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The individuals who will do the final review of applications and approve or reject the application officially.

This manual covers how to access and view applications for review, capture notes, check the uploaded 

Clearance Certificates for each staff member, view the Social Worker Report and make the final decision 

per application.
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REGISTRATION APPLICATION APPROVER – 
ROLE & REVIEW PROCESS



WHAT IS THE ROLE OF AN APPLICATION APPROVER?
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• Do a final check of the application details.

• Check ID;Form 30 and NCPR certificates have been 

approved by reviewers for all staff.

• View the Social Worker report with the recommendation.

• Make a final decision to approve or reject registration 

for the ECD.

KEY POINT:

Application Approver

• Approve or reject registration applications.

• Approve if all staff pass NCPR checks

OR

• Reject if any staff fail NCPR check.



APPLICATION APPROVER: PROCESS FLOW

4

Login
Dashboard 
overview

Application 
Review

Documents
uploaded

• Enter your login 

credentials

• Access the 

Administrator 

dashboard

• Access the list of all 

submitted 

applications.

• Filter applications.

• Select an 

application to 

review.

Approve/reject 
applications 

(or request 

corrections)

• Review Application 

details.

• Send correction 

notes to applicant if 

additional 

information is 

required.

• Check for all 

approved required 

documents (certified 

ID, clearance 

certificate and Form 

30).

• View Social Worker 

Report and 

Recommendation.

• If the application is complete and 

accurate, and NO staff have been 

flagged as on the NCPR - application 

should be approved and a New 

Bronze certificate is generated.

• If any staff are found on the NCPR 

the application should be REJECTED.

• If the application still needs 

corrections that were missed, 

approver sends correction notes to 

the Applicant.



WHEN IS AN APPLICATION REVIEW COMPLETE?

5

All Mandatory 

Documents Are 
Uploaded and 
Reviewed

• Every required document 

(certified ID copies, Form 30 

and clearance certificate for 

each staff member has been 

successfully uploaded by the 

applicant and reviewers.

• Each document has been 

thoroughly reviewed for 

accuracy, completeness, and 

clarity.

• Documents have been marked 

as "Approved" in the system.

• If any documents were 

initially declined due to 

issues such as incorrect 

information, missing 

signatures, or unclear 

images, the applicant has 

corrected these issues.

• The updated documents 

have been re-uploaded 

and reviewed again to 

ensure they now meet 

the required standards.

• The information provided 

in the application is 

consistent with the details 

in the uploaded 

documents.

• Any discrepancies 

between the application 

form and the documents 

have been resolved or 

noted.

• Any admin notes required 

for internal 

communication or 

documentation purposes 

have been added.

• All internal notes are clear 

and provide a complete 

picture of the review 

process, ensuring that any 

future reviewers or 

auditors can understand 

the decisions made.

• Based on the review of all 

documents and information, a 

final decision to approve or reject 

the application is made.

• If approved, the application is 

moved to the next stage, such as 

certificate generation.

• If declined, the applicant is 

notified with reasons. Follow ups 

should be made where there are 

staff on the NCPR.

All correction 

notes have 
been 
addressed

Application 

Information is 
Verified and 
Accurate

Admin Notes

Are Finalized

Approval or 

Reject 
Decision is 
Made



APPROVER - LANDING PAGE AFTER ECARES LOGIN
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• On the Home Page Menu, you will find:

- Main Menu: Access various user roles.

• To access your Approvers role:

1. Navigate to the Main Menu.

2. Click on "Not specified” below Roles to reveal a 

dropdown list.

3. Select your appropriate role from the dropdown.



APPROVER - LANDING PAGE
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• This is the Approver landing page after logging in 

as a Reg Application Approver.

• As a Reg Application Approver, you are able to:

o Conduct the final review, reject and approval of 

applications submitted by Reg Application 

Reviewers (1).

o Review Social Work report.

o Generate Bronze Conditional Certificates (2).

o View reports of existing applications (3).

1

2 3



APPROVER STEP 1/13 – APPLICATION PARTICULARS
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• Review the details of the selected application.

• Ensure all required applicant information is captured.

• You can:

1. add a correction note to send to the applicant and;

2. add admin notes at any step of the application for internal use.

• Additionally:

3. View Social Work Report,

4. View corrections,

5. View admin notes are available at every step if they were 

recorded.

• In every step of the application review you can:

6. Go back to the previous step.

7. Go to the next step.

8. Cancel to stop reviewing.

1 2

3
4 5 8

6 7



APPROVER STEP 2/13 - VIEW STAFF
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• Review the staff list and ensure all staff details, including roles and 

qualifications, are captured.

1. If an error is noted, capture it by clicking on "ADD CORRECTIONS."

2. To capture internal notes related to this step, click on 

"ADD ADMIN NOTES."

3. To view Social Work report, click on “VIEW SOCIAL WORKER REPORT”

4. To review previously saved corrections, click on "VIEW CORRECTIONS."

5. To review previously saved admin notes, click on "VIEW ADMIN NOTES." 

This option appears only on steps where there are historic saved notes.

6. To return to the main menu, click on "CANCEL."

7. To go back to the previous step, click on "BACK."

8. After reviewing, if there are no errors or once any corrections or notes 

have been added, click "NEXT."

1 2

3 4 5

6

7 8



Please note that “Add corrections” are not sent to applicants after every note is saved.

Following the end of the review process and if “SUBMIT CORRECTIONS” is selected, applicants will 

receive an SMS notification to revisit their application. All captured corrections will be shown here.
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NOTE ON ADD CORRECTIONS



Please note that Admin notes are NOT visible to applicants. Applicant will NOT receive a 

notification for notes submitted

Admin notes for every page are internal PED notes that will be visible to the Administrator, 

Reviewer and Approver.
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NOTE ON ADD CORRECTIONS



APPROVER STEP 3/13 - NATURE OF APPLICATION
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Proceed to review every step following instructions 
explained in the previous steps.



APPROVER STEP 4/13 - ADDRESS DETAILS
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• Follow the review steps as explained in the previous 

pages to review the application.

• In Step 4/13, as an Approver, you are able to review 

and override the applicant's Ward ID if you have 

evidence the wrong ward has been selected.



APPROVER STEP 5/13 - ADDRESS AND CONTACT DETAILS 
FOR ECD PROGRAMME
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• Review the information captured for the ECD 

programmes Physical address and Contact details.

• Applicants are able to capture a street address (if 

available), alternatively, a point of interest and 

details of the point of interest can be captured.

• Note that Street Address and Postal Address are not 

mandatory if they do not have one.

14 2

3



APPROVER STEP 6/13 - PROGRAMME DETAILS
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• Review the information captured for the ECD 

programme details;

• Days that the programme is offered in a week 

• Opening time 

• Closing Time

• Maximum fee per child per month

14 2

3



APPROVER STEP 7/13 -DETAILS OF CHILDREN ENROLLED IN 
THE ECD PROGRAMME
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• Review the information captured for the Children 

enrolled in the programme.

• Please note that we are not checking staff to child 

ratios at Bronze level. This standard will be assessed 

during the site visit for silver.

• All that is required at Bronze is that they declare how 

many children they currently have enrolled.

14 2

3



APPROVER STEP 8/13 - HEALTH AND SAFETY 
SELF-ASSESSMENT
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• Proceed to the Health and safety assessment for 

ECD Registration.

• No applicant information is captured in Step 8 to 11.

• The applicant is simply confirming that they 

understand that they have to meet norms and 

standards and that they will be checked when a site 

visit happens.

1



APPROVER STEP 9-11/13 - HEALTH & SAFETY 
SELF-ASSESSMENT
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• Continue to the Health and safety assessment for 

ECD Registration.

• No applicant information is captured in Step 8 to 11.

• The applicant is simply confirming that they 

understand that they have to meet norms and 

standards and that they will be checked when a site 

visit happens.

• Step 11 questions are used to inform what should be 

delivered in H&S packs.



APPROVER STEP 12/13 - REVIEW STAFF DOCUMENTS

19

• Select “VIEW” on Staff Member to select 

a staff member whose documents you 

would like to review.



APPROVER STEP 12/13 - REVIEW STAFF DOCUMENTS
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• In this step, as a Reg Application Approver, you 

are able to view documents uploaded by 

Applicants, Administrators, and Reviewers.

• To review the document, click on “VIEW” next to 

a particular document for the staff member to 

view the documents uploaded and the 

clearance certificate.



APPROVER STEP 12/13 - REVIEW STAFF DOCUMENTS 
(CONT)
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• Please note - applications should include:

o A certified copy of the staff member ID

o Form 30 for each staff member and applicant.

o Clearance Certificate for each staff member.

• Confirm this information is available by clicking on “OPEN” [1] next to a 

document uploaded.

• “CANCEL” [2] closes the document you have open.

• If the Staff Clearance Certificate has been Declined this should mean that the 

staff member was listed on the NCPR and shouldn’t be working with children. 

You can check this on the certificate uploaded.

• In this case the application should be rejected in the final step.

• If there are still issues with documents that the reviewers did not pick up, you are 

able to “ADD CORRECTIONS” [3] and choose to send corrections at the end of 

the review rather than approve/decline.

• “CLOSE DOCUMENTS” [4] takes you back to the staff list.

1

2

4 3



APPROVER STEP 12/13 - REVIEW STAFF DOCUMENTS 
(CONT)
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• After clicking on “CLOSE DOCUMENTS” the system 

will take you to the Staff list in order to review 

documents for other staff members. Click on “VIEW” 

to start the process of reviewing the next Staff 

member.

• If an error is noted, Capture corrections notes by 

clicking on “ADD CORRECTIONS.”

• Click on “VIEW SOCIAL WORK REPORT” to view the 

report.

• When all staff have been checked and no issues 

detected or once correction notes have been 

added for issues, click “NEXT” to continue to the 

next step.
1

4 2

3



APPROVER - SOCIAL WORKER REPORT
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• This is an example of a Social report after clicking on Social Work 

Report on each step of the page on the top right.

• It contains:

• The ECD program details

• Completeness of the application - Confirmation by the Reviewer that 

Staff ID and Form 30 for all Staff members have been checked.

• Suitability of Application and staff - showing based on the number of 

NCPR certificates that were approved, how many staff were cleared 

NCPR or not.

• Compliance with norms and Standards - Confirmation of norms and 

standards.

• Recommendation - Recommendation of the application by the 

Reviewer with comments for recommendations.



APPROVER STEP 13/13 – FINAL DECISION
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• In this final step of the review the Approver is making the final decision to 

approve or reject the application. If not ready to make this decision, there are 

options to send corrections to the applicant or return to a reviewer for NCPR 

certificate issues.

1. REJECT APPLICATION – the only reason at Bronze level for rejecting registration 

is if a staff member has been found on the NCPR (not fit to work with children) 

or another very big risk that the Approver has been made aware of. The 

applicant will receive an official rejection notice (see next pages).

2. APPROVE APPLICATION – if the application is complete and all staff are clear 

on the NCPR then the application should be approved for Bronze. A 

certificate will be generated.

3. SEND CORRECTIONS – if the approver found issues in the documents that were 

missed by the reviewers and the applicant needs to correct.

4. RETURN TO REVIEWER – if the reviewer did not upload NCPR certificates and/or 

approve them, add ADMIN NOTES [5] and send back.

3 1 2 4 5



APPROVAL NOTIFICATION TO THE APPLICANT
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• After the final decision; the applicant will get a notification.

• Approval message – tells the applicant they have been registered with 

a Bronze Conditional Certificate and gives them a reference number. 

This is the same number you will see in your list of approved 

applications.

• APPROVE APPLICATION – if the application is complete and all staff are 

clear on the NCPR then the application should be approved for 

Bronze. A certificate will be generated.

• SEND CORRECTIONS – if the approver found issues in the documents 

that were missed by the reviewers and the applicant needs to correct.

• RETURN TO REVIEWER – if the reviewer did not upload NCPR certificates 

and/or approve them, add ADMIN NOTES [5] and send back.



REJECTION NOTIFICATION TO THE APPLICANT
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• This is an example of a Application Rejection report after 

clicking of “APPLICATION REJECTION”. There rejection 

note will be available on each step if the application 

was rejected.

• The document have the ECD program details and 

registration, reason for rejections details of the person 

who rejected the application and date the application 

was rejected.



APPROVER GENERATE CERTIFICATE
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• After approving the application, you can 

generate the certificate for approved 

applications.

• On the top right of the Approver Landing page, 

click on “GENERATE CERTIFICATE” (1) and follow 

the steps explained in the Section 6 on how to 

generate the certificate.

• You also have access to view the reports. The 

report provides a view-only list of all applications 

initiated, with snapshot details of each 

application, such as the status of the application. 

To access the Applications report, navigate to the 

top right and click on "VIEW REPORTS“ (2).

1 2



APPROVER GENERATE CERTIFICATE
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• Once in the list of approved applications you can sort by the Last 

Updated Date or search by ECD Name to find the certificate you 

want to print.

• Click on GENERATE CERTIFICATE [1]

• An email will be sent to you with the certificate attached.

• If you are having issues receiving emails

1. Check your email address in the blue box above[2] – if it is not 

correct contact the WhatsApp support line to correct your user 

details.

2. Check your Spam or Junk folder.

3. Ask your IT department to make sure that your Provincial server is 

not blocking emails from Mezzanine.

4. If none of these options work contact the WhatsApp support line to 

give you Reporting access and see the Reporting section for an 

alternate option.

1

2



THANK YOU.
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