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The individuals who will do the second review of Bronze applications and view the NCPR check results.

This manual covers how to access and view applications for review, capture notes, view documents, view 

the clearance status for each staff member and make recommendation decisions per application.
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REGISTRATION APPLICATION REVIEWER – 
ROLE & REVIEW PROCESS



WHAT IS THE ROLE OF AN APPLICATION REVIEWER?
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• Check all form details completed correctly.

• Check ID and Form 30 have been approved.

• Check the NCPR status or Police Clearance Status of every 

staff member.

• Generate a Social Work report recommending approval – or 

rejection if staff have been found to be on the NCPR.

KEY POINT:

Application Reviewers

• Review application and clearance of all Staff

• Recommend approval

OR

• Recommend rejection if staff fail NCPR check.



APPLICATION REVIEWER: PROCESS FLOW
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Login
Dashboard 
overview

Application 
Review

Documents
uploaded

• Enter your login 

credentials

• Access the 

Reviewer 

dashboard

• Access the list of all 

applications sent for 

review by the 

administrators.

• Filter applications to 

select one to review.

• Select an 

application to 

review.

Submit/decline 
applications

• Review Application 

details.

• Send correction 

notes to applicant, if 

additional 

information is 

required.

• Check that all uploaded 

required documents (certified 

ID and Form 30/Police 

Clearance) have been 

approved for all staff.

• Check that a NCPR check 

has been completed by the 

system for all staff.

• View the Clearance status for 

all staff

• If the application is complete 

and accurate, forward it to the 

approver with the Social Worker 

Report recommendation and 

admin notes, if any.

• If the application is incomplete 

and inaccurate, send correction 

notes to the Applicant.



REVIEWER – AFTER LOGGING IN TO ECARES
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• On the Home Page Menu, you will find:

o Main Menu: Access various user roles.

• To access your Reviewer 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.

• Reg Application Reviewers are responsible for the 

second-round document approval by a DBE user. If 

Reviewers approve, the application is forwarded to 

the Reg Application Approver for final approval and 

certificate generation.

1
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REVIEWER - LANDING PAGE
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• As a Reg Application Reviewer you are second to 

review applications after the applicant has submitted 

and after the NCPR checks have been done by the 

system.

• You are able to:

o Add correction notes

o Add and view Admin notes

o Review the uploaded staff documents

o View the NCPR status

o Submit Social work report

o Recommend Application for approval or rejection.



REVIEWER - LANDING PAGE
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• As a Reg Application Reviewer you are the second to 

review application after the Reg application 

Administrator has submitted.

• Select an application by clicking on the ‘REVIEW’ 

button next to the applicant to start reviewing the 

application (1).

• Click on ‘HOME’ to return to the Main Menu (2).

• The Status shows Review Pending when an application 

is ready to review – it will show NCPR Check if the 

system is still running the NCPR Check (3)

1
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REVIEWER STEP 1/13 - APPLICATION PARTICULARS
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• Review the information captured for the “Nature of the 

Application”

• If an error is noted, capture it by clicking on "ADD 

CORRECTIONS."

• To capture notes related to this step, click on "ADD ADMIN 

NOTES."

• To review previously saved corrections, click on "VIEW 

CORRECTIONS."

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

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

• After reviewing, if there are no errors or once any 

corrections or notes have been added, click "NEXT.“

• [Note: Add corrections, View corrections and Add admin 

notes are available at every step.]

5
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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



REVIEWER STEP 1/13 - PARTICULARS OF APPLICATION & 
ADD CORRECTIONS (CONT)
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1. After selecting ‘ADD CORRECTIONS’ as per 

the previous step, a text box with space for 

notes to be captured will appear.

2. Capture the note/reason for corrections. 

You can also add admin notes on the 

same page by clicking on ‘ADMIN NOTES’ 

and the section for admin notes should 

appear.

3. When done click on ‘SAVE’.

4. You will receive a notification that the 

review feedback has been successfully 

capture.

5. Click on ‘NEXT’ to proceed to the next step.

1 2
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REVIEWER STEP 1/13 - PARTICULARS OF APPLICATION & 
ADMIN NOTES (CONT)
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1. After selecting ‘Add Admin note’ as per the 

previous step, a text box with space for 

notes to be captured will appear.

2. Capture the admin note/reason for.

3. Click on ‘SAVE’.

1 2
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REVIEWER STEP 1/13 - PARTICULARS OF APPLICATION & 
ADMIN NOTES (CONT)
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You will receive a notification that the note has been 

successfully captured.

1. You can click on the top right to review saved admin 

notes.

2. Click ‘OPEN’ to review the admin notes.

3. Click ‘ADD ADMIN NOTES’ to record notes for the page.

4. Click on ‘NEXT’ to proceed to the next step.

1

4 3
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REVIEWER STEP 2/13 – REVIEW STAFF DETAILS
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Review the staff list and ensure all staff details, 

including roles and qualifications, are captured.

You can add corrections at each step of the 

application if there's missing information or add 

admin notes relevant to each step.

After completing the review, click 'NEXT’(1).

1



REVIEWER STEP 3/13 - NATURE OF APPLICATION

15

Review the information captured for the “Nature of the 

Application”.

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

CORRECTIONS’ (1).

2. Click on “ADD ADMIN NOTES” to capture notes related to 

the step (2).

3. To review historic saved corrections, click on “VIEW 

CORRECTIONS”(3).

4. If no error or once a corrections notes has been added, 

click ‘NEXT’(4).
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REVIEWER STEP 4/13 - ADDRESS DETAILS
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Review the information captured for the ECD programme 

address details.

Note that the Education District and Ward are automatically 

applied based on the suburb/village selected.

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

‘ADD CORRECTIONS’.

2. To review historic saved corrections, click on 

‘VIEW CORRECTIONS’.

3. To leave a note for this page click on ‘ADD ADMIN NOTES’.

4. If no error or once a corrections notes has been added, 

click ‘NEXT’.

3
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REVIEWER STEP 4/13 - ADDRESS DETAILS
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In Step 4/13, as a Reviewer or Approver, you are 

able to Over-ride and update the applicant's 

Education District and Ward ID if you feel they 

have been incorrectly allocated.



REVIEWER 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.

4 1 3
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REVIEWER 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

4 1 3

2



REVIEWER STEP 7/13 -DETAILS OF CHILDREN ENROLLED 
IN THE ECD PROGRAMME

20

• 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.

4 1 3
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REVIEWER 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



REVIEWER 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.



DOCUMENT REVIEW PROCESS: STEP 12/13
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Certified ID 
copies

Form 30

Document 
Decline & 

Corrections

• Reviewers can double-check 

documents approved by the 

applications administrator

• Check the certification stamp 

to ensure it's visible and 

recent (within the last six 

months).

• Verify that the ID number 

matches the details provided 

in the application.

• Ensure the ID is clear and 

legible.

• If there are issues you – can  

decline and add correction 

notes.

• Check that the administrator

correctly approved 

each document.

• If not – the reviewer is also able

to send corrections.

• Ensure the form is fully completed 

with no missing sections.

• Confirm that the form is signed 

and dated appropriately.

• Verify the applicant’s or staff 

member’s details against the ID 

provided.

• If so – approve the document – 

otherwise

NCPR Checks

• If the documents are not 

satisfactory:

• Add Correction Notes 

detailing what is wrong 

with the document (e.g., 

"ID copy for XXX is not 

certified,“ "Form 30 for 

XXX is incomplete," etc.).

• Ensure your notes are 

clear and provide 

guidance on what the 

applicant needs to 

correct and for which 

staff member.

• View the clearance status of every 

staff member

• Review Results:

• NCPR Cleared = YES: Not listed; staff 

member is approved. 

• NCPR Cleared = NO Listed: Listed; staff 

member cannot work with children, 

and application should be declined.  

Recommend the application for 

rejection.

• NCPR Cleared = Pending.  The system 

is still running the NCPR Check



REVIEWER STEP 12/13 - REVIEW STAFF DOCUMENTS
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• Select “VIEW” (1) on Staff Member to 

review staff documents and upload 

Clearance certificate.

• Remember to complete the next steps 

for EVERY staff member.
1



REVIEWER STEP 12/13 - REVIEW STAFF DOCUMENTS (CONTD)
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• On the Staff document table, click on 

‘ADD/VIEW’ to access uploaded documents 

for the selected Staff member.

• If the Reg Application Admin has uploaded 

the staff clearance; your action will be to 

review and approve it or to reject it if it shows 

that the staff member is listed on the Child 

Protection Register



REVIEWER STEP 12/13 - REVIEW NCPR CLEARANCE
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• On the Staff List table, check the NCPR 

Cleared Status

• If NCPR Cleared = Yes, the staff member is 

clear on the NCPR or has provided an 

approved Police Clearance certificate if 

foreign

• If NCPR Cleared = No, the staff member is 

listed in the NCPR and should not be working 

with children – this application should be 

recommended for rejection and the ECD 

called to advise that this staff member must 

not work with children

• This is the most critical part of the Bronze 

Review process. Staff listed on the NCPR 

should have their clearance certificate 

upload rejected and a recommendation for 

rejection as the last step.



By the time a Reviewer has reviewed an application to the point that it is ready to submit for approval:

Every staff member should have

• an ID in Approved Status

• a Form 30 in Approved Status (or a Police Clearance certificate in Approved Status)

• an NCPR Cleared status = Yes, No

If this is not the case, you should:

• Submit corrections at the end of the review to request missing documents

• Or wait to complete the outstanding NCPR checks

27

NOTE ON DOCUMENT REVIEW



REVIEWER STEP 13/13 – ECD PHOTO
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• View the uploaded photo

• Please note that Photos of the ECD are NOT mandatory 

– do not request one if not submitted.

• Click on NEXT to go to the final review step.

1

2



REVIEWER - SOCIAL WORKER REPORT
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This is the end of your review, and you now have two choices:

1. Click on "SEND CORRECTIONS" to return the Application to the 

applicant for viewing your saved correction notes and resolving 

corrections. Applicant will receive an SMS to review the application. 

NOTE – this does not reject the registration and should not be used 

where staff are listed on the NCPR.

OR

2. Complete the Social Worker Report and click "SUBMIT 

RECOMMENDATION" to say the application is complete and ready for 

a final decision.

To Submit the SW report, you must:

3. Choose your recommendation 

• Bronze – if all staff are clear on the NCPR 

• Rejected – only if staff are found listed on the NCPR.

• Check the boxes to confirm you have received all documents required 

and add a comment before submitting your recommendation.

1 2

3



REVIEWER - SOCIAL WORKER REPORT
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After the reviewer has pressed SUBMIT 

RECOMMENDATION, a Social Workers Report will be visible 

to the approver when they look at the application.

The report will show the recommendation as well as how 

many staff had NCPR certificates approved vs rejected.



REVIEWER – SEND CORRECTIONS

31

This is the SMS the applicant receives when you complete 

reviewing an application and hit SEND CORRECTIONS. When 

they log in to eCares, the application status will be "Incomplete."



THANK YOU.
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