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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 

will provide robust data collection and reporting capabilities, enabling 

the DBE to monitor programme progress and make informed decisions 

based on real-time information.

This system will enhance 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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INTRODUCTION TO ECARES

In this section, we remind you of the new streamlined ECD registration process and the long-term vision for eCares.
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Collect and maintain 

a reliable set of data 

to enable 

dependable reporting 

on the ECD sector for 

stakeholders.

Streamline the registration 

of ELPs by providing an 

efficient and user-friendly 

platform for DBE officials 

to manage and track 

registrations.

Support the DBE in 

managing funding 

allocation to eligible 

ELPs, ensuring 

transparency 

and accountability in 

the allocation process.

Enable the DBE’s new 

quality assurance and 

support system to help 

the sector move 

beyond compliance to 

quality.

Facilitate data collection 

and reporting, allowing 

the department to 

monitor the progress and 

effectiveness of ELPs and 

make informed decisions 

based on real-time data.

Provide comprehensive 

analytics and reporting 

capabilities to aid in 

decision-making processes 

related to ELPs, ensuring 

resource optimisation and 

programme effectiveness.

Organisation Profiles for 
Early Learning Programmes

Dashboard s & 
Rep orting

Docu men tsOrganisation
& Profiles

Organisation & 
Rep orting

Quality Assurance and Support 
Module

Maintenance
Grant Module

Funding Application and Approval 
Module

Service Lev el Agreement
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eCARES DEVELOPMENT JOURNEY



Paper-based 

applications

Revised Paper-

based
Registration 

Management Tool Universal 
access to ECDOnline Registration 

Drive for unregistered 
ELP

Migration & 

maintenance of 
registered ELPs

Early Childhood 

Administration 
and Reporting 

System

eCares system is adopted as the 

primary administration and 
reporting system for ECD



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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Release 0: Bronze Registration 

launched the Bana Pele 
registration drive, digitising the 
first step in the new registration 

process. The eCares portal 
streamlines the Bronze 

application process, allowing 
online submission, review and 
approval. 

R0

Release 1: Registered ECD 

Profiles provides ECD 
programme, staff and child 
profiles of all registered 

ECDs, including migrated 
data from RMT and PEDs.

R1

Release 2: Silver/Gold (S/G) 

Registration facilitates 
completing the registration 
process for Bronze registered 

ECDs, resulting in Silver or Gold 
registration levels.

R2

eCARES DEVELOPMENT JOURNEY
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RELEASE 0 RELEASE 1 RELEASE 2

eCARES DEVELOPMENT JOURNEY

Key ECD registration features:

• User registration
• Application submission
• Document uploads

• Health and safety self-assessments
• Application reviews and approvals 

• Certificate generation
• WhatsApp bot for communication
• Comprehensive reporting

• Compliance features e.g. upload 
NCPR certificate

This phase introduces 

functionalities for displaying and 
editing ECD data profiles for all 
registered ECDs in each Province, 

creating and updating annual 
child enrolment registers, and 

managing child and staff profiles. 
The module also features 
reporting, dashboards and 

duplicate checks. 

This includes document submission, 

site assessments against the 
registration framework for 
silver/gold, review and approval. 

Upon approval of their upgraded 
status, the database of registered 

ECDs will be updated to reflect 
these changes, ensuring that all 
information in the ECD profile is 

current and accurate. An offline 
site inspection tool will also be 

introduced for use by social 
workers when they visit ECDs.



In Release 1, the system expands to 

include the management of data 

profiles for registered ELPs. This module 

introduces functionalities for:

RECAP: RELEASE 1 FUNCTIONALITY OVERVIEW

KEY FEATURES

This interface allows users to interact with 

the master database of registered ELPs for 

their region (Province/Education District):

•Viewing, searching, filtering, and editing ECD

programme information

•Adding children to ECD programmes and

completing staff profiles

•Annual child enrolment updates by ECD
applicants

•Generation of reports to support DBE users
with planning and reporting

1
Displaying and editing 
programme data

2
Creating and updating 

annual enrolment 
registers

3
Managing child and 
staff profiles

The module also features reporting and dashboards, duplicate

checks. Data integrations with DSDs Child Protection Register will
facilitate complete NCPR checks (Development pending approvals
and agreements with relevant departments.)

RELEASE 1
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RECAP: RELEASE 1 ECD ELP, STAFF AND CHILD PROFILE DATA

Release 1 functionality allows users to have a comprehensive view of registered ELPs, staff and

child profiles.

Newly registered Bronze ELPs 

will be on the list and have 
their profiles managed

Previously registered Silver 

and Gold ELPs migrated from 

RMT and other sources will be 
on the list

Migrated child-level data will 

accessible under child 
enrolment

10



APPLICANTS HAVE RECEIVED BRONZE 

REGISTRATION – WHAT HAPPENS NEXT?



RELEASE 2: SILVER/GOLD REGISTRATIONS
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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

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 SITE ASSESSMENT 
(eCARES JOURNEYAPPS)

• 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 improvements
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REGISTRATION APPLICATION 
SUPPORT

• Assist with supporting applicants 

to upload documents and 
complete SG application

REGISTRATION APPLICATION 
ADMINISTRATOR

• Assist applicants in uploading 

documents

• Upload and review EHP 
document if received

• Review, approve, decline, or 
comment on submitted 

documents



EMIS REVIEWER AND APPROVER

• EMIS Review and EMIS Number 

Allocation

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

REGISTRATION APPLICATION 
REVIEWER

• First and second Reviewers can 

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

USER ROLES AND RESPONSIBILITIES FOR S/G REGISTRATION
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SG APPLICATION VIEWER

• View all SG Applications

• Assist Failed Silver Applications by 
sending them back to the site visit 
queue



SG REGISTRATION APPLICATION 

ADMINISTRATORS



LOGIN AND ROLE SELECTION
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The Main Menu page provides access 

to various user roles and system 

functionalities. It serves as a central hub 

where users can navigate to different 

sections based on their assigned roles. 
Each role has specific permissions that 

determine the level of access and 

actions they can perform within the 

system.

Users must select their role to access 

specific functionalities. To begin SG 

Registration, click OPEN next to the SG 

Application Administrators (1) role.

1



DISPLAY ECD LIST

17

All Bronze approved applications that 

have submitted a SG Applications will 
be displayed once the user has logged 

in and clicked on SG Application 

Administrators role.

This page allows users to view all 

Silver/Gold submissions in their 

geographical area and shows the 

status of (1):

• Required documents 

• EHP Report/Certificate

• Site visit 

1



PLANNING SITE VISITS – SEARCH “AWAITING”
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When planning site visits, the 

administrator can search and filter for 
applications in different application 

statuses.

For example, to search for ECDS 

“Awaiting Site Visit”, follow these steps:

1. Click on the “+” next to the Search 

field to add filter criteria (1).

2. In this example, select Match and any

(2). Then select Site Visit and begins 

with from the dropdown in the search 
field.

3. Enter your search criteria e.g., awaiting 
(3).

4. Click on the UPDATE RESULTS button (4).

5. The list of all ECDs ready and awaiting site 

visit will be displayed.

6. To add another search criteria (e.g., 

Document Status), click on the “+” button to 

the right (5). Multiple search criteria can be 

added.

2 1

3

4

5



An alternative way of searching is by 

sorting the columns.

For example, click on “Document 

status” (1) to search for those ECDs that 
require a follow-up on outstanding 

documents.

Or click on “Readiness Assessment” (2) 
to see the RRA status of ECD 

applications.

21

PLANNING SITE VISITS – FILTER

19



REVIEW AN APPLICATION

20

An ECD can easily be found by typing all or 

part of the name, or ECD Identifier Number 

into the search field (1).

This table also indicates which ECDs are 
awaiting site visit assessment.

Once the desired ECD is located on the list, 

click on REVIEW (2) to begin the document 

review process.

1

2
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After clicking on the ECD profile, the 

user can view all documents submitted 

as part of the S/G Registration 

Submission, including:

• The full application
• Uploaded documents

• The EHP report (if applicable)

The user will first see screens to review 

responses to declarations, these show 
that the ECD meets certain standards 

which can't be assessed in a site visit.

after clicking NEXT (1) they can confirm 

that required documents are ready for 

review.

FIRST REVIEW OF APPLICATION - DECLARATIONS

1



FIRST REVIEW OF APPLICATION - DOCUMENT READINESS

22

The next page confirms which 

documents the ECD needs depending 

on whether it is set up as a formal 

organisation and whether it is centre-

based or non-centre based.

The applicant will have confirmed that 

these documents are ready on site 

before they were able to submit.

After clicking NEXT (1) the administrator 

can confirm that required documents 

are ready for review or help to upload 

collected documents.

1



FIRST REVIEW OF APPLICATION - DOCUMENTS
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Users can view the status of all 

submitted documents, to support the 

document review process.

Click VIEW (1) next to each document 
to open it.

Each document can then be reviewed 

and either approved or declined.

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.

1



Each document can be viewed and either 

approved or declined (1). The administrator 

will review to ensure the document is clear, 

and all information is correct.

The user can click on

action buttons (1) as they

review each document.

Click VIEW (1) and the document
will appear at the bottom of the

screen (2) – click OPEN.

Click CANCEL (3) and then click NEXT to 

progress to the EHP Report for centre-

based applications.

REVIEWING REQUIRED DOCUMENTS

24

1

243

2



ADDING CORRECTION NOTES OR ADMIN NOTES

If the administrator DECLINES (1) an 

uploaded document, they must add 

CORRECTION NOTES (2) to explain what 

the applicant needs to fix or submit. 

Click save.

Once the administrator has completed 

their review, they can click SEND 

CORRECTIONS.

Admin notes can also be used to 

capture notes that are only shared 

internally with the reviewer and 

approver.

Additional screenshot for end 

send for corrections button

1

2



REVIEWING EHP DOCUMENTS – CENTRE-BASED
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The administrator can upload the EHP 

document on behalf of the ECD if it has 

been sent to them. Click on the 

paperclip icon (1) and choose the EHP 

document to upload. Then press SAVE

(2) The user then needs to determine 

the type of EHP document, and 

complete the recommended capacity

as shown in the document.  The type of 
document impacts whether the ECD 

can achieve Gold or Silver certification. 

*The Recommended capacity is not 

mandatory for this role.

Click NEXT (3) once completed.

3

1

2

EHP Document Types

EHP Certificate – health and 

safety certificate issued by 

EHP – allows reaching Gold 

level.

EHP Report – where EHP has 

not issued a certificate but 

written a report.  ECDs can 

only achieve silver with this, 

even if registration 

assessment suggests Gold.

EHP Compliance Notice –

where EHP has issued a 

notice for issues of high risk or 

closure.  ECD can only 

receive a refusal notice even 

if registration assessment 

suggests Silver/Gold



REVIEWING EHP DOCUMENTS – CENTRE-BASED
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When viewing an already uploaded EHP 

document, the user can first click OPEN (1) to 

view the document. They will then review to 

ensure the document is clear, and all 

information is correct. (2) The user needs to 
check the type of EHP document, and the 

capacity shown in the document and capture 

these.

The user can then APPROVE or DECLINE (3) the 
EHP document status. The user should return the 

submission for corrections if any issues are 

found.

If any document is declined, the system 
enforces a return for corrections — this step is 

required before the application can proceed to 

approval.

3

1

2

EHP Document Types

EHP Certificate – health and 

safety certificate issued by 

EHP – allows reaching Gold 

level.

EHP Report – where EHP has 

not issued a certificate but 

written a report.  ECDs can 

only achieve silver with this, 

even if registration 

assessment suggests Gold.

EHP Compliance Notice –

where EHP has issued a 

notice for issues of high risk or 

closure.  ECD can only 

receive a refusal notice even 

if registration assessment 

suggests Silver/Gold



ADDITIONAL QUESTIONS & SUBMIT 

FOR REVIEW

28

Review the ADDITIONAL QUESTIONS to 

ensure the information provided is 

accurate.  This information will be 

added to the ECD Profile.

If all documents are in order, the 

Registration Application Administrator 

should click SUBMIT FOR REVIEW (1) to 

send the application for site assessment.

1



REGISTRATION FOR S/G APPLICATIONS
eCARES MYJOURNEY MOBILE APP



eCARES JOURNEYAPP SETUP



LOCATE YOUR eCARES JOURNEYAPP

31

JourneyApps

1. Scan the QR Code – choose “Get it on Google Play”.

2. Tap Install and wait for the app to download.

3. Alternatively: Open the Google Play Store (Android).

4. Search for JourneyApps Container.

5. Tap Install and wait for the app to download. 

6. For Android only: Once installed, open this link: 

https://play.google.com/store/apps/details?id=com.google.android.webview&hl

7. If an "Update" is required, please complete the update. If only an "Uninstall" option 
appears, proceed with uninstalling.

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

9. Once ready, please let the facilitator know, and you will receive the installation link 

for the eCares JourneyApps and further setup instructions.

10.Standard password for all users is: Password1234.

For Android Devices

https://play.google.com/store/apps/details?id=com.google.android.webview&hl


LOCATE YOUR eCARES JOURNEYAPP
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JourneyApps

1. Scan the QR Code – choose “Download on the App Store”.

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

3. Alternatively: Open the App Store (iOS).

4. Search for JourneyApps Container.

5. Tap Install and wait for the app to download.

6. For Android only: Once installed, open this link: 

https://play.google.com/store/apps/details?id=com.google.android.webview&hl

7. If an "Update" is required, please complete the update. If only an "Uninstall" option 
appears, proceed with uninstalling.

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

9. Once ready, please let the facilitator know, and you will receive the installation link 

for the eCares JourneyApps and further setup instructions.

10.Standard password for all users is: Password1234. 

For iOS Devices

https://play.google.com/store/apps/details?id=com.google.android.webview&hl


LOCATE YOUR eCARES JOURNEYAPP

33

For Huawei Devices

JourneyApps

1. Scan the QR Code - once installed, tap Open.

2. Alternatively: Open Huawei App Gallery – search for JourneyApps Container.

3. Tap Install and wait for the app to download. 

4. Once installed, tap Open

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

6. Once ready, please let the facilitator know, and you will receive the installation link 

for the eCares JourneyApps and further setup instructions.

7. Standard password for all users is: Password1234.



eCARES JOURNEYAPP



HOME PAGE

35

This is the launch screen of the eCares 

mobile app. It displays the logged-in 

user's name and provides important 

setup reminders (e.g., mobile data, 

location, sync). Tap "Open 
Application" to enter the main app. 

Joy Motsepe



LOGIN PAGE
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Enter your password to access the 

app. Please note this password is 

different to the one you use on the 

eCares web portal.

Below the login button, your user info, 

location, app version, and stats are 
displayed.

Use "Whats New" to view recent 

updates, or "Back" to return to the 
Home Page.

Joy Motsepe

Joy Motsepe
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If you need to change your password, 

first log in using your current password. 

Then, tap the three lines (1) in the top-

left corner of the screen, select 

Change Password (2), and enter the 
new password.

Tip: Select a password that includes at 

least one lowercase letter, one 

uppercase letter, a number, a special 
character, and is at least 6 characters 

long.

CHANGE PASSWORD
1

2

3



MAIN MENU
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After logging in, use this screen to 

access the ECD Programme List, View 

Completed Site Visits or to Log Out of 

the app. This is the central navigation 

hub for the app's main features.  



ECD PROGRAMME LIST PAGE

39

This page displays a list of ECD 

programmes that have not had site 

visits. Users can view key details like 

the programme name, province, 

municipality, suburb, and education 
district.

Use the search bar to sort and filter 
results, and navigate pages using the 

arrows below the table. When 

pressing the > button next to a ECD 

Programme, the user will be taken to 
that specific ECD Programme.
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This page displays full details 

of a selected ECD 

programme, including its 

name, reference number, 

location, contact details, 
certification status, and 

approval/expiry dates. 

It is suggested that the SW 

calls to confirm the address 

before visiting.

VIEW ECD PROGRAMME DETAILS PAGE



VIEW ECD PROGRAMME DETAILS PAGE
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Once on site:

Users can Edit programme 

info, Capture GPS 

coordinates, View 

Document 
Status, Complete Site Visit 

Questionnaire or Mark ECD 

as non existent using the 

action buttons provided.

NB: Each step must be 

completed at a Site Visit



42

This page allows users to update an 

ECD programme’s name, address, 

alternate contact details, and 

location information. Required fields 

include province, municipality, city, 
suburb, and ward. If any details are 

changed, tap Save to apply 

changes.  

Confirming and updating these details 

is very important for finding the ECD in 
future

STEP 1- EDIT ECD 

PROGRAMME PAGE
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This page allows users 

to capture GPS 

location of the ECD 

Programme using their 

mobile device. 

This allows us to map it 

accurately in the ECD 

profile.

Be sure to allow 

permissions to access 
the device’s location.

STEP 2 - CAPTURE GPS
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STEP 2 – TIPS FOR 

CAPTURING GPS

1

2

• Stand at the entrance to the property 

when capturing the location

• Go outdoors and avoid standing inside 

buildings or under dense tree cover

• If the Rating (1) 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 JourneyApps. 

• Or if available, use another device.

When the Rating (1) says good or great, 

click Save GPS (2) to save and return to 
the previous menu.



VIEW DOCUMENTS
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This page shows the status of all required 

Silver/Gold submission documents 

uploaded for the selected ECD 

Programme. Tap “Next” to view the 

documents list, which includes:

• Business Plan,

• Building Plan,

• Emergency Plan, and

• Constitution or Founding document.

During the site visit, check which 

documents have not yet been submitted. 

If any are missing, take photos of the 

physical copies so they can be uploaded 

later from the office.

Note: The user can only view statuses in 

the JourneyApp. To open documents, log 

into the eCares web platform



NON-EXISTENT/CLOSED 

ECD Page

46

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 (1)

You will be asked to select your reason 

for archiving the Bronze approved ECD 

and then to Confirm archive. (2)

1

2



CONFIRM ECD PROGRAMME 

CATEGORY PAGE

47

Before starting the site visit 

questionnaire, users must confirm if 

the displayed ECD programme 

category is correct. Select “Correct” 

to proceed or “Change Programme 
Category” to update it. Tap Next to 

continue or Back to return.

The programme category determines 

what registration framework questions 
are asked so is very important.  

Non-centre based:  Day-mothers, Toy 

Libraries, Play-groups.



CHANGE ECD 

PROGRAMME 

CATEGORY PAGE

48

Select “Change 

Programme 

Category” to 

update.

Select Continue and 

answer the 

Programme 
Category questions. 

Tap Next to save 

changes or Back to 

return.



CENTER AND NON CENTER 

BASED QUESTIONNAIRE

49

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 will 

appear next to each grouping for 

those that are fully complete

Click on the “>” to view questions in 

that section.



SITE ASSESSMENT –

REGISTRATION 

FRAMEWORK

50

These pages allow users to answer the 

site assessment questions – a digital 

version of the registration framework.

Select Yes, No, or N/A (1) for each 

question.

Tap “Tip Notes” (2) for more 

information to help with this question, 

or “Next” (3) to continue to the next 

question.

Use the arrow (4) at the top to return 
to the index.

4

1

2

3



ASSESSMENT QUESTIONS

51

Where the user selects “No” or "Yes 

with conditions"– a comment is 

required in the text box below.

A comment is mandatory and this will 

be visible to the Application 

Reviewer.



CENTER AND NON CENTER 

BASED QUESTIONNAIRE

52

Select “Responses” (1) at the bottom 

of the index page to view the full list 

of questions with responses.

This can be used to advise the ECD 
progamme which areas they need to 

work on.

1

1



QUESTIONNAIRE RESPONSES
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This can be used to advise the ECD 

progamme which areas they need to 

work on.  

Look for all the NO answers
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Select “Evaluation” at the bottom of 

the index page to view the 

automated site visit outcome.

If the outcome is Silver or Gold - add 

any restrictions that you feel should be 
applied in the text boxes provided.

The restrictions are all optional and 

should only be used in specific 

circumstances.

Restriction A: Is optional here but must 

be completed before submitting for 
final approval. It can be completed 

in eCares by the reviewer after 

looking at the EHP document or other 

details.  For NCB ECDs it is best to 

complete this here while on site.

Click “Save Evaluation”, or “Return” if 

you want to change any answers.

EVALUATION
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EVALUATION – FAILED SILVER & MINIMUM STANDARD SITE 

VISIT OUTCOME

If the framework outcome is Failed 

Silver and minimum standards (1) the 

assessor should select between three 

options (2):

• No major and significant safety 

concerns 

• Immediate risk of serious harm to 

children

• Repeated failure to comply with 

previous compliance notices

Required actions need to be added 

(3).

For any of the failed silver outcomes a 

Refusal Notice will be the ultimate 
outcome rather than a certificate.

1

2

3



EVALUATION – FAILED SILVER SITE VISIT OUTCOME

56

If the framework outcome is Failed 

Silver (1) the assessor should select 

between three options (2):

• Comply with basic minimum 

standards

• Immediate risk of serious harm to 

children

• Repeated failure to comply with 

previous compliance notices

Required actions need to be added 

(3).

For any of the failed silver outcomes a 

Refusal Notice will be the ultimate 
outcome rather than a certificate.

1

2

3



REGISTRATION APPLICATION REVIEWERS: 

FIRST AND SECOND REVIEWERS



LOGIN AND ROLE SELECTION

58

The Main Menu page provides access 

to various user roles and system 

functionalities. It serves as a central hub 

where users can navigate to different 

sections based on their assigned roles. 
Each role has specific permissions that 

determine the level of access and 

actions they can perform within the 

system.

Users must select their role to access 

specific functionalities. To begin SG 

Registration, click OPEN next to the SG 

APPLICATION REVIEWERS (1) role or the 

SG APPLICATION SECOND REVIEWERS (2) 

role.

1

2



All completed SG submissions that are 

ready for review will be displayed once the 

user has logged in and clicked on SG 

APPLICATION REVIEWER ROLE.

An ECD can easily be found by typing all or 

part of the name, or ECD Identifier Number 

into the search field (1).

The application will be available for review when 

all documents are submitted and approved and 

site visit complete (3).  

However, if the site visit result is Failed Silver it will 
be available for review even without documents 

as they can already receive a refusal notice.

Note: The user can view all ECD 

applications in their geographic area.

Once the desired ECD is located on 

the list, click on REVIEW (2) to begin 
the application, documents and EHP 

Report (if applicable) review process. 

REVIEW EXISTING APPLICATION

59

1

2

3



MORE DETAILS

Click VIEW DETAILS (1) for more 

information on the application, such as:

• Name and surname

• Municipality

• Ward
• ID Number

• Applicant contact number

• Registration status

1



REVIEW DECLARATIONS

61

After clicking on the ECD profile, the 

reviewer can view all documents 

submitted by the ECD Programme as 

part of the S/G Registration Submission, 

including:
• The full application
• Uploaded documents

• Site assessment results

• The EHP report (if applicable)
• Generate Social Worker 

recommendations

Admin notes can be read here (1).

The user will first view responses to the 

ECD’s declarations, these should all be 

“Confirmed”. Click NEXT (2) to review 

document readiness.

1

2



REVIEW DOCUMENT READINESS

62

The next page confirms which 

documents the ECD needs depending 

on whether it is set up as a formal 

organisation and whether it is centre-

based or non-centre based.

The user will review the document 

readiness – seeing the ECD’s responses 

to having the required documents and 

they are ready for review.

The SG Registration Administrator would 

have reviewed these documents.



FIRST REVIEW OF APPLICATION - DOCUMENTS

63

The reviewer can view the status of all 

submitted documents, to support the 

document review process.

The user can see the status of the documents 
(1), which indicates that the administrator has 

approved these.

If the reviewer would like to still review the 

documents, they can click on VIEW (2) next to 
each document to open it. Each document 

can then be reviewed and either approved or 

declined, and can be sent back to be 

corrected.

Click on ADD CORRECTIONS or ADD ADMIN 

NOTES (3) for clarity or follow-up. If you are 

satisfied with the documents, click on NEXT (4).

2

1

34



Each document can be viewed and either 

approved or declined (1). The reviewer will 

review to ensure the document is clear, 

and all information is correct.

The user can click on

action buttons (1) as they

review each document.

Click VIEW (1) and the document
will appear at the bottom of the

screen (2) – click OPEN.

Click CANCEL (3) and then click NEXT to 

progress to the EHP Report for centre-

based applications.

REVIEWING REQUIRED DOCUMENTS

64

1

3
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ADDING CORRECTION NOTES OR ADMIN NOTES

If the reviewer DECLINES (1) an 

uploaded document, they must add 

CORRECTION NOTES (2) to explain what 

the applicant needs to fix or submit.

Once the reviewer has completed their 

review, they can click SEND 

CORRECTIONS.

Admin notes can also be used to 
capture notes that are only shared 

internally with the administrator and 

approver.

1

2



REVIEWING REQUIRED DOCUMENTS – CENTRE-BASED

66

To view the EHP document, first click OPEN (1). The 

user will review to ensure the document is clear, 

and all information is correct.

Select or adjust the type of EHP document (2). The 
type of document impacts whether the ECD can 

achieve Gold or Silver certification. Then capture 

the recommended EHP capacity as seen in the 

report (3). 

The user can then APPROVE or DECLINE (4) the EHP 

document status. The user should return the 

submission for corrections if any issues are found.

If any document is declined, the system enforces a 
return for corrections — this step is required before 

the application can proceed to approval.

4

1

2

3

EHP Document Types

EHP Certificate – health and 

safety certificate issued by 

EHP – allows reaching Gold 

level.

EHP Report – where EHP has 

not issued a certificate but 

written a report.  ECDs can 

only achieve silver with this, 

even if registration 

assessment suggests Gold.

EHP Compliance Notice –

where EHP has issued a 

notice for issues of high risk or 

closure.  ECD can only 

receive a refusal notice even 

if registration assessment 

suggests Silver/Gold



REVIEWING REQUIRED DOCUMENTS – CENTRE-BASED

67

If the type of EHP document uploaded is an EHP 

Compliance Notice or EHP Report (not a EHP 

Certificate) an automatic standard is added and 

will be visible on eCares during the review (2) as 

well as on the certificate (3).

1

2
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ADDITIONAL QUESTIONS & SUBMIT 

FOR REVIEW

68

View the ADDITIONAL QUESTIONS to 

obtain more context of the ECD 

Programme.

If Corrections have been added then 
they need to be sent at this step by 

clicking SEND CORRECTIONS (1)

The SG Application Reviewer should 

click NEXT (2) to view the site visit 
outcome.

21



SUMMARY – COMPLETENESS OF APPLICATION

69

The top section of the screen shows a 

summary of the completeness of 

application. In this application all the 

documents have been approved (1).

When the application reviewer clicks on 

VIEW SITE VISIT OUTCOME (2) they will be 

able to view the site assessment details 

and results with the assessor's comments 

and recommendation.

Scroll down to see a summary of the 

EHP Report, general comments and 

compliance with norms and standards.

2

1



SUMMARY – COMPLETENESS OF APPLICATION

70

Scroll down to review the outcome of the 

Environmental Health Assessment with the 

recommended capacity (1) and required 

actions (2) notes by the SW doing the site visit. 

These General Comments by the SW can be 
updated.

The bottom section shows the assessment 

date and outcome (3) from the norms and 

standards assessed by the Social Worker 
during the site visit. It also shows the 

suggested capacity from the Social Worker at 

the site visit.

The reviewer can either:

• Click on OVERRIDE (4) to override the SW 
assessment outcome or 

final recommended capacity, or

• Click on PROCEED (5) to continue the 

review.

1

2

3

54



ASSESSMENT OVERRIDE

71

The reviewer can OVERRIDE (1) the Social Worker 

outcome or the final capacity recommendation 

and add reasons for doing so. This would be done 

in very few cases and with limited options (Gold 

and Silver can not be overridden to Failed Silver / 
Failed Silver cannot be overridden to Silver/Gold). 

This would not override the final outcome which is 

dependent on the type of EHP document 

received.

(2) The reviewer can edit the general comments 
provided by the SW

(3) The reviewer can also change the final 

recommended capacity. This will be saved as the 

"Final Recommended Capacity" 

This should only be used in cases where you believe 
the EHP capacity was not correctly assessed or for 

non centre based programmes where the SW 

recommendation was not correct.

(4) The reviewer can edit the expiry period

Click PROCEED (5).

1

3
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SITE VISIT OUTCOME

72

Click VIEW SITE VISIT OUTCOME (1).

The site visit outcome report 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.

1

2



SW REVIEW CONTINUED

73

Continue to review the assessment outcome 

to see the final recommendation and further 

detail on restrictions that have been applied 

to the ECD Programme, if any.

Final Recommended Outcome (1) takes into 

account the site visit outcome and the type 

of EHP document that has been provided.  

Gold can only be achieved if the Site Visit = 
Gold and the EHP Document = EHP 

Certificate. If the EHP document is a 

Compliance Notice the final outcome will 

be failed Silver. 

This is an example of an approved ECD with 

a Silver outcome.

3

1

The maximum number of children (2) uses 

the capacity provided by the EHP 

wherever available.

The Reviewer can edit the Restrictions (3) 
specified by the SW

2



SW REVIEW CONTINUED

74

The reviewer can add additional conditions by 

providing the Standard and the Comment. This 

will be added to the certificate.

The expiry period (5) is based on the final 
recommended outcome, where Silver has a 

certificate valid for 3 years and Gold for 5 

years. A period must be selected before the 

SW report can be generated.

If they determine that the field worker did not 

assess standards correctly, the reviewer can 

send it back to the field worker (Return to Site 

visit) for corrections via the Journey app (6). 

The reviewer will have to provide an admin 
note describing why the application has been 

returned.

*Comments can be edited by the reviewer so 

these would be cases where the answers are 

not correct

Click on VIEW SOCIAL WORKER REPORT (7).

7

5

4
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VIEW SOCIAL WORKERS REPORT

75

Click VIEW SOCIAL WORKERS REPORT (1) to 

generate the report (The First Reviewer 

generates and signs the report, the 

Second reviewer can view the report). 

The report (2) contains the necessary 

areas; i.e. 

• Completeness of application, EHP 

Outcome and Compliance from SW Site 

Visit
• Final recommended outcome

• Final Recommended capacity from the 

EHP report (or SW where not available)

• Expiry period recommended

11

2



SW REVIEW Edit comments 
on failed standards

76

Where the ELP failed specific standards, the 

reviewer can edit the comments on failed 

standards.

Press on the edit icon (1) to open the 
comments of a specific failed standard. Edit or 

change the comment (2) and press save (3).

1

2

3



SW REVIEW Edit comments 
on failed standards 
continued

77

The changes made to comments are saved 

and are visible on the Refusal Notice 

Certificate (1).

1



SUBMIT FOR APPROVAL

78

Once the reviewer has reviewed the 

social worker report, site visit outcome, 

admin notes and submitted 

documents, they can submit the 

application for final decision to the 
approver by clicking SUBMIT(1).

1



REGISTRATION APPLICATION APPROVERS



LOGIN AND ROLE SELECTION

80

The Main Menu page provides access 

to various user roles and system 

functionalities. It serves as a central hub 

where users can navigate to different 

sections based on their assigned roles. 
Each role has specific permissions that 

determine the level of access and 

actions they can perform within the 

system.

Users must select their role to access 

specific functionalities. To begin SG 

Registration, click OPEN next to the SG 

Application Approvers (1) role.

1



VIEW OR EDIT EXISTING APPLICATION

All completed and reviewed SG 

submissions that are ready for approval will 

be displayed once the user has logged in 

and clicked on SG APPLICATION 

APPROVERS ROLE.

An ECD can easily be found by typing all or 

part of the name, or ECD Identifier Number 

into the search field (1).

Once the desired ECD is located on the list, 

click on REVIEW (2) to begin reviewing the  

application, documents and EHP Report (if 

applicable) in the approval process.

Note: The user can view all 

ECD applications in their 

geographic area. 

81
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MORE DETAILS

Click VIEW DETAILS (1) for more 

information on the application, such as:

• Name and surname

• Municipality

• Ward
• ID Number

• Applicant contact number

• Registration status

1



APPROVER REVIEW

On this screen, the approver can review 

the applicant submission, SOCIAL 

WORKER REPORT, and SITE VISIT 

OUTCOME with ADMIN NOTES(1).

The approver will view the outcome (2) 

recommended by the reviewer who 

reviewed the application and 

submitted documents and then 

generated the social worker report.

(3) The recommended restrictions are 

outlined, as recommended by the site 

assessor and agreed to by the reviewer.

83
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APPROVER REVIEW

(1) The first restriction: the maximum 

number of children permitted on the 

premises as per the EHP report and site 

assessment. This number will be 

reflected on the certificate.

(2) These are the recommended 

restrictions for the operating hours.

Note: If the operating hours are 
incorrectly recorded as restrictions, the 

ECD may be found non-compliant 

(e.g., starting earlier than the stated 

hours could be seen as a violation of 

their certificate).

84
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APPROVER REVIEW

(1) This section shows which age groups 

the ECD programme is allowed to 

serve. If an age group (e.g., 5–6 years) is 

marked NO, the programme may not 

include children in that group. This 
restriction must be enforced and is 

included in the certificate.

(2) These are the general comments 

that come through from the site 
assessment.

85
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APPROVER REVIEW – EXAMPLE OF SILVER

86

In this example the approver can scroll 

down to see the conditions associated 

with this specific application (1).

These conditions are imposed because 
of a failed standard during the 

assessment. This section shows which 

standards have been failed, in which 

section of the assessment, the question 

number, and the answer provided by 
the social worker that completed the 

site assessment.

These are the reasons why the outcome 

is silver and not gold.

Scroll down to see the conditions

1



APPROVER REVIEW

87

The approver can:

• ADD ADMIN NOTES (1)

• Return the application for review with 

comments to the reviewer (2), or

• Submit APPROVE RECOMMENDATION
at a certain level with conditions of 

registration (3)

2 31



VIEW SOCIAL WORKERS REPORT

88

Click VIEW SOCIAL WORKERS REPORT (1) to 

generate the report. The report (2) 

contains the necessary areas; i.e. 

• Completeness of application, EHP 

Outcome and Compliance from SW Site 
Visit

• Final recommended outcome

• Final Recommended capacity from the 

EHP report (or SW where not available)

• Expiry period recommended

1

2



SITE ASSESSMENT OUTCOME

89

Click VIEW SITE VISIT OUTCOME (1).

The site visit outcome report 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.

1

2



ADMIN NOTES

90

Click VIEW ADMIN NOTES (1).

If any admin notes have been captured 

during the assessment, they are viewed 

here for the approver. These include notes 
captured by the administrator and 

reviewer.

These are typically process notes, or notes 

on conditions that need improvement – so 
these can be checked at the next site visit.

1

2



APPROVER DECISION

91

Once reviewed all documents, the 

approver can:

• ADD ADMIN NOTES (1)

• Return the application for review with 

comments to the reviewer SEND TO 
REVIEWER (2), or

• Submit APPROVE RECOMMENDATION

at a certain level with conditions of 

registration (3)

2 31



APPROVAL

92

Once approved – the application is submitted to the EMIS 

Reviewer (1) to allow for allocation of an EMIS number 

before a certificate can be generated (except in Western 

Cape).

1



EMIS USERS



LOGIN AND ROLE SELECTION

94

The Main Menu page provides access 

to various user roles and system 

functionalities. It serves as a central hub 

where users can navigate to different 

sections based on their assigned roles. 
Each role has specific permissions that 

determine the level of access and 

actions they can perform within the 

system.

Users must select their role to access 

specific functionalities. To begin, select 

EMIS (1) on the menu. Then click OPEN

(2) next to the EMIS Reviewer or EMIS 

Approver role.

1

2

The EMIS REVIEWER will complete the 

first review and, if all information is 

correct, pass the application to the 

EMIS APPROVER.

The EMIS APPROVER will see the same 

information but also has the option to 

enter an EMIS number, which will be 

allocated to the approved ECD.  Once 

captured, a certificate can be 
generated that includes the EMIS 

number.



EMIS REVIEWER



96

SG EMIS REVIEWER

By the end of this process, the EMIS 

Reviewer can:

• View a list of ECDs that have been 

approved by the ECD Unit for Full 

(Gold) or Conditional (Silver) 
registration.

• REVIEW the details of each of these 

ECDs.

• Send back to ECD reviewers if there are 

any issues.
• Submit for EMIS approval and allocation 

of EMIS number.

To begin the review process, click REVIEW

(1) next to the ECD you want to work on. 
First review for EMIS number.

1



REVIEW DETAILS

97

This page outlines:

• Details of the applicant (1)

• Approved registration status (2)

These are non-editable fields.

Click NEXT (3) if you agree to continue.

1

2
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ECD PROGRAMME DETAILS

98

Scroll down to view the ECD programme 

details.

Note that some details may not have 

been collected during registration and 
can be completed later.



ECD PROGRAMME DETAILS

99

Scroll down to view the 

breakdown of child 

enrolment



ECD PROGRAMME DETAILS

100

Finally, scroll down to see:

• ECD location details

• Reviewer can choose to 

SUBMIT FOR EMIS APPROVAL

(1) for allocation of EMIS 
number 

• or SEND TO REVIEWER (2) to 

make corrections

2 1



EMIS APPROVER



LOGIN AND ROLE SELECTION

102

The Main Menu page provides access 

to various user roles and system 

functionalities. It serves as a central hub 

where users can navigate to different 

sections based on their assigned roles. 
Each role has specific permissions that 

determine the level of access and 

actions they can perform within the 

system.

Users must select their role to access 

specific functionalities. To begin, select 

EMIS (1) on the menu. Then click OPEN

(2) next to the EMIS Reviewer or EMIS 

Approver role.

1

2

The EMIS REVIEWER will complete the 

first review and, if all information is 

correct, pass the application to the 

EMIS APPROVER.

The EMIS APPROVER will see the same 

information but also has the option to 

enter an EMIS number, which will be 

allocated to the approved ECD.  Once 

captured, a certificate can be 
generated that includes the EMIS 

number.



103

SG EMIS APPROVER

By the end of this process, the EMIS 

Approver can:

• View a list of ECDs that have been 

approved by the ECD Unit for Full 

(Gold) or Conditional (Silver) registration 
and reviewed by the EMIS Reviewer.

• REVIEW the details of each of these 

ECDs.

• Send back to ECD reviewers if there are 

any issues.
• Insert EMIS number

• Submit to approve EMIS number.

To begin the review process, click REVIEW

(1) next to the ECD you want to work on. 
First review for EMIS number.

1



104

REVIEW DETAILS

This page outlines:

• Details of the applicant (1)

• Approved registration status (2)

These are non-editable fields.

Click NEXT (3) if you agree to continue.

1

2
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ECD PROGRAMME DETAILS

105

Scroll down to view the ECD programme 

details.

Note that some details may not have 

been collected during registration and 
can be completed later.



106

ECD PROGRAMME DETAILS

Scroll down to view the 

breakdown of child enrolment



107

ECD PROGRAMME DETAILS

Finally, scroll down to see:

• ECD location details

• Review and approval by ECD Unit

• Approver can choose manually type in 

and ADD (1) the EMIS Number, then 
APPROVE EMIS (2), or

• or SEND TO REVIEWER (3) to make 

corrections

2
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SG Application Viewer



LOGIN AND ROLE SELECTION

109

The SG Application Viewer can view a 

summary of all applications in the 

Silver/Gold process.

This role also has the ability to assist 
failed silver applications by sending 

them back for a site visit.

1



View SG Application Summary

110

The SG Application Viewer can view a 

summary of all applications in the 

Silver/Gold process.

(1) Press View – this will open a (2) 
summary of the ECDs SG Application

1

2



Return Failed Silver Applications To 
Site Visit

111

The SG Application Viewer can return a 

Failed Silver Application for a site visit.

(1) Press on Assist Failed Silver to see a 

list of all ECDs with a Failed Silver 
outcome. If an ECD have made the 

necessary changes and needs to be re-

assessed by a Social Worker, this 

application can be sent back to the 

journey application for a new site visit to 
be completed.

(2) Use Admin Notes to provide a 

reason for returning the application 

(3) Press Return to Site Visit to reset the 

site visit status to "Awaiting Site Visit". The 

application will re-enter SG Review 

Process.

1

2 3



Use Customizable Filters 

112

Use the customizable filters to identify 

specific single applications or a group of 

applications with the same key area to 

track. (1) Press on the + to open the 

custom search fields. (2) Select which 
field name to search by e.g. ECD Name 

or National ECD Identifier Number. Fill in 

the identifier (3)and press Update Results 

(4). This filters the list in the table.

Status Dictionary:
EHP Submitted: EHP Document Uploaded

EHP Status: Confirms whether the 

reviewer has reviewed the EHP 

document. (Not Reviewed, Approved, 
Rejected)

Site Visit: Site visit status (Awaiting Site 

Visit or Completed)

1

2 3
4



CERTIFICATE GENERATOR



LOGIN AND ROLE SELECTION

114

The Main Menu page provides access 

to various user roles and system 

functionalities. It serves as a central hub 

where users can navigate to different 

sections based on their assigned roles. 
Each role has specific permissions that 

determine the level of access and 

actions they can perform within the 

system.

Users must select their role to access 

specific functionalities. 



GENERATING REGISTRATION CERTIFICATES

115

Users can ensure that approved ECD 

applications result in the correct 

certificate or notice being generated, 

stored, and made available for 

download and printing.

These certificates reflect the approved 

registration level (Silver or Gold), 

associated expiry terms, and any 

conditions or restrictions applied during 
the approval process.

The user can click on Bronze 

Application (1) in the Main Menu page 
and then select the role Reg 

Application Certificate Generator (2)

1

Once an Application Approver submits a final decision:

• If the application requires an EMIS number, certificate 

generation will be paused until the EMIS Approver has 

completed their task, or

• The system will automatically generate the relevant 
refusal notice.

2



ACCESS GENERATED CERTIFICATES

116

Navigate to the Available Reports, 

where you can click SHOW to:

• Show a certificate for Silver/Gold 

Certification (1).
• Show a refusal notice (2) for 

applications that failed to meet 

minimum standards.

• Show a certificate approved for 

Bronze Certification (3).

Certificates are also visible under the 

Registration tab in Release 1.

1

2
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SEARCH APPLICATION TO SHOW REPORT

117

Select the type of certificate (1) – the 

user can now use the search 

functionality to find a specific 

application.

(2) Press on the + to open the 

custom search fields

(3) Select which field name to search 

by e.g. ECD Name or National ECD 
Identifier Number. Fill in the identifier (4) 

and press Update Results (5).

Press on Download (6) which opens the 

a table with the PDF. Press Open (7) to 
download the certificate.

1
2
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REVIEW CERTIFICATE DETAILS

118

Each certificate or notice includes:

• Allocated EMIS number (1)

• Approved registration level (Bronze or 

Silver/Gold) (2)

• ECD programme details (3)

• Expiry date based on compliance level (4)

• Approved capacity (number of children), and 

any conditions or restrictions (e.g., age groups, 

operating hours) (5)

NOTE: Templates differ based on programme type:

• Centre-based: Includes building plan and EHP 

certificate details

• Non-centre based: Tailored to programme 

category (e.g., playgroups, toy libraries)

3
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THANK YOU.
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