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YOU ARE BRONZE APPROVED - CONGRATULATIONS!

YOU ARE REQUIRED TO SUBMIT AN
APPLICATION FOR SILVER/GOLD:

Bronze
approved

NEXT STEPS
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WHY IS THE SUBMISSION OF THESE DOCUMENTS IMPORTANT?

 Required by Children’s Act Regulations

« Aligned to norms and standards

* A key step in the silver process and to achieve registration
requirements

 Canreduce some of the standards that need to be observed

onsite by a social worker

* Provides a sense of how the ECD programmes is managed

Early Childhood
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SILVER/ GOLD APPLICATION SUBMISSION DOCUMENTS

Business plan: ECD pregramme overview, Management Committee Structure, Fees

and Finances, Daily Programme, Disciplinary Policy

Gold: Approved building plan,

silver: Application for building plan approval OR Hand-drawn Site layout

Founding document (Consfitution if registered as a legal entity)
Emergency plan
Health Report/Cerificate

Implementation Flan

Qualifications: ECD Qualification NQF Level 1-4 of the supervisor or any staff member
(Silver) ECD Qualifications NQF 1-& of the applicant (gold)
OR proof of 3 years experience (work contract or CV)




SILVER/GOLD SUBMISSION DOCUMENT TEMPLATES

) Bronze . . L.
Instructions for Silver/Gold Submission

) silver [ Gold

Well done on achieving Bronze registration under the Children’'s Act.

=) Applicant Archive

To reach Silver or Gold registration, you need to agree to some programme standards and submit more
documents and have a site visit.

INSTRUCTIONS:

You will need to confirm that your ECD (Early Childhood Development) program meets certain
pregramme standards.

Download Business Plan Template here

You will need to prepare these documents:

Download Site Layout Template here

* Business Plan

* Building Plan Download Emergency Plan Template here

* Emergency Plan
You can use your own documents rather than the templates as long as they include all the
requirements.

* Implementation Plan

* You will also need to provide your constitution or founding document

R — You can upload the individual pages as photos or scanned documents in the next steps.

* Staff Qualification - please upload only 1 qualification of any staff me

You will also need to prepare other documents to have ready on site for your site visit

Download Document Checklist here

For more guidelines on how to complete these documents and prepare for your visit click below.

ownload Full Guidelines and Templates here

& BACK NEXT
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WHEN COMPLETING THE DOCUMENTS, REMEMDER:

« ECD identifier number that you will receive from eCares must be

completed on every document where there is a space to

include it

 These are document templates. You can make use of your own

documents. However, remember, documents must be aligned

fo the templates.

Early Childhood

e‘ a res ’ Administration &
Reporting System




BUSINESS PLAN: ECD PROGRAMME OVERVIEW

Your BUSINESS PLAN provides an overall picture of your programme and helps the Department of Basic Education (DBE) understand how your

run your programme.

BUSINESS PLan

51.1: ECD PROGRAMME BUSINESS PLAN - PROFILE

ECD programme Overview:

ECD PROGRAMME PROFILE

MNATIOMAL ECD IDEMTIFIER NUMBER /4 unigue number that identifies an ECD Programme, the reference
number given fo you when yvou started the BRONIE application.)

E

ECD PROGRAMME NAME

YEAR OF OPENING
(The year in which the ECD programme started operating. |

NAHE AND SIENARE O AFLCANT/OWNEL * Make sure you include the same information that was
PROVINCE used to complete the bronze application, especially

LOCAL MUNICIPALITY
PHYSICAL ADDRESS

information linked to your profile

TELEPHOME NUMBER

EMAIL ADDRESS Overview of the ECD programme: Why does your

Daity opening time: .
Doy clow fime programme exist and who does your programme
benefit?

THE PROGRAMME |5 OPEN DURING THE FOLLOWING TIMES:

NUMBER OF DAYS OPEN PER WEEK
Tick number of days)

WERVIEW OF ECD PROGRAMME
1 ROVIDE THE AIM OF THE PROGRAMME AND WHO IT TARGETS:

Class groups and composition: How many classes do

you have and what is the planned number of children
“LAN FOR CLASS GROUPS AND STAFF COMPOSITION .
pmeee———p—— and staff you aim to meet.

CHILDREN NUMBER OF STAFF

2 AS3 NAME/NUMBER AGE RANGE

HF=
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BUSINESS PLAN: FEES AND FINANCES

S51.2: FINANCIAL OVERVIEW

ECD PROGRAMME PROFILE

NATIONAL ECD IDENTIFIER NUMBER (4 unique number that identifies an ECD Programme, given to you
when you start the BRONZE opplication)

E
ECD PROGRAMME MAME
AGE CROUP FULL DAY FEE PER CHILD HALF DAY FEE PER CHILD
(Rand per monin) | (Rand per montn) Monthly fee structure: Include fees charged per age
PARENTS AND
GUARDIANS ARE g rou p
CHARGED FEES
AS FOLLOWS:
Monthly income: Include where money is received

MONTHLY INCOME
(Money you receive from fees, donations, government subsidy and other sources)

and how much

Donoters : Monthly expenses: Include the things money is
Oter : spent on and how much to ensure the programme keeps
TOTAL REVENUE R running

rograrmime.
LICELIre OF equipiment,

L

AONTHLY EXPENSES '

Profit: Money the programme receives — money the
programme spends

Rent

Food expenses

Cleaning equipment and materials
Other:
Other:
Other:
Other:

her:
TAL OPERATING EXPEMSES
basic education h
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BUSINESS PLAN: MANAGEMENT COMMITTEE STRUCTURE

51.3: MANAGEMENT STRUCTURE

ECD PROGRAMME PROFILE

NATIONAL ECD IDENTIFIER NUMBER [A unigue number that identifies an ECD Programme, given fo you
when you start the bronze application)

E
ECD PROGRAMME NAME
T —— Indicate whether the programme has a

COMMITEE OR BOARD. - V- AMANAGEMENT management committee or board

OR TRUSTEES?

If the answer & “YES", complete the toble below If the answer iz “NO", give The names of the .

responsble peren/onnerinhe fable below If your programme has a structure committee/board
NAME OF PERSON / MEMBER | POSITION — add names of the board members to the table

MANAGEMENT COMMITTEE/ If your programme does not structure

IBSJES'I:EEEE;IHEEESS;DNSIILE . .

OWNER/APPLICANT committee/board — add names of responsible person
Examples of roles is provided

n You may Include the below proposed posiions If they form part of your committee:

CHAIRPERSON: Rurs the meetings and makes sure ORDINARY MEMBER: P=ople who provide input on

evenyone follows the ogendao discussions concerning organisation

VICE CHAIRPERSON: Assists the chairperson and You may include the below proposed posifions if

takes over their responsikilities when absent there is no management committee

TREASURER: Overses finances of organisation OWNER/RESPOMNSIBLE PERSOMN: Chwins the ECD
centre or is responsible for day-to-day running of

SECRETARY: Takes minutes during meetings and the centre

rmakes sure records are in order

basic education
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BUSINESS PLAN: DAILY PROGRAMME

51.4: DAILY PROGRAMME

ECD PROGRAMME PROFILE

MATIOMAL ECD IDENTIFIER MUMBER (4 unigque number that identifies an BECD Programme, given fo you
when vou start the bronze application)

E
ECD PROGRAMME NAME
DAILY PROGRAMME
1 O AGE GROUP « . . . 0 5 0noO
— — Its is important to provide a variety of different activities
Include the age group and the activities that are

planned on a daily basis

—— Examples of the types of activities are listed

TIME ACTIVITY
Remember for full day programmes, its important to
include rest times.
Snack and meals times should be included for all
programmes

P: The length of time for each activity should FREE PLAY:
be guided by how long each age group Extended time for children to play with adults
can concentrate for. You should hove a daily providing support, ideas, and extension of learning
program for each class or age group.
LARGE GROUP TIMES:
Programme must include MEALS, SMACK TIMES, AdultHed octivities that enable children to have
SLEEP/REST (full time programmes). fun and use movement and music to hove fun
and develop gross motor, language, and other

Other activities can include: skills.

SMALL GROUP TIMES: STORY TIME:

Aduli-led activities that support development in Adults share books and stories with children,

areas such as creativity, early liferocy, numeracy, encouraging lofs of conversation to support early

cogrnifive developrment, and fine motor skills. language and literacy development.

basic education

Department: -
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BUSINESS PLAN: DISCIPLINARY POLICY

basic education

Department:
Basic Education
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51.5: DISCIPLINE POLICY

when you start the bronze application)

ECD PROGRAMME PROFILE

NATIONAL ECD IDENTIFIER NUMBER (A unigue number that identifies an ECD Programme, given to you

E

ECD PROGRAMME NAME

The programme aims to create a place where
staff and children are respectful aond kind to one
another. We commit to being an example to
our children and showing them the behaviours
that we want our children to learn through using
pasitive discipline and not punishment. Positive
discipline teaches children how to behove well,
without hurting them, scaring them or making
them fesl small. Theze are values we want the
children to learn, and we encourage parents to
reinforce these values at home.

‘We will support children to behove well by:

* Using positive guidance, distraction, and
redirection to help maonage children's
behaviour.

» Setreasonoble rules for children's behaviour, fll
therm about the rules and ensure that the rules
are applied consistenthy.

* Seeing potential problems before they hoppen
and preventing them from taking ploce (e.g.
too few toys).

* Helping children to understand the
consequences of bad behaviour and when it is
important to say somy.

* Be anexomple of behoviour that children
sometimes find hord such as patience and
sharing.

a printed copy on hand at owr site.

* Roising any concems about a child's
development or behaviour with the coregiver or
parent in a private conversation.

Behaviour such as biting, hitting, kicking, pinching,
and pushing is guite common among young
children. For children at our programme to remain
safe and enjoy their ervironment we will deal with
this kind of behaviour firmly and prompthy, using
the methods described above, and encouraging
them to speak to an adult when they feel
frustrated.

We commit to never:

* physically hit, smock, slap, kick or pinch a child
* threaten to physically punish a child

» uze rude and unkind longuage towards a child

The safety of all children is o priority for us. We
reserve the right to ask parents to remove their
child from the programme if the child continues
to behaove aggressively and poses a risk to other
children.

Tick below to confrm that yvou ogree with this
discipline policy:

We have adopted the above Disclpline Policy for our ECD Programme and have

If this template will be used in your ECD
programmes, adopt the policy by ticking the box

There should be a printed copy at the site that is accessible.

Own policies can be used, however, ensure that policies
align with the content of the template




BUILDING PLANS/HAND-DRAWN SITE PLANS

GOLD:APPROVED BUILDING PLAN

ECD PROGRAMME NAME
* To qualify for gold registration an approved building plan is E
required
Sketch of building (One building at a ime) “F Tength _ width Condition Statement
* Submit this document if you have it available [ @ T [T ebeEg TTTT]

=N

ISt |

 SToCE . CLASS

SILVER: APPLICATION FOR BUIDLING PLAN Y ;K Wi‘_’fwf& =iE
APPROVAL ‘ (o

i

|_FAws—} | 1008 N [ W 9

Fence

| _1Bwck 4 I
Some ELP programmes may still be in the process of getting '. amg\lgmkjcm s !T i
an approved building plan. ‘_m‘__;.m..;ag—':;?—__:—q. aren

In this case an application for approved building plan can be
submitted — this would mean that the programme would
qualify to meet silver requirements

E'I'EHI.'I YOU ARE A BIRD FLYING OVER YOUR ECD CENTRE AND TRY TO DRAW OUT WHAT YOU WOULD

E FROM AROVE:
1. Measure out the boundanes of the sife and dronw 4. Mark out the diffesent rooms within fhe buildings
SILVER: HAND-DRAWN SITE LAYOUT e ket
C of the spoce on the keft. 5. Label what each of the spoces B used for eg.
clossroom, kitchen, ocutdoor play areq, foilet.
2. Draw within the boundaries of the site and drow them
. . with reaswements in metres, close to the edges of &. Draw shapes fo shiow fisfures and large equipment and
For programmes can also submit a hand-drawn site plan the space on the et Pow many of fhem- such as folefs, basis, kfchens
counters, cupboards and jungle gyms. Also show doors
3. Write the meamurements of the buildings (how long and windows.

and wide they are) onto the drowing.

Draw your site plan using the instructions
provided. Show measurements in cm or meters m § ets




EMERGENCY PLAN

FIRE SUSPICIHOUS, VIOLENT OR HARMFUL ACTS
1. Make sure children ane safe by evacudting them o 1. Do not open the door to see what is happening.
the assembly point or safe area. 2. Do not confront the person.
2. Call the fire department. 3. Keep children insde and away from the windows,
3. The fire extingusher or bucket of sand should be usad 4. fyou hear shooting nearby, get all the children to lie
to put out fires that can be controled. on the ficor
4, [f the fire is out of control, do not try and put the fre 5. Lock the door.
out yoursalf, &, Call the police.
5. Close doors and windows as you leawe to contain the 7. Do not leave the room until it is safe to do so.
fire.
#. Chidren must be accounted for at the assembhy ACCIDENTS AND INJURIES S b 2 = I d h
the head.
GAS LEAK OR DANGEROUS MATERIAL SPILLS 2. In a medical emergency stabilise ond comfort he h 1 1 I d 1 d
1. Mo sure the chiidren are saie by evacuating them ehi ensure that It includes evacuation procedures, emergency
to o safe area. 3. Call ambulance =rvice or the national cell phone
2. Do not touch light switches or use your cell phone or emegency 112, b
electical equipment in the area. 4. An adult must be with the chid at all times including n u m e rS
3. If the spil or leak & serdous, call 112, whean transported to the hosgital,

OR DESCRIBE YOUR EVACUATION PLAN HERE: .
Em Draw emergency plan and evacuation procedures

Add emergency numbers from your local
community

Window = g ‘,zk;;);'ns"m‘\'
Primory Esapebh — > g
Escope fin ___ o 574-123- Y567

Nearsst exi: Assembly point An emergency plan must be displayed at the ECD
programme. Ensure that the emergency plan is also
displayed at the site.

Il HEALTH WARNING SIGNS IN CHILDREN II

I you nofice these warning signs Inform the parent and seek medical guidance:

= COUGHING: A child Is coughing and breathing fast

= FEVER: A child's temperalure ls over 37° er their head Is very hot te the touch, they are sweating. shivering

and not hungry
= VOMITING: A child cannot keep foed or liquids dewn
= BUMMY TUMMY: A child has a constant iquid diarheea and has swellen eyes

L] ' #
EMERGENC
NUMBERS

OLICE STATION:
LOGEST CLINIC:
DEPARTMENT:
AMBULANCE SERVICE

basic education
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FOUNDING DOCUMENT (CONSTITUTION IF REGISTERED AS A
LEGAL ENTITY)
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IMPLEMENTATION PLAN

Siver Gold reglstration requires the submisdon of an implementation plan. This plan shows that the BECD programme
undarstands eany chilldnood davalopment, the oblectives of lsaming activiias, and how to achleve the dasied
oufcomes.

Animpemantation plan shows the broad learning and devalopment areas/the mas and concepts that would be
covarad In a yecr. The Natlonal Cumculum Fromewone sugoge sts that activities should promote the tallowing sk aarty
leraming and developmeant areos:

EARLY LEARMING AMD DESIRED RESULTS
DEVELOPMENT AREA

Wwallbaing ¥ Chlldren are becoming more awora of themsatves s Individuak, devaloping a positva
selt Image and leaming how o manage thalr cwn bencylour

¥ Chillaren are demonstrating growing aworaness of diversty and the need to respect
and cans Tor othars.

¥ Chilldren are beginning to demonstrate physical ond motor atliies and an
understanding of a heallfy ifestyle.

Identty and telonging |+ Children are Becoming more awore of themseivas o Individuak, developing o positve
seltdrmage and kaming how to manage halr own e haviowr.

¥ Chilldren anre demonstrating growling oworanass of diverstty and the need to respact
and cane Tor othars.

Communlcation J Chilldren ane lecrring how to think cifically, sohve probkems and Tonm concapts.
¥ Chlldren are lecrring to communlcate effactivaly and wse language conflaantty.
¥ Children arz kecrning about mathematica concepts.

Exploing mathematics |« Children are learning how to think cafically, soive protkems and tom concepts.
¥ Chilldren arz keorning to communlcate effectively and wse language cormasnity.
¥ Chilldren are kecrning atout mathemctico concepts.

Craativity Chilidren cre kaming how to think crtlcally, solve problams and fom conce pts.

Chilidren are bacoming morz aware of hemsalvas as Individuals, devaloping o postive
sefi-lmage and leaming how to manage thelr own behavlour.

Chilidren cra lkaming to communlcate effectvealy and use language confidantty.
Knowledge and Chilidren cre kaming how to think crtlcally, solve problams and fom conce pts.
uncerstanding of the Chilidren are demonstraing growling cwarsnaess of divardty and the nead to respact and
ward care for othars.

Chilidren ora kaming atzout (mothematical) concapts.

Concepts retans towhat exactly It s the children need toleam about. A concept may be sometning speciic or
acartaln aspact of It, may be a behaviour or cutture, For axampla, the concapt of a free: depanding on the

devalopmentd age, children kam about how o tiee grows, whera It grows, body of a trea, and how It §s lookad
cifter.

The Implemantation plan wil most ksl dfter depanding on the oge goup dnce development gods, Intarasts and
curasity vary according to chilcren's ages.

IMPLEMENTATION PLAN

MNATIONAL ECD IDENTIFIER MUMBER (A unigue number thot idenfifies an ECD Programime, given 1o you
when you starfed the BEONIE aplication)

E

ECD PROGRAMME NAME

ANMUAL IMPLEMENTATION PLAN

Age group:

Months Themes

Concepts (What the children need to learn)

lanuary

Fabruary

March

April

May

Juna

July

August

September

October

Mavember

Decamber

N tmcseanon gana PeLe

ration drive
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QALIFICATION or PROOF OF EXPERIENCE
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FEBRUARY 2025

SUBMITTING AN APPLICATION FOR SILVER/GOLD
REGISTRATION IN ECARES

INSTRUCTIONS FOR BRONZE REGISTERED ECDS AND NGOS
SUPPORTING REGISTRATION




YOU HAVE RECEIVED BRONZE
REGISTRATION — WHAT HAPPENS NEXT?

Regis.trat.ion Site Visit Registration
Application

_, Application
| Administrator * Checkithe ELE -
Logln to eCares programme and site REVIewer +

ANSWEr alTew « 1st check application against the norms and Approver
questions details standards

Submit the

documents listed in  Check documents and
the guidelines approve or request Creates

Submit an corrections recommendation
Environmental Health
Report / Certificate if
received

ECD Applicant

Reviews application

Final Approval or
Refusal Notice

Registration Cert

basic education c ‘
S \ Administration &
& Department: e ares Re:::!isn:Syosr;am
W) asi cducaton 3B B
Rmzs”  REPUBLIC OF SOUTH AFRICA
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ECD APPLICANT - LOGGING IN TO YOUR ECARES PROFILE

oy :
: basic education
- - m | ~
Q 5’ Basic Egucabon
REPUBLIC OF SOUTH AFRICA

* Access the eCares portal using a laptop
or tablet or phone at:

ECD Programme

TV - W

 Choose as an ECD Programme

Register an ECD—progromm here

LOGIN

Register as a new user



https://dbecares.dbe.gov.za/

ECD APPLICANT - LOGGING IN ON ECARES

Signin

‘ R, Mobile number ‘

Early Childhood
Administration &

eca res Reporting System ‘ @ Password ® ‘

Recover your password

Sign in using your mobile/cell phone number and your
eCares password.

Remember to start your number with 27 and remove
the 0.

If you forget your password click on
and complete the details — you will be sent a

new one-time pin and need to enter a new password.

basiceducation @ e |eeyon idhood

kg
(f ) e eCares/
Qk j Basic Educati



https://dbecares.dbe.gov.za/

ECD APPLICANT - CHANGING A PASSWORD

Change Password

* The system will prompt you to change the password to your

@ Your password was reset desired one. It must be

Please select a password that conforms to

password policy level 1:
Minimum of six characters.

* Enter your new password, confirm it, and click on

‘ New password J

‘ Confirm password J

i
baSiC education Early Childhood
(% ,;9) Depariment eCares Roportog o

B B B =
REPUBLIC OF SOUTH AFRICA




SUBMITTING REQUIRED DOCUMENTS AND
INFORMATION FOR SILVER / GOLD
REGISTRATION

Department:




ECD REGISTRATION APPLICATIONS
LANDING PAGE -0

1 éronze
Bronze Bronze ACTIONS v
= silver [ Gold '
Welcome
=) Applicant Archive Cate Carrol - Applicant Welcome
Applications - View or Edit An Existing Application Search Cate Carrol - Applicant
ECD Narme Name And Surname National ECD Identifier Number -+ ID Number Date Created
o snies founs Applications - View or
Edit An Existing
Application
On your first login, you'll be directed to the
Search }
If you are using a laptop or tablet your menu N National

will be down the left-hand side — [1] ﬁﬁ»’*‘

If you are on your phone you need to click on : Bana peL

the three stripes on the top left of the screen to

2
e basic education c ’ iadrly. C_hildhooq&

©) =z eCares :.::.. see your menu [2]
V REPUBLIC OF SOUTH AFRICA —




ECD REGISTRATION APPLICATIONS
LANDING PAGE

4 WhatsApp «' = @ @ 90% ==

[:=] Bronze )
Silver/Gold
= silver [ Gold 1
Welcome
[ Applicant Archive Cate Carrol - Applicant
ECD Applications for further Silver/Gold submission: Search
Bronze
ECD Name Name And Surname National ECD Identifier Number ID Number Date Creat 2
Cate R2A Test 5 Cate Carrol E10226700 66hhgg 2025-02-27 1 :
oo’ itver / Gold
R2A Cate Test Cate Carrol EI0587335 55443266 2025-02-27 1
Demno 2A Cate Carrol E13191761 12344009988743 2025-02-21 C

Applicant Archive

Select to see your approved Bronze application that is ready for
Silver/Gold submission
1. If you are using a laptop or tablet your menu will be down the left-hand
side —[1] _RN ==
If you are on your phone you need to click on the three stripes on the l Bana Pe"'
basic education top left of your screen to see your menu and then select [2]

Department:
Basic Education

pisnbdegitaiad 3. Then select [3] for the Bronze approved application that you want
to begin Silver/Gold submission for




STARTING A SILVER/GOLD SUBMISSION

ec ANCEL
Instructions for Silver/Gold Submission

[=] Bronze Application

Well done on achieving Bronze registration under the Children’s Act.
s Certificate

To reach Silver or Gold registration, you need to agree to some programme standards and submit more documents

& £cD Profiles nave o site vist In the first step you will see instructions for what needs
= silver/Gold INSTRUCTIONS: to be Submitted

Application

- You will need to confirm that your ECD (Early Childhood Development) program meets certain programme standa
[=] System

You can download individual templates for documents
. needed for submission [1] and a checklist for the
. Building Pian documents that need to be submitted and prepared
e for site visit [2]

« You will also need to provide your constitution or founding document if you are an NPO (non-profit organization) o

registered Trust or Company. Otherwise, you can download the full set of templates
Download Business Plan Template here With gUideIines [3]

- You will need to prepare these documents:
[Z=] Support

Download Building Plan Template here

R Remember you can use your own documents if they
¥You can use your own documents rather than the templates as long as they include all the requirements. h ave a | | th e in fo rm atio n S h OW n in th e te m p Iate S

You can upload the individual pages as photos or scanned documents in the next steps.

Press or [4] to move through the
6 You will also need to prepare other documents to have ready on site for your site visit a p pI icatio n .

Download list and templates here

For more guidelines on how to complete these documents and prepare for your visit click below. Press [5] at any time to Close the application "
e ovinioas G eipes nere you can continue with it at any time by selecting
WaZs¥  REPUBLIC OF SOUTH AFRICA N ———

< BACK NEXT H




STARTING A SILVER/GOLD SUBMISSION

Declarations

The next step contains a number of statements that
must be confirmed to show that you are meeting the
standards for an ECD programme.

Flease confirm whether you agree with these statements about how you operate your ECD progrﬂmme;" 5

| believe all children deserve to reach their full potential.

These standards are difficult to assess in a site visit so
your confirmation provides assurance that they are
met.

[ Confirmed

Confirmed

Confirmed

Please read these carefully and make sure you agree
with them before confirming. These are all very
important standards for child safety, well-being and
development

Practitioners at my ECD programme support children to develop self-control (such as by being patient and keeping trying and to
practise an appropriate level of independence (such as through making choices), and to interact positively with other adults and
children.

Confirmed -

Fractitioners at my ECD programme encourage and model respect for different genders, languages, religions and cultures, and create
opportunities to learn about diversity

Click on the [1] under each statement to
select that you confirm.

‘ Confirmed - ‘

Adults at my ECD programme never discriminate against any children or parents.

‘ Confirmed - ‘

Practitioners at my ECD programme support children’s emotional needs and create a safe environment for them to express their feelings

&

________

basic education c ’ Early Childhood

Administration &
Department: e a res Reporting System
REPUBLIC OF I =
REPUBLIC OF SOUTH AFRICA




Confirm Document Readiness

Please confirm whether you have the following documents completed and copies available on site. You can use either s I A R I I N G A S I LV E R/G O LD S U BM I ss I O N

the templates we provided or your own documents, as long as they follow the format of the templates

After confirming you have the documents ready - you can either upload them in the next step (which will make
processing quicker) or wait for them to be collected on site visit

Please answer thefollowing questons: The next step checks what documents you need and
are you formally se up as a type of organisation? allows you to confirm whether you have them ready on

This means that you are set up as a voluntary association, a non-profit company, a trust, or a for-profit company - with a S Ite
management committee or board of directors or trustees, and a constitution or other founding document.) y

L o Please answer the questions honestly so that your

I have the following documents ready to upload and with copies available on site: reg i St ra ti O n p ro Ces S i S n Ot d e I ayed .

1. Business Plan

{including programme overview; fees and finances; management structure; daily programe; discipline policy) C I i C k O n t h e [ 1] to C h OO S e yo u r a n Swe r

you have confirmed that all your documents are ready.

2. Approved Building Plan [ hand-drawn lay-out

I have a Building Plan copy [ hand-drawn lay-out available on site:

Once you have confirmed document readiness a site
visit can happen at any time.

Not Specified

| have a Business Flan copy available on site
Not specified P -] You will not be able to proceed with submission until
d

3.Emergency Flan

| have an Emergency Flan available on site:

Mot Specified -

4.Constitution/Founding Document (where applicable)

I have Constitution/Founding Document copies available on site:

‘ Mot Specified - Ba|‘° - -




SILVER/GOLD DOCUMENT SUBMISSION

Document Upload :

Upload images or scans of the following completed documents for your ECD program. You can use either
the business plan templates we provided or your own documents, as long as they follow the format of the
templates.

Upload Required Documents

o Please upload the following required documents Document Status Document Verification
s

51 Business Plan - $1.2 Fees and Finances Required Await_Review
S1 Business Plan - 51.3 Management Structure Required Await_Review
S1 Business Plan - S1.4 Daily Programme Required Await_Review
S1 Business Plan - S1.5 Discipline Policy Required Await_Review
$2 Approved building plans [ hand-drawn lay-out Required Await_Review
S$3 Constitution/Founding Document Required Await_Review
5S4 Emergency Plan Required Await_Review

51 Business Plan - §11 Programme overview Required Await_Review

55 Implementation Plan Required Await_Review

|4

* The next step is for submission of all your Silver/Gold documents.
* You will see the list of documents you need to upload [1]. Note S1 are all sections of the
business plan — please upload each section as a separate picture or pdf.
 The document status [2] shows which documents are uploaded and which are still required.

basic education

Department:
Basic Education
REPUBLIC OF SOUTH AFRICA




SILVER/GOLD DOCUMENT SUBMISSION

Document Upload

To upload documents first choose the document
name you want to upload and make sure you have
Upload Required Documents the rlght document ready [1].

.,.m.,u.,.mﬁwnamqum Sl Click/select [2]

i UPLOAD @ DELETE 51 Business Plar§= 511 Programme overview

51 Business pian - 12 Foc N R Go to the bottom of the page and use the paper clip
1 eusiness pan - 513 wer i @] iconto choose a document [3]

R < B On your phone it will allow you to choose a libriary

St Business pian - 519 pic or file where your image or document is saved or to
$2 Approved building plar \i/ Ragelotl ta ke a photo [4]

UPLOAD VIEW DELETE 52 Emergency Flan

Photo Library I

Upload images or scans of the following completed documents for your ECD program. You can use either the business plan templates
we provided or your own documents, as long as they follow the format of the templates.

When your image or document is uploaded click on

[5]

Do the same for all your documents until all the
statuses show uploaded.

Take Photo or Video

U ‘ Upload Docu+ent

Choose File 5

Security & Privacy Notice

< BACK NEXT

C= ..rod.mezzanineware.com (1

“ -+



SILVER/GOLD DOCUMENT SUBMISSION-
STAFF QUALIFICATION

[i=) Bronze

Staff Qualification Upload: A proof of ECD qualification or at least 3 years of

Please upload only 1 staff qualification of any staff member. You do not need to upload for all staff exp e r| ence ne Ed ) to be U p |O d d e d fo I 1 mMmem b er Of

&) silver [ Gold

A=) Applicant Archive members . .
i staff or the application
staff Qualification status To upload the document click on the paper clip [1].
PAW”““““ | S— Select the document you want to upload
0] | Upload StuﬂlQuclificutinn —

Q On your phone it will allow you to choose a library

% ‘ or file where your image or document is saved or to
take a photo [3]

p 4 Page 10of 1

When your image or document is uploaded click on

[2]

Take Photo or Video Select Next to conitnue [5]

Photo Library &=

Choose File 5

Sl
basic education Early Childhood : . -
\ Aministration Security & Privacy Notice
(@) == eCares i / 4
@ REPUBLIC OF SOUTH AFRICA I I T I i
C= ..rod.mezzanineware.com (1

“ -+



ENVIRONMENTAL HEALTH DOCUMENT
s U BMISSIO N If you are a centre-based programme you will

be asked if you have received a document

after an Environmental Health visit from the
Environmental Health Report/Certificate/Notice from Municipality municipality.

{ ) { J
Have you received a Health Certificate; Health Report or Enforcement Notice from a Municipal Environmental Answer Yes or ‘No” [1] (please _Only A
Health Practitioner (EHP)? yes if the document has not expired.)

If you have answered ‘Yes’ it will ask you to
upload the document.

Yes - ‘

' Vodacom 9 @ 9 87% =m

Click on the paper clip icon [2] to choose to
upload.

% ‘ Upload Environmental Health Report

‘@

On your phone it will allow you to choose
where your image or document is saved or to
take a photo [3].

Pagelof1

e

Upload Document

3 Photo Library e When your image or document is uploaded

Take Photo or Video click on [4]

Choose File 5

Security & Privacy Notice

C= ..rod.mezzanineware.com (1

¢ +

< BACK NEXT




FURTHER INFORMATION QUESTIONS

The final step is a set of questions that are not
part of registration requirements but that will
help us to understand the type of ECD
organization you are.

Flease answer these optional questions to help us to target and plan the right kind of support for your ECD programme

What year did you open your ECD programme?

The questions asked will change depending on
your answers to previous questions so please

Do you offer a Grade R class?

‘ Yes -
consider your selections carefully.
( ::;-::uur ECD programme a non=profit organisation? This means your ECD programmee is officially set up as a voluntary organisation, a nunp‘r::u_
When you are done select [1]
Is your ECD programme part of a government school?
o - You can now check the status of your Silver/Gold

submission back on the Silver/Gold menu.

Are you registered as a (Pty) Ltd; Ltd or Business Trust?

o - | Look out for a message about any corrections
required and prepare for your site visit

SUBMIT APPLICATION

i
baSiC education Early Childhood
y Depariment eCares Roportog o

Y wses B B =
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