

1 Click VIEW ADMIN NOTES (1) to access 

notes captured during the assessment

2 Review notes from both administrators and 
reviewers

Types of Admin Notes:

Process notes documenting application history

Notes on conditions requiring improvement

Items to be checked at the next site visit

Communication history with the applicant

Admin notes provide valuable context for your 

approval decision. Pay special attention to notes about 

conditions that need improvement, as these may 

influence your final decision.

1

2
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APPROVER DECISION

After reviewing all documents, you have three 
options:

1 Click ADD ADMIN NOTES (1) to add 

comments

2 Click SEND TO REVIEWER (2) if further 

review is needed

3 Click APPROVE RECOMMENDATION (3) to 
approve the recommendation – either for 
Registration at Silver or Gold or for Failed Silver

Decision Guidelines:

Approve: When the final recommendation 
is correct

Return: When clarification or 
correction is needed

1 2 3
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APPROVER DECISION
After approving the application, the final step in the process 
is:

1
The application is submitted to the EMIS Reviewer (1) 
for allocation of an EMIS Number if it is Silver/ 
Gold. If Failed Silver no EMIS review is needed

2 The EMIS number is required before a certificate can 
be generated

3
This step applies to all provinces except Western Cape, 
which has a different process

Complete Approval Process:

Application Review: Verify all documents and 
assessments

Approval Decision: Approve at Gold/Silver level or 
return for review

EMIS Number: Allocation by EMIS Reviewer

Certificate Generation: Final certificate issued to 
ECD

1



EMIS USERS



85

EMIS USERS 

• Accessing the Role

• EMIS Reviewer Role

• EMIS Reviewer Tasks 

• EMIS Approver Role

• EMIS Approver Tasks

• EMIS Number Allocation

EMIS ROLE SELECTION

The Main Menu provides access to different user 
roles in the eCares system:

1 Select EMIS (1) from the main menu

2 Click OPEN (2) next to your 
assigned role:

EMIS Reviewer

EMIS Approver

Role Differences:

EMIS Reviewer: Reviews applications and submits 
them to the EMIS Approver

EMIS Approver: Reviews applications, allocates 
EMIS numbers, and approves for certificate 
generation

Your assigned role determines the actions you can 
perform in the system.

1

2
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SG EMIS REVIEWER

The EMIS Reviewer is responsible for the initial 
review of applications that have been approved by 
the ECD Unit.

EMIS Reviewer Responsibilities 

View ECDs approved for Gold or Silver registration

Review ECD details and programme information

Send back to ECD reviewers if issues are found

Submit for EMIS approval and number allocation

To begin the review process, click REVIEW (1)

next to the ECD you want to work on.

1
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REVIEW DETAILS
EMIS Reviewer Responsibilities 

After selecting an application to review, you will see 
the applicant details and registration status.

1 Review the applicant details including 

name, registration status, and other 

information

2 Verify the approved registration status

(Silver or Gold)

3 Click NEXT to continue if all information is 

correct

Important Note:

All fields on this page are non-editable and are for 
review purposes only.

If you notice any incorrect information, you will need to 
send the application back to the ECD reviewer at a later 
step.

1

2

3
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ECD PROGRAMME DETAILS
EMIS Reviewer Responsibilities 

After reviewing the applicant details, you'll need to 
examine the ECD programme information.

1 Scroll down to view ECD programme details

Important Note:

Some details may not have been collected during the initial 
registration process. These fields can be completed at a 
later stage and should not prevent the review from 
proceeding.

Verify that all available information is accurate 
before proceeding to the next section.
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ECD PROGRAMME DETAILS - CHILD ENROLMENT
EMIS Reviewer Responsibilities 

Continue scrolling down to view the breakdown of 
child enrollment information for the ECD.

Child Enrollment Information:

Total number of children enrolled in the programme

Breakdown by age groups

Funding information (CG and ES funded children)

Verify that the enrollment numbers are consistent 
with the application details:

Age Group Typical Range

0-18 months 5-15

18-36 months 10-25

3-4 years 15-30

5-6 years 15-30

Note: Some enrollment details may not have been 
collected during registration and can be completed 
later.
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ECD PROGRAMME DETAILS - CHILD ENROLMENT
EMIS Reviewer Responsibilities 

After reviewing all ECD programme details, you'll 
need to make a decision on the application:

1 Click SUBMIT FOR EMIS APPROVAL if all 

information is correct

This will send the application to the EMIS Approver for EMIS 
number allocation

2 Click SEND TO REVIEWER if corrections 

are needed

Important:

Once you submit an application for EMIS approval, you 
cannot make further changes. Ensure all information is 
accurate before submission.

Next Steps:

After submission, the EMIS Approver will review the 
application and allocate an EMIS number if approved.

12
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EMIS USERS 

• Accessing the Role

• EMIS Reviewer Role

• EMIS Review Details 

• EMIS Approver Role

• EMIS Approver Tasks

• EMIS Number Allocation

LOGIN AND ROLE SELECTION

The EMIS Approver is responsible for the final 
review of applications that have been approved by 
the ECD Unit and reviewed by the EMIS Reviewer.

EMIS Approver Responsibilities 

View ECDs that have been reviewed by EMIS Reviewers

Review ECD details and programme information

Send back to reviewers if issues are found

Allocate EMIS number to approved applications

Approve for certificate generation

To begin the approval process, click REVIEW (1)
next to the ECD you want to work on.

1

2
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EMIS USERS 

• Accessing the Role

• EMIS Reviewer Role

• EMIS Review Details 

• EMIS Approver Role

• EMIS Approver Tasks

• EMIS Number Allocation

LOGIN AND ROLE SELECTION

The EMIS Approver is responsible for the final 
review of applications that have been approved by 
the ECD Unit and reviewed by the EMIS Reviewer.

EMIS Approver Responsibilities 

View ECDs that have been reviewed by EMIS Reviewers

Review ECD details and programme information

Send back to reviewers if issues are found

Allocate EMIS number to approved applications

Approve for certificate generation

To begin the approval process, click REVIEW (1)
next to the ECD you want to work on.

1

2
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EMIS USERS 

• Accessing the Role

• EMIS Reviewer Role

• EMIS Review Details 

• EMIS Approver Role

• EMIS Approver Tasks

• EMIS Number Allocation

SG EMIS APPROVER
After logging in as an EMIS Approver, you will see a 
list of ECDs that have been reviewed by the EMIS 
Reviewer and are ready for EMIS number 
allocation.

1 Locate/Search the ECD application you want 
to approve in the list

2 Click the REVIEW button next to the 
application

Approver Responsibilities:

Review applications submitted by EMIS Reviewers

Verify all ECD details are correct

Allocate EMIS numbers to approved applications

Send applications back to reviewers if corrections are 
needed

Enable certificate generation by approving EMIS 
numbers

You will only see applications that have been reviewed by the 
EMIS Reviewer and are ready for EMIS number allocation.

1

2
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EMIS USERS 

• Accessing the Role

• EMIS Reviewer Role

• EMIS Review Details 

• EMIS Approver Role

• EMIS Approver Tasks

• EMIS Number Allocation

REVIEW APPLICATION DETAILS

After selecting an application to review, you will see 
the applicant details and registration status.

1 Review the applicant details including 
name, registration status, and other 
information

2 Verify the approved registration status
(Silver or Gold)

3 Click NEXT to continue if all information is 
correct

Approver Verification:

Confirm that the EMIS Reviewer has properly verified all 
application details

If you notice any issues that were missed by the EMIS 
Reviewer, you can still send the application back at a 
later step

1

2

3
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EMIS USERS 

• Accessing the Role

• EMIS Reviewer Role

• EMIS Review Details 

• EMIS Approver Role

• EMIS Approver Tasks

• EMIS Number Allocation

ECD PROGRAMME DETAILS
As an EMIS Approver, you need to verify the ECD 
programme information that was previously 
reviewed by the EMIS Reviewer.

1 Scroll down to view all programme details

Note:

Some details may not have been collected during 
registration and can be completed later
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EMIS USERS 

• Accessing the Role

• EMIS Reviewer Role

• EMIS Review Details 

• EMIS Approver Role

• EMIS Approver Tasks

• EMIS Number Allocation

REVIEWING CHILD ENROLMENT

As an EMIS Approver, you need to verify the child 
enrollment information before allocating an EMIS 
number.

1 Scroll down to view the breakdown of child 
enrollment

2 Verify that enrollment numbers are 
appropriate for the ECD's registration level

Verification Points:

Total number of children enrolled matches capacity

Age group distribution is appropriate

Funding information is complete (if available)

This information is critical for proper EMIS number 
allocation and will be reflected in the final 
certificate.
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EMIS USERS 

• Accessing the Role

• EMIS Reviewer Role

• EMIS Review Details 

• EMIS Approver Role

• EMIS Approver Tasks

• EMIS Number Allocation

EMIS NUMBER ALLOCATION 
After reviewing all ECD programme details, you can now 
allocate an EMIS number and approve the application.

1 Type the EMIS number in the input field

Enter the appropriate EMIS number according to your 
department's numbering system

2 Click ADD to add the EMIS number

3 Click APPROVE EMIS to finalize the 

approval

This will enable certificate generation with the EMIS number

Important:

Once an EMIS number is approved, it cannot be changed. Ensure 
the number is correct before approval.

Alternative Action:

If you find issues with the application, click SEND TO 
REVIEWER (3) to return it to the EMIS Reviewer for 
corrections.

1

2
3
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CERTIFICATE 
GENERATOR

• Accessing the Role

• Certificate Overview

• Accessing Certificates

• Searching for Certificates

• Certificate Details

LOGIN AND ROLE SELECTION - ??

The Main Menu page provides access to various user roles 
and system functionalities. 
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CERTIFICATE 
GENERATOR

• Accessing the Role

• Certificate Overview

• Accessing Certificates

• Searching for Certificates

• Certificate Details

GENERATING REGISTRATION CERTIFICATES

1

Certificate Types 

Bronze Certificate
For conditional Bronze registrations

Silver/Gold Certificate
For approved Silver or Gold registrations

Refusal Notice
For applications that failed to meet minimum standards for 
Silver

The Certificate Generator ensures that approved 
ECD applications result in the correct certificate or 
notice being generated, stored, and made available 
for download and printing.

1 When an Application Approver submits a final 
decision, the system initiates the certificate 
generation process

2 For Silver/Gold applications requiring an EMIS 
number, certificate generation is paused until 
the EMIS Approver completes their task

3 For rejected applications, the system 
automatically generates a refusal notice 2 From the Main Menu, click on Certificate (1)

to access the certificate generation functionality 
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CERTIFICATE 
GENERATOR

• Accessing the Role

• Certificate Overview

• Accessing Certificates

• Searching for Certificates

• Certificate Details

ACCESS GENERATED CERTIFICATES

After certificates have been generated, you can access 
them through the Available Reports section. Different 
types of certificates are available based on the 
registration level.

1 Click SHOW to access certificates for 
conditional Bronze registrations

2 Click SHOW to access refusal notices for 
rejected applications

3 Click SHOW to access certificates for 
approved Silver/Gold registrations

Additional Access Point:

Certificates are also accessible under the Registration tab in 
Release 1. This provides an alternative way to locate and view 
certificates that have already been generated.

After clicking SHOW, you will be prompted to enter the 
reference number for the specific certificate you want 
to view.

1

2

3
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CERTIFICATE 
GENERATOR

• Accessing the Role

• Certificate Overview

• Accessing Certificates

• Searching for Certificates

• Certificate Details

SEARCH FOR CERTIFICATES
After clicking SHOW on the Available Reports screen, you can 
search for specific certificates using the application reference 
number.

1 Enter the relevant application reference number in 
the search field

Use the appropriate reference number based on certificate 
type:

For Bronze Certification: Bronze ECD Reference
For Refusal Notice: Refusal Notice ECD Reference

For Silver/Gold Certification: Silver or Gold ECD Reference

2 Click SHOW REPORT to retrieve the 

certificate

3 Click on the PDF icon to download the report to 
your device

Search Tips:

Ensure you're using the correct reference number format

If you don't know the reference number, return to the ECD 
profile to find it

Downloaded certificates are saved in your default download 
location

1

2

3
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CERTIFICATE 
GENERATOR

• Accessing the Role

• Certificate Overview

• Accessing Certificates

• Searching for Certificates

• Certificate Details

REVIEW CERTIFICATE DETAILS
Each certificate or notice includes specific information 
about the ECD programme. Review these details carefully 
to ensure accuracy.

1 Verify the allocated EMIS number is correctly displayed

2 Confirm the approved registration level
(Bronze, Silver, or Gold)

3 Check the ECD programme details are accurate 

4 Verify the expiry date based on compliance level

5 Review the approved capacity and any conditions
or restrictions

Template Variations:

Centre-based: Includes building plan and EHP 
certificate details

Non-centre based: Tailored to programme
category (e.g., playgroups, toy libraries)

3

2

4

5
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THANK YOU.
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