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B. INTRODUCTION
A house with strong foundations can last forever. So too, a child who benefits from quality
teaching and learning from the earliest stages in life, is almost certainly far better equipped to
enjoy a successful schooling career. The benefits of early childhood development are well
documented and proven.
There are 100’s of crèches that act as day-care centres
where children are not stimulated. Love Trust wants to
partner with you so that we can jointly improve the
education at ECD Centres around our country. In order for
this to happen Love Trust has embarked on a Social
Franchising initiative in order to replicate the ECD Centres
on a simplistic but highly effective manner. This guidebook
will act as a tool to standardize the ECD Centres and help
uplift current ECD Centres to ensure quality education.
This book is a guide on how to run your ECD Centre, from governance, finance and also goes
hand in hand with a curriculum that covers basic developmental areas of children in the
foundation phase. This is your guide to help you provide every child you reach with the strongest
possible foundations.
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C. ABOUT THE LOVE TRUST
The Love Trust, a non-profit organisation, began in early 2009 to assist and
support vulnerable children and their communities.
Our vision is to nurture young servant leaders through high quality value
based education, instill a nature of responsibility socially and
environmentally, and teach Christian values.
To date, more young adults are dropping out of school at alarming rates for many reasons. At
present youth unemployment in South Africa is above fifty per cent - a definite recipe for disaster.
Through our flagship school Nokuphila and Tembisa Teacher Training Centre, Love Trust involves
and assists the community, our children, and the vulnerable. We do this by providing skills training
for teachers and establishing low cost private schools with high quality education.
D. WHY WE WANT TO WORK WITH YOU
Love Trust knows how important your work is – providing children with the kind of grounding they
need to reach their full potential. Love Trust has established a number of schools and in doing so
we have gathered useful information which we would like to share with our partners. Our vision is
to grow the number of schools offering world class education. Nelson Mandela said “Education is
the most powerful weapon you can use to change the world” By providing children with valuesbased, excellent education, we hope to raise up a generation of servant leaders who will be
equipped to go back and serve their communities in meaningful ways.
This starts with ECD Centres like yours. We invite you to share the journey by helping us to provide
children with hope for a stronger South Africa.

E.

ALL ABOUT THE GUIDEBOOK

This Guidebook contains information useful to you in running your ECD Centre and providing
quality teaching and learning for your children. It includes five chapters:
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1. Establishing an ECD centre – What you can expect at the beginning stages of starting an
ECD
2. Governance: Rules and guidelines of running your ECD
3. Health and Safety: How to ensure that your school is a safe environment
4. Finance: Managing your cash flow and keeping accurate records
5. Quality Education How to ensure quality teaching
The material in this book has been gathered from the Department of Social Development, schools
already established by The Love Trust, and other private, high-quality preschools and primary
schools.
We hope this will help you greatly. We encourage you to let us know if there is further information
you are looking for, or if you find some sections unhelpful. Any feedback – positive or negative –
will be welcome and will help us to understand if we are achieving our goal of furthering high
quality preschool education.
So please, let us know! www.lovetrust.co.za
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Establishing an ECD
Centre
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1. Establishing an ECD Centre
1.1. What is an ECD Centre?
An early childhood development centre or a crèche is a place for the care of more than six preschool children for part of the day or night. There must be an agreement between the crècheowner and the parents or care-givers, if you take care of more than six children (up to six years
old) on behalf of their parents or caregivers during specific hours of the day or night, or for a
temporary period, you can apply for the registration at your nearest department of social
development or municipal office.
1.2. Why register your ECD?
South African law requires all day care centres to be registered. Each programme should ensure
that the children attending the facility are receiving the nationally required level of education.
Registering your ECD centre is beneficial because the certificate:
• improves your credibility and funding opportunities;
• allows your organisation to open a bank account;
• helps your organisation with tax incentives.

1.3. How to register an ECD centre with the DSD?
When someone wants to establish and register an Early Childhood Development centre or needs
to apply for changes to an existing registration certificate the following is very important:
Any person, organisation or community, which intends to set up an Early Childhood Development
centre, must contact the office of the Department of Social Development in Pretoria to apply for
Non-Profit Organisation status. They must also consult with the Department of Social Development
nearest to the proposed centre. The local authority (municipality) must be consulted to obtain the
right of use and the necessary health clearance certificate to run the centre in a particular place.
1.3.1. Step 1
A person intending to establish an Early Childhood Development centre has to contact the social
worker or other official employed and authorised by the provincial Department of Social
Development at the district office in their region.
The following will be discussed with the social worker:
•
•
•
•
•
•
•

Registration requirements;
Child Care Act;
Registration procedure;
Minimum standards;
Application form;
Subsidy procedure;
Monitoring and evaluation.
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Registration Requirements:
•
•

ECD Centre name
A constitution – A constitution is a form of necessary principles according to which your
ECD has accepted to be governed. You can go to the Department of Social
Development where they will give you a constitution template as well as a form for an
application for a Non-Profit Organisation.
1.3.2.

Step 2

The social worker or other official employed and authorised by the provincial Department of Social
Development will provide the applicant with an application form and any other relevant
documents to use as guidelines.
The following documents, attached to the application form have to be completed by the
applicant:
•
•
•

Menu;
Daily programme;
Needs assessment form, giving details of the area local to the centre in terms of number
of young children and how many other centres cater for them i.e. motivate the need for
this centre in this area.

The applicant also has to submit a copy of:
•
•
•

A lease agreement, proof of ownership or permission to occupy the land;
Job descriptions for centre staff;
Grievance and disciplinary procedures.

No incomplete forms will be accepted. All documents required are to be submitted at the
Department of Social Development offices in Pretoria. The application form will enable the
evaluation process for registration to begin.
1.3.3.

Step 3

When the completed application form and all relevant documents listed in step two have been
received, the social worker or other official employed and authorised by the provincial
Department of Social Development does the following:
•
•
•

Visits the premises;
Informs the environmental health officer by letter;
Informs other relevant stakeholders by letter, for example Department of Education, that
an application for registration has been received.
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1.3.4.

Step 4

When the health clearance certificate and other reports have been received, the social worker
or other official employed and authorised by the provincial Department of Social Development
completes the checklist of all requirements detailed in steps two and three and if these have been
met, issues a provisional registration certificate (valid for one year). During this time a subsidy may
be granted to the centre to enable them to meet the minimum standards.
The following conditions need to be met:
•
•
•
•

Administrative and financial management systems have to be satisfactory;
Services provided to the children in terms of physical, emotional, intellectual and social
care have to be satisfactory;
The physical condition of the centre has to be satisfactory;
The general functioning of the centre has to be satisfactory.

If not satisfactory, the social worker or other official employed and authorised by the provincial
Department of Social Development will continue to consult, advise, empower, build capacity and
review the facility.
1.3.5.

Step 5

The social worker or other official employed and authorised by the provincial Department of Social
Development will monitor the centre for one year and do an assessment of the services offered
by the centre, including:
•
•
•

The general care of the children;
Administrative systems;
Financial systems.

If satisfactory, a full registration certificate will be issued (valid for two-years) and a subsidy may
be paid. If not satisfactory, the provisional certificate will be extended for a further six months
during which a subsidy may be paid. If the centre does not meet the minimum standards after this
six month period it will be shut down.
1.3.6.

Step 6

The centre must be monitored by the social worker or other official employed and authorised by
the provincial Department of Social Development for two-years. A developmental quality
assurance assessment must be done and the registration certificate will be renewed or withdrawn.
A centre has to re-register when an applicant intends to:
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Move the centre to another building or premises;
• Extend or decrease the size of the existing structure;
• Increase the number of children enrolled;
• Sell the business or change ownership.
1.3.7.

Step 7

The centre management is responsible to ensure that records remain updated and the necessary
documentation is completed annually in order to maintain the Non Profit Organisation (NPO)
status and the Registration of the ECD Centre.
The ECD Centre must supply a narrative, which is a business plan, annually to be able to continue
as an NPO.
New staff at centres are expected to have police clearance. This is a requirement of the Child
Protection Act.
SARS requires a record of payment to staff and contributions to the Unemployment Insurance
Fund to be submitted monthly to the Department of Labour.
1.4. What is governance?
Why is the school gate left open? Who let a child leave without a guardian / parent signing the
visitor’s log? Why does a teacher come late to class while children are left sitting doing nothing?
Have you ever asked yourself why you are allowed to question the principal, teacher, volunteers
or even the guards at school? The answer is Governance.
• Governance is a set of rules, procedures or guidelines that help to guide the school. It holds
the principal and all employee s at the school responsible, and accountable for their
actions.
• It is the responsibility of the principal to communicate all policies to the staff and any
changes that are made to any policies.
• Governance is how any organisation and/or institution is run, even our great nation South
Africa.
1.4.1.
•
•

Why is it important?

Governance enables employees to have access to information on policies and what
staff may or may not do. It allows them to ask questions or raise concerns.
Good governance creates a harmonious, safe and orderly environment where staff can
work and plan and children can learn and develop.

1.4.2.

The role of the principal

See the table on the following page
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•

•
•

RULES AND REGULATIONS
Work with government departments and
ensure requirements are met regarding
registration, licensing, town planning, labour
law, fire safety, first aid.
Keep informed about legal responsibilities.
Update training and certification of school
and staff.

•
•
•
•
•

HEALTH AND SAFETY
Plan and maintain a good health programme.
Keep health records on all the children.
Work with staff and parents to ensure
children’s optimal health and nutrition.
Refer families to community health agencies
for special help when necessary.
Plan the teaching programme for health and
safety.

•
•
•
•
•

•
•
•
•
•
•
•
•

•
•
•
•
•
•

STAFF
Recruit and hire staff; provide orientation,
provide leadership and guidance to staff.
Prepare job descriptions for staff.
Design and implement staff policies.
Assist staff to understand and implement the
goals of the school/centre.
Plan and provide in-service training.
Assess staff regularly.
Keep personnel (staff) records.
Encourage staff involvement in professional
development and community involvement.
COMMUNITY
Build good community relationships.
Maintain good community relationships.
Establish an effective process for advertising.
Establish an effective process for public
relations.
Establish contact with agencies within the
community.
Be involved in community activities and issues.

•
•
•
•
•
•
•

CHILDREN
Enrol new children.
Keep a waiting list.
Allocate children to the correct classes.
Try to get to know each child in the school.
Ensure that the children’s profiles are up to
date.
Check the children’s reports.
Refer children to specialists when necessary.

•
•
•
•
•
•

•
•
•
•
•
•

PHYSICAL ASSETS AND EQUIPMENT
Plan the indoor and outdoor environments.
Maintain the physical assets and equipment.
Repair or replace damaged equipment.
Plan for the future needs of the school.
Keep inventories and records of purchases,
repairs, etc.
Manage the ordering and storing of
educational supplies and food.

•
•
•
•
•
•
•
•
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CURRICULUM
Set curriculum outcomes according to the
school’s goals.
Guide staff in implementing and maintaining
goals and outcomes.
Assist staff to research and obtain teaching
and learning materials to implement the
curriculum.
Assis staff to evaluate (and adapt) the
curriculum.
Keep up to date on curriculum issues e.g.
changes in national curriculum.
PARENTS
Interview prospective parents.
Give prospective parents information about
the school.
Organise regular parent meetings.
Plan and implement parent education
activities.
Encourage parental involvement in the
school.
Keep records of parental involvements and
parent education activities.
FINANCES
Set up a budget and prepare a year end
budget analysis.
Control expenses.
Collect school fees.
Keep records of income and expenditure.
Manage payment of wages, salaries,
equipment and supplies.
Handle petty cash.
Write monthly reports on expenditure.
Report to the board.
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1.4.3.

List of forms needed

For many ECD practitioners, keeping their child care forms and files in order is much more difficult
than caring for the children. However, if you don’t keep the children’s forms and files current, you
are not taking care of your business, and you could be putting the children at risk. If a child is
injured you must be able to find the emergency contact information for him or her quickly. It is
recommended that you have a complete file for each of the children in your program. Some
providers keep each child's file in a separate folder, others use binders. Choose the method that
works best for you.
Below is a list of forms and policies you will need to run your ECD efficiently. Look in the index to
find the page number of the form you are looking for.
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Registration Form
About your child
Health History
Indemnity Form
Outing consent form
Illness report
Emergency contact form
Accident report
Consent for emergency treatment
Discipline report
Account overdue
Termination of day care services
Employment contract
Treatment of employees policy
Employee code of conduct
Conflict of interest policy
HIV/AIDS policy
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1.4.3.1 Registration Form

Registration Form

ECD Centre
logo/stamp

Please print clearly with blue or black ink.
1

Child’s Full Name: ___________________________________________________

2

Birth Date: __________________________________________________________

3

Address: ____________________________________________________________
_____________________________________________________________________

4

Child’s ID/Passport Number: _________________________________________

5

Country of Origin: ___________________________________________________

6

Does the child have any disability? __________________________________

7

Does the child have any allergies?___________________________________

8

Hours of Attendance at the ECD Centre:
AM___PM____Evening___Full Day____

9

Person/Caregiver Responsible for child:_______________________________

10

Relationship to the child:_____________________________________________

11

Mother’s Full Name: _________________________________________________

12

Cell Number: _______________________________________________________

13

Occupation: ________________________________________________________

14

Work Phone: ________________________________________________________

15

Name of Employer: _________________________________________________

16

Father’s Full Name: __________________________________________________

17

Cell Number: _______________________________________________________

18

Occupation: ________________________________________________________

19

Work Phone: ________________________________________________________

20

Name of Employer: _________________________________________________

21

Parent/Guardian with legal custody:_________________________________

22

Parents are: Married ___/ Living Together___ / Divorced ___ /
Separated ___ /Widowed ___/ Single___

23

Parent/guardian signature :_________________________agree to pay school
fees on or before the last working day of every month.
Date:_____________________
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1.4.3.2 About your child

About Your Child
1. What FOODS does your child especially like?

ECD Centre
logo/stamp

________________________________________________________________________
2. What foods does your child especially DISLIKE?
________________________________________________________________________
3. Is your child allergic to any foods?
________________________________________________________________________
4. Name your child’s favourite toys, games, activities?
__________________________________________________________________________
5.. Is your child TOILET TRAINED?________________

6. What words does your child use for toilet?
________________________________________________________________________
7. Does your child have any special FEARS?
________________________________________________________________________
8. How do you DISCIPLINE your child?
________________________________________________________________________
9. Are there any special FAMILY situations? (such as custody specifications, etc.)
________________________________________________________________________
10. Do you anticipate ADJUSTMENT problems?______________________________
11.Are you aware of any disorders/developmental (slow, advanced)
diagnosed or suspected?
________________________________________________________________________
12. Previous childcare child has attended:
_________________________________________________________________________
13. Any problems at previous daycares?
________________________________________________________________________
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1.4.3.3 Health history

Health history

ECD Centre
logo/stamp

1. Child’s name______________________________________________________________
2. Birth Date ___________/___________/__________
Day

Month

Year

3. Date of Last Physical Examination ___________/___________/__________
Day

Month

Year

4. Has your child had any of these illnesses or diseases? (please circle)
Constipation
Diarrhea
Soiling
Stomach Upsets
Urinary Problems
Worms
Ringworm
Lice
Chicken Pox
Mumps

Asthma
Bronchitis
Frequent Colds
Frequent Sore Throats
Frequent Ear Infections
Skin Rash
Whooping Cough
German Measles
Measles

Convulsions
Fainting Spells
Heart Disease
Tuberculosis
Diabetes
Hepatitis
Polio
Impetigo
Scarlet Fever

5. Name other illnesses yur child has had (besides above)
______________________________________________________________________________
6. Has your child ever been hospitalised? (give details)
______________________________________________________________________________
7. Has your child had INJURIES with fractures or loss of consciousness?(give details)
______________________________________________________________________________
8. Last VISION Test Date _______/_____________/_______
Day

Month

Year

9. Last HEARING Test Date _______/_____________/_______
Day

Month

Year

10. Last DENTIST Visit Date _______/_____________/_______
Day

Month

Year

11. Have any members of your family suffered from SERIOUS ILLNESS recently?(give details
_____________________________________________________________________________
12. Do any members of your family have a history of:
ASTHMA ____________DIABETES _____________EPILEPSY____________
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1.4.3.4 Indemnity form

ECD Centre
logo/stamp

INDEMNITY FORM
I/we:
_____________________________________________________________________________________
(Full name(s) of parent/guardian)

the Parent(s)/Guardian(s) of:
____________________________________________________________________________________
_
(Child’s name)

Hereby
1. Allow the Principal, staff and /or teacher in charge of any school activity or outing
that my/our child attends, to act on my/our behalf, should an emergency arise while
the child is at a school event, outing or where it is not possible to get my/our consent.
2. Agree to pay all the costs the school staff had to pay when taking care of any
emergency that happened with my/our child.
3. Hold blameless the school staff/volunteers against any claims, loss or damages that
I/we, my/our child or any other person may suffer due to any injury, loss of damage
that my/our child or I/we may have on the school grounds, at an event on or off the
school grounds or any other school activity, provided all reasonable care and
precaution was taken.

Signed at ______________________________________________________________________
(month)

(year)

On the ________________________________day of _____________________, __________

This is the school’s protection or security against harm, loss or damage to a child, and/or
child’s property.
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1.4.3.5 Outing consent form

Outing Consent Form

ECD Centre
logo/stamp

Dear Parent/Guardian
There will be a school outing to____________________________________________________
On______________________________the______________________________________________
(day)

(date)

Transportation:
o
o
o

Bus
Walking
Private Car

o
o

Lunch will be provided
A packed lunch must be sent to school with your child in disposable
packaging

Meals:

The cost for the outing will cost: R_________________ per child.
Signature
of
Principal/Teacher
:
______________________________
Date:
_______________
No child will be permitted to attend the outing unless this form has been completed
and the required payment has been made. Children not coming on the outing must
not come to school on that day as there will be no supervision.
--------------------------------------------------------------------------------------------------------------------------------------------------×
Cut along line and return with payment by:……/……………/……….

I understand that the centre will take every precaution and care to insure my child’s
safety. Adults will provide proper supervision and will exercise every precaution to
avoid accidents.
I hereby give my consent for ______________________ to visit______________________
Child’s full name

location of outing

on ____________________________________________________________________________
Signature of Parent/Guardian: ____________________________ Date: _____/______/_____
No child will be permitted to attend any outing unless this form has been completed
and the required payment has been made. Children not coming on the outing must
not come to school on that day as there will be no supervision available.
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1.4.3.6 Illness report

Illness Report

ECD Centre
Logo/
Name

Dear _____________________________ Childs Name: _________________________________
had the following indications of not feeling well today: ___________________________
________________________________________________________________________________
Child’s Temperature ________________Time: _______________Date:__________________
Reporting Staff: _________________________________________________________________
A check mark next to a symptom means that the responsible parent/guardian needs
to follow instructions:

o

o

o

o
o

Cold. Mild, no temperature, feeling
okay. If there are no other
symptoms, and if discharge from
the nose is clear, then your child
may attend school.
Fever. A warning that all is not right
with the body. If your child has a
fever of 100 degrees or higher after
adding a degree under the arm,
then you must keep your child at
home for 24 hours after it goes
down to 98.6 degrees.
Sinus Infection. Greenish discharge
from nose might be a sign of
infection. Child needs to stay home
until gone or return with approval
from your doctor.
Coughing. If the cough is minor,
your child may attend school.
Coughing. If the cough is chronic,
deep, or hacking, it might mean an
infection. Child needs to stay home
until gone or return with approval
from your doctor.
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Diarrhea. After the third really loose
stool or if hard cramping, child
must stay home 24 hours after last
episode.
Conjunctivitis
(Pink
Eye).
Suspected redness or discharge
from one or both eyes. Very
contagious. Your child will need to
be on medication for 48 hours and
have a doctor’s release before
returning to the school.
Ear
Infection.
Suspected,
complains of ear hurting. Needs to
be on medication and have a
normal temperature with no pain
before returning or return with
approval from your doctor.
Head Lice. If we detect the nits or
lice you will be required to pick up
your child. Child may return after
he/she has been treated with a
medicated shampoo and ALL THE
NITS ARE REMOVED. A vinegar and

November 2019

o
o

o
o

o

o

Sore Throat. If mild, child may be in
school.
Sore Throat. Child may appear to
have one of the following: Swollen
Tonsils or glands, white spots in
throat, hurts when swallows and/or
complains of not feeling well. You
might need to seek advice from
your doctor. Child needs to stay
home until gone or return with
approval from your doctor.
Rash. Not contagious, may attend
school.
Rash. We are unable to determine
what it is. Child needs to stay home
until gone or return with approval
from your doctor.
Stomach Ache. Light stomach
ache, no diarrhea, vomiting or
temp. Fed light foods to him/her
today. May return to school.
Stomach Ache. Vomiting, severe
cramping. Must be kept home for
24 hours after last episode.
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water rinse will soften the nits so you
can comb them out.
Allergies. Runny nose and slight
congestion. Your child may remain
in school.
Flu. You must keep your child home
for 24 hours after the last symptom.
Vomiting. Mild. Your child only
vomited once and he/she may still
attend school.
Vomiting. Chronic. Your child
vomited more than one time
today. You must keep your child at
home until 24 hours after he/she
vomits.
Medications. A medication release
form must be filled out with your
name, amount and dates to be
administered. All medications must
be kept in their original container.
Ask your child’s teacher where the
medical release forms are located.
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1.4.3.7 Emergency contact form

Emergency Contacts

ECD Centre
Logo/Name

1. Primary Emergency Contact (other than parents or guardian)
Name: ________________________________________________________________
Cell Number: __________________________________________________________
Work Phone: ___________________________________________________________
Relationship to Child: ___________________________________________________
Address:________________________________________________________________
2. Secondary Emergency Contact (other than parents or guardian)
Name: _________________________________________________________________
Cell Number: ___________________________________________________________
Work Phone: ____________________________________________________________
Relationship to Child: ____________________________________________________
Address: ________________________________________________________________
3. Person(s) authorized to pick up my child: (Besides parents, guardians, or
emergency pick-ups)
Name: ___________________________________________________________________
Comment________________________________________________________________
__________________________________________________________________________
Name: ___________________________________________________________________
Comment_________________________________________________________________
___________________________________________________________________________
4. Person(s) NOT authorized to pick up my child: (Besides parents, guardians, or
emergency pick-ups)
Name: ___________________________________________________________________
Comment ________________________________________________________________
Name: ___________________________________________________________________
Comment ________________________________________________________________
__________________________________________________________________________
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1.4.3.8 Accident report

Accident Report

ECD Centre
Logo/Name

Signature and name (printed) of person attending to child:
Child’s Name:
Date of Accident:
Time of Accident:
Nature of Injury:
Location of Incident:
What the child was doing:

Caregiver response and first aid:
Name
of
responded:

Caregiver

that

Additional Information:

Parent contacted?

Yes

No

Name of Parent contacted:
Who contacted parent:
How parent was contacted:

Phone

Email

Other:

Time parent was contacted:

Other Contacts or Actions:

Signature:_____________________Name:_______________________________
Date: ________/________/________
Day
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1.4.3.9 Consent for emergency treatment

ECD Centre
Name/Logo
•

Consent for emergency treatment and transportation

I hereby give permission that my child, _______________________________, may be given
emergency treatment/CPR. I agree to pay for all costs incurred.
I give permission for my child to be transported by car or ambulance, to an
emergency centre for treatment. I agree to pay for all costs incurred.
Parent’s Signature ________________________________
•

Date: ________________

Consent for medical care and treatment:

In the event that I cannot be contacted immediately, medical or surgical treatment
can be administered to my child in the case of an accident or emergency, as
prescribed by a treating physician.
Parent’s Signature _______________________________
•

Date: _______________

EMERGENCY INFORMATION:

1. Child’s Doctor: __________________________Phone: ___________________________
2. Preferred Hospital: _______________________Phone: ___________________________
3. MedicaL Aid: ______________________________________________________________
4. Medical Aid Number: ______________________________________________________
5. Regular Medications that the child is taking: _________________________________
___________________________________________________________________________
6. Blood Type: ________________________________________________________________
7. Medicine that the child is allergic to: ________________________________________
8. Food Allergies: _____________________________________________________________
9. Any other Allergies: ________________________________________________________
10. Any special health conditions: ______________________________________________
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1.4.3.10

Account overdue

Important notice regarding your school fees

ECD Centre
Logo/Name

Parent/Guardian_________________________ Date of Notice ______/_______/_______
Address
_______________________________________________________________________________
_______________________________________________________________________________
Home Phone ____________________________ Work Phone__________________________
Name(s) of Child(ren) registered at the ECD Centre: _____________________________
___________________________________________

__________________________________

Please be notified that:
o A balance remains outstanding on your account and late charges will begin
accumulating from
_______/_________/ __________.
o

A balance remains outstanding on your account and late charges are being
accrued daily.

o

We unfortunately cannot allow your child(ren) to attend the ECD Centre until
an arrangement has been made with regard to bringing your account up to
date.

o

We unfortunately cannot allow your child(ren) to attend the ECD Centre due
to lack of payment. Your account will be handed over to a collection agency.

Late fees accumulated to date: R______________ For services provided for the period
from
_____________________________________________ to ______________________________

Total Amount owing R_____________________
Final Date for Payment: _______/_________/_________
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1.4.3.11

Termination of ECD centre services

ECD Centre
Name/Logo
Termination of ECD Centre services
To:___________________________________________________________________________
Date:______/_______/_________
I regret to inform you that ECD Centre services for your family are being terminated.
Per our signed contract, I am providing you with a two-week termination notice. The
last day of attendance at the ECD Centre will be _____/_______/______. Fees must be
paid up to and including this date.
Reason for termination:
□ Outstanding fees
□ Failure to comply with contract
□ Provider’s inability to meet child’s needs
□ Unacceptable behaviour
□ Parent/Provider differences
□ Other:
Comments:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

If you would like to discuss this matter further, please contact me on
_____________________ between ________am/pm and ________am/pm.
Provider Signature: ___________________________
Parent Signature:_____________________________
Date:_____/_______/_______
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1.4.3.12

Employment contract

ECD Centre
Name/Logo

Employment contract

Contract entered between………………………………………………………………………..…….
(hereinafter referred to as “the Employer”) and ………………………………………………..…..
(hereinafter referred to as “the Employee”)
EMPLOYEE DETAILS:
IDENTITY NUMBER: ……………………………………………………………………..………………...…
ADDRESS..........................................................................................................……..........................
……………………………………………………………………………………………………………...…
TEL. NO. (H) ....................................................... CELL NO. ...........................................…..............
NEXT OF KIN ............................................................... TEL. NO. .......................................................
This serves to confirm the terms and conditions of employment agreed upon between the
parties:
1.

DATE OF EMPLOYMENT:

…………………………………………………………………

2.

DURATION OF EMPLOYMENT

This contract will begin on ………………….……… and
continue until ………………………………or terminated
after one month’s notice.

3.

JOB TITLE

…………………………..………………………………………

4.

BRIEF JOB DESCRIPTION

……………………………..……………………………………
………………………………..…………………………………

5.

SALARY

R.................................................. per hour/week/month.

6.

FREQUENCY OF PAYMENT

......................................(e.g.monthly/weekly/per
fortnight),no later than the last working day of the
month/ week/ fortnight.
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7.

METHOD OF PAYMENT

Cash / Bank Transfer
Name of Bank: …………………………………………………
Bank Branch: ……..………………………………………….…
Branch Code: ……………………………………………….…
Account No.:……………..………………………………….…
Type of Account: …..……………….…………………………

8.

ADDITIONAL PROVISIONS

Any additional conditions of employment or benefits
that apply are as set out in the attached Schedules.

9.

HOURS OF WORK

General: The Employee’s hours of work shall be –
• Monday to ……………. at hours determined
by the Employer; or
• in accordance with weekly/monthly shift
schedule, provided that in both cases above
ordinary working hours will not exceed 45
hours per week.

10.

MEAL & OTHER INTERVALS

The Employee is entitled to a meal break of …………
minutes, which does not form part of normal working
hours. The Employer may make allowance for other
intervals, which would be considered part of normal
working hours. The latter arrangement may, however,
be changed or withdrawn by the Employer at any
time.

11.

OVERTIME

The Employee agrees to work overtime, on Sundays or
public holidays, when required. Payment time in such
instances shall be as provided for in the applicable
legislation.

12.

DEDUCTIONS FROM INCOME

Employees’ tax, UIF and any other deduction as
required by law.
Where applicable, Employee
contributions to benefits funds will also be deducted
from Employee income.

13.

ANNUAL LEAVE

If the duration of this agreement is for a period of 4
months or longer, the Employee would be entitled to
one day’s leave per 17 days worked, or if paid hourly,
one hour’s leave per 17 hours worked. Leave may only
be taken at a time to be agreed, or as determined by
the Employer.
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14.

SICK LEAVE

The Employee is entitled to sick leave in accordance
with the applicable legislation. The Employee may be
required to produce a doctor’s note or legitimate rules
implemented by the Employer to regulate sick leave.

15.

MATERNITY LEAVE

The legislative provisions pertaining to maternity leave
will apply.

16.

FAMILY RESPONSIBILITY
LEAVE

If the duration of this agreement is for a period 4 months
or longer, the Employee is entitled to family
responsibility leave in terms of the applicable
legislation. The Employer may require reasonable proof
of the facts that support to the Employee’s request to
take such leave.

17.

EMPLOYER PROCEDURES

Employees are required to comply with the Employer’s
Disciplinary Code and Procedure and Grievance
Procedure, as well as all other rules, policies and
procedures that may be introduced from time to time.

18.

TERMINATION

Either party can terminate this agreement with four
weeks written notice. Written notice of termination shall
be as follows:
a)One week, if employed for four weeks or less
b)Four weeks if employed for more than four weeks.
Whilst the contract of employment makes provision for
termination of employment, it must be understood that
the services of an employee may not be terminated
unless a valid and fair reason exists and fair procedure
is followed. If an employee is dismissed without a valid
reason or without a fair procedure, the employee may
approach the CCMA for assistance.

The Employee confirms that these conditions have been explained to him/her and that he/she
understands the contents hereof. The Employee acknowledges having received a copy of this
contract.
……………………………………….
Employee

………………………
Witness

…………………
Date

……………………………………….
Employer

………………………
Witness

…………………
Date
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1.4.3.13
Treatment of employees policy
As a Christian employer it is our duty to treat staff and employees according to Biblical
principles Colossians 4:1 “Masters treat your slaves with what is right and fair, because you know
that you have a master in heaven.”
Considerations
• The employer-employee relationship is a contract of mutual understanding
• The employer is not allowed to contract for less than stated in the Basic Conditions of
Employment Act
• The employer cannot ask staff to do anything that is unsafe or unreasonable
• Every employee will know their job duties, behaviour guideline and performance
expectations
• The employer will make sure that employees know their legal rights
• Poor performance and misconduct will be dealt with according to the disciplinary policy
• The employer will promote professional, personal and spiritual growth
• Wherever possible, employees will be notified in advance of any required, additional or
extended attendance outside of school hours
Open Door
• Principals want to hear any complaint, idea or anything you would like to bring to his/her
attention. By hearing from you the school is able to improve, handle disagreements and
encourage understanding. Biblical values will guide the fair treatment of all at the school,
including the handling of suggestions and grievances
• Biblical values will guide the fair treatment of all at the school, including the handling of
suggestions and grievances
Changes in the Policy
This policy may be adjusted by the Principal of the school to keep up with the changes at the
school. Any changes must be noted and acknowledged by the employees.
1.4.3.14
Employee code of conduct
This policy is a general guide for what is expected from all staff, volunteers that work and are
on the School grounds. When there are special guidelines employees will be informed and
expected to follow them.
I.
•

•
•
•
•

Code of Conduct
All employees must follow their contract and the policies of the school. The Common Law
duties include duty to obey, coming to work every day, and remaining loyal to the ECD
Centre.
All employees must behave in a lawful way at all times.
No employee should do private business during work hours.
Employees must take good care of all school property or equipment. Using School
property without being granted permission from the necessary authority is not allowed.
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II.
•
•
•

III.
•
•
•
•

Employees, Students and Others
Employees will be kind, caring and a role model to children.
All incidents of sexual harassment must be reported to the principal or relevant authorities.
All school-related information should never be discussed and must be considered
confidential.
Safety and Security
All employees must follow the safety and security rules given by the school.
Any
accident must be reported and recorded. Anything/anyone seen that appears
suspicious or dangerous must be reported immediately.
No employee should drink alcohol or take drugs during working hours and at school
events.
No employee who comes to work smelling of alcohol, using drugs or being in possession
of a dangerous weapon or object shall be allowed on the school property.

1.4.3.15
Conflict of interest policy
This policy applies to all employees of the School and follows the South African law, for
example the Labour relations act.
The aim of this policy is as follows:
• To find out the conflict (disagreement) within the school for all employees and to set
guidelines for each.
• Protect the honour of the School and its employees so that the community will have
trust and faith in the school.
Guidelines
• No employee should take information from the cenrre which is not for the general
public, for personal profit/reward or for any reason other than that stated in the school
guidelines.
• No employee should take out a loan from the centre money without asking.
• No employee should conduct any private business on the centre property.
• No employee should act in a way that causes a conflict of interest/disagreement.
Discipline
• If an employee goes against these guidelines in any way the School has the right to
take disciplinary measures against the employee.
Responsibilities
• The Principal is responsible to ensure that all employees know the school policy and
are informed of any changes that are made.
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1.4.3.16
•
•
•
•
•

HIV/AIDS policy

This policy will act as a guideline to the practices related to HIV/Aids
No employee will be refused employment at the school if HIV positive
No student will be discriminated against if HIV positive
All staff, volunteers will be given AIDS and HIV education
No employee will be forced to say if he/she is HIV positive

Universal Precautions for Handling Blood/Body Fluids.
Overview
Anticipating potential contact with infectious materials in routine and emergency
situations is the most important step in preventing exposure to and transmission of
infections. Faculty and staff are to use universal precautions and infection control
techniques in all situations that may present the hazard of infection. Diligent and proper
hand washing, the use of barriers (e.g., nonlatex gloves), appropriate disposal of waste
products and needles, and proper care of spills are essential techniques of infection
control.
Applying the Concept of Universal Precautions
When applying the concept of universal precautions to infection control, all blood and
body fluids are treated as if they contain blood borne pathogens, such as the human
immunodeficiency virus (HIV) and hepatitis B virus (HBV). HIV and HBV can be found in:
Blood, spinal fluid,, synovial fluid, vaginal secretions , semen, pericardial fluid,
breast milk, peritoneal fluid , amniotic fluid, pleural fluid.
Hepatitis B Virus (HBV). HBV (not HIV) is also found in saliva and other body fluids such as
urine, vomitus, nasal secretions, sputum, and feces. It is not possible to know if someone’s
body fluids contain blood borne pathogens therefore, all body fluids should be considered
potentially infectious. Thus, all students, faculty, and staff when handling or encountering
any blood or body fluids should observe universal precautions.
Hand washing
 Diligent and proper hand washing is essential to infection control.
 Hands should be washed:
- Immediately before and after physical contact with a student (e.g., diaper
changes, assisting with toileting, assisting with feeding).
- Immediately after contact with blood or body fluids or garments or objects
soiled with body fluids or blood.
- After contact with used equipment (e.g., stethoscope, emesis basin,
gloves).
- After removing protective equipment, such as gloves or clothing.
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Procedure:
• Remove jewelry and store in a safe place prior to initial hand washing (replace jewelry
after final hand washing).
• Wash hands vigorously with soap under a stream of running water for approximately 10
seconds.
• Rinse hands well with running water, and thoroughly dry with paper towels.
• If soap and water are unavailable, bacteriostatic/bactericidal wet towelettes, “handiwipes,” or instant hand cleaner may be used.
Ways to Avoid Contact with Body Fluids:
• Gloves: When possible, avoid direct skin contact with body fluids. Disposable single use,
waterproof gloves are available in each emergency kit in all classrooms. The use of
gloves is intended to reduce the risk of contact with blood and body fluids for the
caregiver as well as to control the spread of infectious agents from student to
employee, employee to student, or employee-to-employee. Gloves should be worn
when direct care may involve contact with any type of body fluids. Such as but are not
limited to: caring for nose bleeds, changing a bandage or sanitary napkins, cleaning
up spills or garments soiled with body fluids, disposing of supplies soiled with blood, or
any procedure where blood is visible. Gloves should also be worn when changing a
diaper, catheterizing a student, or providing mouth, nose or tracheal care. After each
use, gloves should be removed without touching the outside of the glove and disposed
of in a lined waste container. After removing the gloves, the hands should be washed
according to the above hand washing procedure. Do Not Reuse Gloves.
Accidental Exposure
• Accidental exposure to blood, body products, or body fluids places the exposed
individual at risk of infection. The risk varies depending on the type of body fluid (e.g.,
blood vs. respiratory vs. feces), the type of infection (e.g., salmonellae vs. homophiles
influenza virus vs. HIV), and the integrity of the skin that is contaminated.
Procedure
•
•

•

•

Always, wash the contaminated area of your body immediately with soap and water.
If the mucous membranes (i.e., eye or mouth) are contaminated by a splash of
potentially infectious material or contamination of broken skin occurs, irrigate
alternatively, wash area thoroughly.
If a cut or needle injury occurs, wash the skin thoroughly with soap and water. In
instances where broken skin or mucous membranes, or a needle puncture occur, the
caregiver should document the incident.
The person who was exposed to the blood borne pathogen should contact his/her
supervisor/main office and proceed according to Harrisonburg City School policy.

Resources:
Virginia Department of Health and Virginia Department of Education.

ECD Guidebook

Page 33 of 98

November 2019

Health and
Safety
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2. Health and Safety
To establish or operate an ECD facility the facility must be:
A. registered with the provincial government where the facility is situated
B. managed and maintained according to the Guidelines for Early Childhood Development
Centresin compliance with the following national norms and standards:
A safe environment for children
Proper care for sick children or children that
become ill
A hygienic area for the preparation of food for
children
Measures for the separation of children of
different age groups
Drawing up of action plans for emergencies
Food must be provided for children at least
once a day, either by parents or the centre

Hygienic and equipped with toilet facilities
Safe storage of anything that may be harmful
to children
Safe drinking water
Access to refuse disposal services or other
adequate means of disposal of refuse
generated at the facility
Drawing up of policies and procedures
regarding health care at the facility.
The parent or responsible family member of a
child with a disability must receive information
on the services and treatment the child can
access locally

Partial care facilities which care for children with disabilities or chronic illnesses must:
• be accessible to such children
• provide facilities that meet the needs of such children
• provide training to persons employed at the facility
A partial care facility may qualify for funding from the Department of Social Development if it
complies with the norms and standards, and if it is in a community where families lack the means
to provide proper shelter, food and other basic necessities
of life to their children.
2.1 Minimum requirements for classroom environment
• A class list, daily programme, and emergency
numbers must be displayed.
• The floor should be covered with material that
is suitable for children to play and sit on.
• If the same room space is used as a playroom,
office and kitchen, each area must be clearly
marked.
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•

•

•
•
•
•
•
•

The separate areas will consist of an area for play activities, an area for taking care of
sick children, and an area for food preparation. Fresh drinking water must be available
for the children.
The play area for the children should be at least 1,5 square metre per child. As children
progress from crawling to walking, they need space to practise these skills. Children need
to be able to move around freely.
Educational resources (games) must be provided and accessible to the children.
There should be a book corner.
Children with disabilities must have access to as many of the activities as possible.
Where more than 50 children are enrolled for a full day, a separate office must be
provided.
The office should be large enough to accommodate a sick bay for at least two children.
Where more than 50 children are enrolled for a full day, provision must be made for a
separate area where staff are able to rest and lock up their personal possessions.

2.2 Minimum requirements for outdoor environment
•
•
•
•
•
•
•
•
•
•
•
•
•

At least 2 square metres safe outside playing space per child must be provided.
The outdoor area must be fenced with a gate that children cannot open.
Children should not be able to leave the premises alone.
Strangers should not be able to enter the premises without the knowledge of the staff.
Children need space to move and exercise to develop their gross motor skills. They need
space to run freely and play with outdoor equipment.
The outside area can consist of lawn, sand pits, shady areas and hard surfaces.
Outside play equipment must be provided. This must be safe and not have sharp edges
or pieces.
No poisonous or harmful plants may be grown on the premises.
The buildings must be clean and safe for young children.
Children must be protected from physical, social and emotional harm or threat of harm
from themselves or others.
The premises should be disability friendly.
Alterations and additions, as well as new buildings, must comply with the National Building
Safety Regulations.
If pets are kept on the premises, they must be tame, clean, safe, healthy and well cared
for.

2.3 Minimum requirements for the kitchen
•
•

•

Where food is prepared on the premises, there must be an area for preparation, cooking
and washing up.
When the kitchen is in the same area as the playroom, it must be cornered off and safety
requirements must be complied with. Children must be protected from the dangers of hot
liquids and food and from fire and other cooking fuels such as paraffin.
The kitchen area or separate kitchen must also:
-Be safe and clean;
-Have adequate washing up facilities and clean, drinkable water;
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-Have hand washing facilities for staff;
-Have adequate storage space;
-Have adequate lighting and ventilation;
-Have cooling facilities for the storage of perishable food;
-Have an adequate number of waste bins with tightly fitting lids;
-Have an adequate supply of water and cleaning agents for the cleaning of
equipment and eating utensils.
-Cleaning agents must be kept in their original containers and out of the reach
of children.
-Where children who are bottle-fed are cared for, suitable facilities must be
provided for
cleaning the bottles. Bottles must be kept clean and washed regularly.
-An allergy list must be displayed, showing the learner’s name and what he/she
is allergic to.
2.4 Minimum requirements for the creative space
•
•
•
•

Children’s work needs to be displayed.
Activities must suit the age and interests of the child.
Opportunity should be given for children to choose from different materials.
A few different activities should be prepared.

2.5 Minimum requirements for the toilet
•
•
•
•
•
•
•
•
•

In areas where there are no sewerage facilities, sufficient covered chambers (potties) must
be available.
One potty must be provided for every 5 children
Where potties are used, the waste must be disposed of hygienically in a toilet. Potties must
be disinfected after each use.
Potties and nappies must not be cleaned near the food preparation and eating area.
There must be somewhere for children to wash their hands.
For older children (ages three to six years) one toilet and one hand washing facility must
be provided for every 20 children, irrespective of gender.
Doors on the children’s toilet facilities should not have locks.
Separate adult toilet and hand washing facilities must be provided for the staff in terms of
the National Building Regulations.
Provision must be made for the safe storage of anything that could harm children.

2.6 Minimum requirements for indoor and outdoor equipment
•
•
•
•
•

Seating and working surfaces must be available.
Beds, mattresses or mats for sleeping and resting on must be safe and clean.
Waterproof sheets and blankets must be available.
There must be enough age appropriate indoor as well as outdoor play equipment and
toys, books and print material and other materials.
There must be adequate storage space for indoor and outdoor equipment.
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•

•
•

If there is a sand pit, it should be covered overnight so that animals cannot dirty it. It must
be cleaned regularly by sprinkling it with coarse salt every six weeks or by wetting the sand
with a bleach solution. Sand pit sand must be replaced at least once a year.
If there is a swimming pool on the premises, the requirements of the local authority must
be met.
The swimming pool must be covered by a net and have a surrounding fence of sufficient
height and a lockable gate.
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2.7 Sample Meal Plans
Week 1
MONDAY
BREAKFAST
SNACK
LUNCH

SNACK

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

E-PAP AND
F/C MILK
S/WICH- P/N
BUTTER

E-PAPAND
F/C MILK
S/WICH JAM
PASTA

E-PAP AND
F/C MILK
S/WICH JAM
CHICKEN
LIVERS

E-PAP AND
F/C MILK
S/WICH –
P/N BUTTER

MINCE
RICE

CHICKEN

E-PAP AND
F/C MILK
S/WICH –
P/N BUTTER
SAMP AND
BEANS
GRAVY/SOU
P

RICE

SPAGHETTI

CARROTS

SPINACH

BUTTERNUT

MIXED VEG

S/WICH JAM
FRUIT
½ CUP MILK

S/WICH –
P/N BUTTER
FRUIT
½ CUP MILK

S/WICH JAM
FRUIT
½ CUP MILK

S/WICH –
P/N BUTTER
FRUIT
½ CUP MILK

MONDAY
E-PAP AND
F/C MILK
S/WICH- P/N
BUTTER

TUESDAY
E-PAP AND
F/C MILK
S/WICH JAM
SAMP AND
BEANS
GRAVY/SOU
PS

WEDNESDAY
E-PAP AND
F/C MILK
S/WICH - P/N
BUTTER
BEEF STEW +
ONIONS

THURSDAY
E-PAP AND
F/C MILK

FRIDAY
E-PAP AND
F/C MILK
S/WICH –
S/WICH - JAM
P/N BUTTER
BAKED BEANS

MINCE

RICE

BREAD

PASTA

CARROTS,
PINEAPPLE

BOILED EGGS

BUTTERNUT

S/WICH – P/N
BUTTER
FRUIT
½ CUP MILK

CUSTARD &
JELLY
FRUIT
½ CUP MILK

MINCE

CABBAGE &
ONIONS
CUSTARD &
JELLY
FRUIT
½ CUP MILK

Week 2
BREAKFAST
SNACK
LUNCH

PILCHARDS
PAP

SNACK

BEETROOT

SPINACH

S/WICH JAM
FRUIT
½ CUP MILK

S/WICH –
P/N BUTTER
FRUIT
½ CUP MILK

Abbreviations:
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E/PAP
S/WICH

S/WICH - JAM
FRUIT
½ CUP MILK

Sandwich
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Week 3

BREAKFAST
SNACK
LUNCH

SNACK

MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

E-PAP AND
F/C MILK
S/WICH- P/N
BUTTER
CHICKEN
LIVERS

E-PAP AND
F/C MILK
S/WICH JAM

E-PAP AND
F/C MILK
S/WHICH –
P/N BUTTER

E-PAP AND
F/C MILK
S/WICH –
P/N BUTTER

PILCHARDS

MINCE

RICE

PAP

PASTA

E-PAP AND
F/C MILK
S/WICH JAM
BOILED
EGGS
BAKED
BEANS

BEETROOT

SPINACH

MIXED VEG

CARROTS,
PINEAPPLE

SPINACH &
ONIONS

S/WICH JAM

S/WICH –
P/N BUTTER

S/WICH JAM

S/WICH –
P/N BUTTER

CUSTARD &
JELLY

FRUIT

FRUIT

FRUIT

FRUIT

FRUIT

½ CUP MILK

½ CUP MILK

½ CUP MILK

½ CUP MILK

½ CUP MILK

MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

E-PAP AND
F/C MILK
S/WICH- P/N
BUTTER

E-PAP AND
F/C MILK
S/WICH JAM
CHICKEN
CASSEROLE
SWEET
POTATO
MASH

E-PAP AND
F/C MILK
S/WICH P/N BUTTER

MIXED VEG

BEEF STEW
BUTTERNUT

Week 4

BREAKFAST
SNACK
LUNCH

E-PAP AND
F/C MILK
S/WICH JAM
SAMP AND
BEANS

E-PAP AND
F/C MILK
S/WICH –
P/N BUTTER
CHICKEN
LIVERS

PASTA

GRAVY

RICE

SPINACH

BUTTERNUT

BEETROOT

S/WICH JAM
FRUIT

S/WICH –
P/N BUTTER
FRUIT

S/WICH JAM
FRUIT

S/WICH –
P/N BUTTER
FRUIT

CARROTS&
PINEAPPLE
CUSTARD &
JELLY
FRUIT

½ CUP MILK

½ CUP MILK

½ CUP MILK

½ CUP MILK

½ CUP MILK

PILCHARD
PAP

SNACK

Abbreviations:

E/PAP
S/WICH

ECD Guidebook

MINCE

F/C
Sandwich

Page 40 of 98

P/N BUTTER

Full Cream
Peanut Butter

November 2019

2.8 Health and Safety Emergency Procedures
2.8.1 Emergency numbers list
Very Important!!! When calling an emergency number...
Try to stay calm. Make sure you have these details ready:
1.
2.
3.
4.

What the emergency is, what is wrong with the person, and how serious it is
Exact location of the incident (including nearby landmarks)
Caller details, for instance contact name and number
Any injuries
Name of Contact
Any emergency from Cellphone

Contact Number
112

Ambulance
Netcare

10177
082 911

ER24

084 124

Flying Squad

10111 (toll free) OR 011 248 1000

Child Emergency
Poison Information centre (Unitas)

0800 123 321
(toll free) 0800 111 229

Crime Stop

0860 010111

Metro Emergency (Suspect vehicles, hawkers
etc)
Child Abuse

011 375 5911

Child Line

Johannesburg: 011 484 3044
Cape Town: 021 461 1111
Durban: 031 303 2222
Toll-free: 0800 055 555
Toll-free 0800 123 321 (24 hours)

Missing Children

072 647 7464
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2.8.2

Missing child information

In the event that your child goes missing, follow these steps:

Do not wait 24 hours!
Complete a SAPS55 form at any Police Station
Contact Missing Children SA on 072 647 7464 (072 MISSING)
Email or fax information on the missing child, the situation,
the case number, the SAPS details and a photo to info@missingchildren.org.za
or 0860 580 3310
Keep Missing Children SA posted on any progress

ECD Guidebook
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2.8.3

Medicine authorisation form

Medication Authorisation Form

ECD Centre
Name/Logo

Medication will only be administered if:
• it has been prescribed by a qualified medical practitioner,
• it is in its original container and
• a signed permission form with clear instructions is provided by the parent
or guardian.
I, _____________________________________, authorize ____________________________________
(Parent’s name)

(Care provider’s name)

to administer __________________________ to my child __________________________________
(Medication)

(Child’s name)

with the following instructions:
Dosage:
_____________________________________________________________________________________
Time(s):
_____________________________________________________________________________________
Special Instructions (ie: on full/empty stomach, etc.) ___________________________________
_____________________________________________________________________________________
Possible Side Effects: ________________________________________________________________
Parent Signature:______________________________________
Date:____/______/_________
Time and date administered:
Date

ECD Guidebook

Time

Name of person giving
medication
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2.8.4

First aid kit
A basic first aid kit consists of:
• Plasters
• Antiseptic cream
• Plastic gloves
• Paracetamol (or similar) and medicine spoon
• A bandage
• A large resealable plastic bag
• (The universal precautions for handling blood (p 30 – 2.3.16) must
be followed.)
• Practitioners must know of allergies to medication children in the
ECD centre may have.
• Emergency medications or supplies prescribed for each child
with special health needs must be included in the basic first aid kit.
A more comprehensive first aid kit consists of:
Emergency telephone numbers

syringes

A user-friendly first aid book

Safety pins

Notebook and pencil

Plasters

Swabs for cleaning wounds

Cotton wool

Savlon or sealed antiseptic wipes

Antiseptic cream

2 pairs medium and 2 pairs large latex gloves

Paracetamol (or similar)

Tweezers

Antihistamine

Sterile eye pads

medicine spoon

4 crepe bandages

Plastic cups

Sterile gauze pads

Calamine lotion

5 triangular bandages

Thermometer

4 splints in different sizes

Plastic CPR resuscitate tool

Tape

Sweets

Scissors

Large, resealable plastic bag

The universal precautions for handling blood (p 30 – 2.3.16) must be followed.
Practitioners must know of allergies to medication children in the ECD centre may have.
Emergency medications or supplies prescribed for each child with special health needs
must be included in the first aid kit.

ECD Guidebook
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3. Financial records required for an ECD centre
All income and expenditure must be carefully recorded. An ECD centre needs to have a sound
financial policy and management procedures. The financial policy prescribes the procedures
that need to be followed and systems needed to be put in place to account for all income and
expenditure according to financial controls and regulations. Besides the drawing up of a
budget, the financial policy will include items such as:
• fundraising projects,
• the purchase of consumable goods and equipment,
• bookkeeping of income and expenditure,
• the handling of petty cash,
• financial control measures (auditing).
It is important to keep financial records for your ECD Centre because: keeping record of your
expenditure is important as you need to know whether your expenses are lower or equal to
your income.
• it is important that you keep records of all your cash receipts and spending. For every
amount of cash received, a receipt slip should be issued. For every amount spent a cash
slip must be retained. This is proof that you have received the money and the person
paying has proof that the cash was handed over.
• financial records are required to prove that your ECD Centre is well managed – Cash
flowing in and out must be clearly visible
• you can manage outstanding school fees
What Records should be kept?
• All income - receipts from the cash receipt book
• All expenses (cash slips and receipts of all purchases)
• Employees Salary Payment Record
• ECD Centre Financial statement (Monthly)
• ECD Centre Annual Financial Report (Yearly

3.1 A Budget
Planning the school’s finances usually begins with the drafting of a budget.
What is a budget?
• A budget is a document that shows the estimated income for a specific financial year
and every expense that must be financed with that income.
• A budget is a statement of goals for one year showing how you plan your income and
how to spend your income for that year.
• A budget is a means of measuring an ECD centre’s performance.
Different types of budgets: (For example):
• An operating/cash budget: This covers the day-to-day running of the ECD centre. It
includes things such as cleaning aids, food, stationery and repairs.
• An activity budget: This covers the various activities or programmes that the school offers
such as sport and extra mural activities.
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•
•

Capital budget: This covers the purchase of certain assets for the school. e.g. playground
equipment, gardening equipment, motor vehicle, etc
Project budget: This covers larger projects that are planned by the school e.g. repairing
the roof, repainting the school, erecting a storage hut.

Before being implemented, the budget must:
• be approved by the appropriate authorities and board.
• become the basis on which financial decisions are made.
• be monitored, supervised and controlled.
3.2 Record of Income
There are various sources of monetary income:
• Funding/grants/sponsorships
• School fees
• Other fees e.g. registration fee, transportation fee,
• Fundraising
3.2.1 Income from school fees:
3.2.1.1 Policy for school fees:
The ECD centre/school needs to have a policy regarding school fees.
The
policy will consider
the following:
• Decide who or what determines the fees.
• The fees must be reviewed annually by the management board and principal
• Will fees be based on the yearly income of a family or not?
• Will a discount be given if two or more children on one family attend the
school?
• Will staff at the school pay full fees, reduced fees or no fees if their children
attend the school?
• How will arrears be handled?
• How will serious problems regarding fees be handled and brought to the
attention of the management board?
3.2.1.2 Implementing the school fees policy
• Give the parents information on
o Due dates when payments must be made
o How payments can be made
o Penalties on late payments
• Send out reminders and information on penalties for late payments
• Have set procedures for handling the payments: recording, providing receipts,
banking.
• Implement an auditing process.
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3.3 Record of Income and Expenditure:
• It is very important that the person in charge of all money coming into the ECD Centre
(income) and all money going out of the ECD Centre(expenses)are recorded accurately
and professionally.
There are different classes of expenses:
Fixed expenses are expenses that do not change, or change very little over long periods of time.
The manager/principal has little or no control over these expenses.
e.g. the rent, bond repayments, staff salaries, utilities, insurance, taxes, auditing.
Variable expenses change significantly from period to period, such as week to week, month to
month, quarter to quarter or year to year.
e.g. clothing (uniforms, overalls), groceries, transport maintenance and fuel, and utilities such as
electricity, gas and water. The amounts change depending on how much you use (your
consumption).
Direct expenses are controllable. Controllable expenses are expenses over which the
manager/principal has some control.
e.g. how much is spent on travelling, food, staff development, advertising, etc.
3.3.1

•
•
•
•
•

Record of Petty Cash Transactions
A school should keep a small amount of cash available for payments that are not
made by cheque or EFT. Petty cash is used for small day to day expenses such as milk
and bread. The amount kept in petty cash is decided for two weeks or a month and
depends on the size of the school. It is advisable to keep the minimum amount of cash
on the premises due to security risks.
Keep this cash locked in a cash box in a secure place to which only the responsible
person has the key.
Any purchases must have a cash slip or receipt. Every payment must be entered into
a carbon petty cash book.
When more petty cash is needed the responsible person asks for more from the
treasurer and gives him/her the page from the petty cash book and all the receipts
stapled to it.
The treasurer files this proof of money spent. He is responsible to draw more money
for the petty cash float.
All money in the petty cash must be accounted for at all times. It must not be used to
make small loans to be paid back later as this is “mismanagement”.
PETTY CASH VOUCHER
Date:…………………………….
Requested for:
Amount
R
Amount given
Change
BALANCE (amount spent)

c

An example of a petty cash
voucher

Signature:…………………………
Voucher No:……..
Received by:…………………..…
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3.3.2

Receipt book:
A designated staff member (or the principal) must be responsible for receiving cash
and issuing receipts - When the monies (school fees)are handed over to the person
responsible for the finances this person must sign for them.

A Receipt Book
can be purchased
from most
stationery suppliers

3.3.3

Employees Salary Payment Record
Make a record every time you pay an employee their salary

Date

ECD Guidebook

Name

Date
Employed

Position
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3.3.4

The Cash Book (Income and Expenditure)
This is a combined record of all your cash coming in (income) – on the left hand side,
and all your cash going out(expenses)- on the right hand side, for each month of the
year.

Month: …………………………………………………
Income

Expenditure

TOTAL RECEIVED

ECD Guidebook

Year: ………………………

TOTAL SPENT
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3.3.5
•

•

•

Banking Account:

You will need to open a bank account in the name of your ECD Centre. This will help you
to manage you income and expenses for your business separate from your personal
savings.
The bank will charge you for its services. These Bank Charges will show on your monthly
bank statement and you must record them as an expense with your other business
expenses. Below is what a bank statement could look like:
A Bank Statement:

THE BANK
Anytown
ABC Pre-school
P O Box 1234
Anytown
0001

Month End Balance
Date
1 Feb
4 Feb
6 Feb
6 Feb
28 Feb

Bank Charges

28 Feb

Closing Balance

ECD Guidebook

Description
Balance b/f
FNB
Capitec

BANK STATEMENT – Account
Number
Reference

Debits

D Naidoo
B Banda

Credits
400.00
400.00
3000.00

29.00

Balance
1000.00
1400.00
1800.00
4800.00
4771.00

4771.00
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4. The importance of quality teaching
A good early childhood development programme seeks to ensure the full development
of the children by providing the highest quality teaching and learning. Providing a
detailed curriculum will help to achieve this but it cannot be done on its own. A wellrounded environment for the ECD centre should be included. The goal is to develop
children who are fully equipped with the physical, emotional, creative, social, academic
and spiritual foundation they need to fulfil their potential.
4.1 How to ensure quality teaching
This section goes hand in hand with a curriculum, and how to best use the curriculum to
ensure that the desired outcomes of the children’s development are reached. In addition,
in order to ensure a high standard of teaching and learning, assessment and evaluation
sheets have been provided. This will help the ECD Centre educator to firstly measure the
development of the children, and secondly understand the overall needs, weaknesses,
strengths and problem areas children may experience. It will show the practitioner the
developmental activities that need to be included in the programme.
4.1.1 Get to know your staff
A high quality ECD centre should have well-equipped and trained staff. The kind of
teachers you employ will have an effect on the atmosphere at your ECD.
1. Does the teacher or the other staff members have an ECD qualification?
2. Does the teacher or the other staff members have any other relevant qualification?
3. Who are the staff members (caretaker, teacher and assistant?)
Below is a guideline of the kind of questions you should ask potential teachers who want
to work at your ECD.
4.1.2 Questions for teacher interview
1. What would you like to tell me about yourself?
2. Why did you decide to become a teacher?
3. What are your strengths? Are you aware of any weaknesses or areas that require
development?
4. What do you like most about teaching?
5. How would you handle dealing with a difficult parent?
6. What do you consider to be the most important characteristics of an ECD practitioner?
7. Why did you leave your previous Job?
8. Where do you see yourself 3 years from now?
**References: Make sure you get the contact numbers of 2 or 3 people who can
describe what kind of person and employee the candidate is.
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4.2 Daily Programme
A daily routine is very important in the preschool classroom. A predictable routine helps
children understand what is coming next in their day, it helps children understand what they
will be expected to do during each part of their day and it also helps children be more
relaxed and cooperative. A basic schedule that allows some flexibility teaches children to
monitor their own behaviour and to develop a sense of time. Because schedules are
predictable, children feel secure.

ECD Guidebook

Page 54 of 98

November 2019

Time to be
filled in
according
to the needs
of each ECD
Centre

All the Daily Activities that make up the ECD Centre Morning

Arrival (Routine)
Toilet (Routine)
Breakfast
Morning Ring (Greetings, Register, News, Prayers)
Theme Discussion
Creative Activities
Indoor Play
Toilet (Routine)
Snack
Second Ring (Music, Movement, Dramatisation, Mathematics, Science
and perceptual activities)
Outdoor Play
Story Ring
Toilet (Routine)
Lunch (Routine)
Rest (Routine)
Free Play – indoor & outdoor
Departure (Routine)

Daily Activities in bold typeface (above) are provided in detail in the theme books.
Rhymes and songs at the back of the book can be used throughout all the weekly activities.
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4.3 Know your child’s capabilities

Cognitive
Development
(understanding)

Language and speech
development
Emotional and
social
Development
Physical
development

Physical Development
Children begin to show physical and motor abilities and an understanding of a
healthy lifestyle.
Emotional and social Development
Children start becoming aware of diversity and the need to respect and care for
others.
Language and Speech Development
Children are learning to communicate effectively and use language

Cognitive Development (understanding)
A. Children are learning how to think critically, solve problems and form ideas
(world around them)
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4.3.1

Cognitive Development
Desired results-the World around them

Beginners level

Intermediate level

Advanced level

00

Grade R

000
✓

✓
Understanding of time:
yesterday, today, tomorrow

Ask the names of things and
people they see

✓

Begins to identify relationships
(eg: water and sand make
mud)
Asks a lot of questions

✓

Understanding of time:
yesterday, today, tomorrow

✓
Understanding of time
yesterday, today,
tomorrow
✓

✓

Engages in fantasy play

✓

Themselves
Recognises own name

✓

✓

Gives age

✓

Gives gender

✓

-

Gives where they live
5 body parts (Face)

✓

-

Identifies and names body
parts (10-15 body parts)
Awareness of left and right

-

Writes own name

✓
✓

-

Becomes more independent
and proud of what they do
Can describe some aspects of
themselves (eg. colour of hair)

✓

✓

Whole body
✓

Numbers and shapes
Identifies 3 colours: Red, blue,
yellow

Identifies 6 colours: Red, blue,
yellow, green, white, black

Identifies 2 shapes: Circle,
square

Identifies 5 shapes: Circle,
square , triangle, oval
rectangle
Counts up to 7 objects

Counts up to 5 objects
✓

Understands concept of: big,
small,

ECD Guidebook

Identifies 6 colours:Red,
blue, yellow, green,
white, black
Identifies shapes:Circle,
square, oval triangle,
rectangle
✓

Holds up fingers to tell how old

✓

Recognition of numerals 1-7

✓

Uses measuring utensils

✓

Classifies and matches
objects
Understands concept of: big,
small, long, short
Knows the days of the week

✓
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4.3.2

Language and Speech Development:
Desired results Language and Speech

Beginners level

Intermediate level

000
✓

00
Understands home language
Understands English

✓
✓
✓

Speaks Home language
Speaks English
Knows vocabulary
Speaks with full sentences

6 points

Shares news 9 points

✓

Advanced level
Grade R
✓

✓
✓
✓
✓

Participates in discussions
Listens to stories
Remembers facts from stories and
discussions
Remembers words of songs and
rhymes
Able to carry out instructions

✓

Takes turns in conversation

✓

12
points

✓
✓
✓

Speech can be understood even
by those not familiar to the child
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4.3.3

Emotional and Social Development

Desired results Language and Speech
Beginners level

Intermediate level

Advanced level

000

00
Notices gender differences
Plays with children across
gender, racial and cultural
differences
Co-operates with others in
large group activities
Joins in imaginative play with
others
Shows
concern
and
sympathy for those who are
unhappy
Understands taking turns
Separates from parent more
easily in familiar surrounding
Speaks to familiar adults
when
in
unfamiliar
surrounding
Chooses who to play with

Grade R
✓
✓

✓

✓
✓

✓

✓
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Can control emotions
Takes
responsibility
belongings
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✓
✓
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4.3.4

Physical Development
Desired results Language and Speech

Beginners level

Intermediate level

Advanced level

000

00

Grade R

✓

Balance and Posture

✓

✓

Large motor control

✓

Runs in different directions
without bumping into others

✓

✓
3 seconds

Balances on right foot

10 seconds

3 seconds

Balances on left foot

10 seconds

3 Hops

Hops on right foot

10 hops

3 Hops

Hops on left foot

3 Hops

Big ball

Throws a ball

Small ball

Big ball

Catches a ball

Small ball

✓

Kicks a ball

✓

Fine Motor abilities

✓

Pencil grip (Holds
correctly)
Cutting with scissors

✓

Paper Tearing

✓

✓
Large beads
✓
4-6 Piece puzzle
✓
(can dress self)

ECD Guidebook

crayon

Handles
paintbrushes
crayons
Threads beads
Pegboards with large pegs
Can build a puzzle

✓
✓
✓

and

✓
Small beads
✓
24 Piece puzzle

Construction toys

✓

Can button up clothes

✓

Can tie shoelaces

✓

Page 60 of 98

November 2019

4.4

Curriculum explained

Each curriculum has 44 theme books with the following information:

Introduction
to the
theme
and
learning
areas

Theme
Table
Ideas
(pg 6)

Theme
Table
words
(pg 7&8)

Week's
play area
(pg 9)

Overview
of Week's
Lesson
Plans

Individual

(pg 10)

(pg 11)

Daily
Lesson
plans

(pg 5)
Page 5
Introduction to the theme has all the background information and knowledge about the weekly
theme. This page gives you all the content used for planning weekly and daily lessons.
Page 6
Theme Table tells you what to talk about and show the children. For example, Theme Autumn:
leaves, seeds, make autumn trees from toilet rolls, show pictures of autumn trees.
Page 7 & 8
Theme Table Words to put on your theme table or to display. These words relate to the Theme of
the book. Make labels in the language your children speak also. The words should be in English
and another language.
Page 9
Week’s Play Areas include activities that show how to connect the child’s play area to the theme.
For example, cut out a tree from cardboard and colour with autumn colours, make leaves and
colour, etc.
Page 10
Week’s Lesson Plans is a guideline to teaching activities using the Theme for the week from Mon Fri. (For example, painting, drawing, songs and games).
Page 11- through end of book
Individual Lesson Plans from pages 11 to the end of the book. There are four lesson plans for the
Theme for each day of the week.
Rhymes and songs at the end of the book can be used throughout the weekly lessons
Daily Programme shows you how to use the Theme Book through the day using the individual
Lesson Plan(four Lesson plans are provided for each day).
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4.5

Classroom evaluation:

Before one starts observing the children, the classroom should be evaluated to see if it
meets the set requirements

Classroom Layout

Y/N

Comment

Is there education material (posters
etc.)?
Is children’s work displayed?
Is there an interest corner?
Is there a work area?
Is there a block area?
Is there a Carpeted/ring area?
Are age-appropriate books available for
the children to choose and “read”?
Are there educational resources (games
etc.)?
Is there a class list, daily programme and
a list of allergies etc.
Curriculum and assessment
Is there evidence of planning and
learning?
Is the learning programme age
appropriate?
Are there varied theme-related
activities?
Classroom activities
Is there a happy, relaxed atmosphere?
Are independent thoughts and actions
encouraged?
Are activities age appropriate?
Is there a positive teacher/child
interaction?
Is equipment readily available?
Is equipment of a good standard and in
good condition?
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4.6

Get to know the Results

(resource from TLC FETC: ECD level 4 US244475)
4.6.1

What is observation?

This chapter looks at the importance of observing the holistic behaviour of children, recording and
providing feedback. Observation is an important skill which an early childhood educator needs
to learn. It is a technique that involves seeing and hearing, noticing details and making mental
notes (which can later be recorded)about what is seen and heard.
As an educator, when you observe, your knowledge of child development gives you background
information that helps you understand and interpret what you see and hear when you observe
one child or a group of children.
4.6.1.1 Why is observation important?
We Observe children in order to
• Gather information about young children or a particular
child,
• Describe a child’s holistic development i.e. physical, social
and emotional, cognitive and language,
• Track each child’s growth and development,identify an
individual child’s needs, strength as well as barriers to
learning,
• Gain information for recording, reporting as well as
feedback to parents.

•

4.6.1.2 When to observe
Physical Development: Observe when children are playing and participating in activities
both indoors and outdoors

•

Cognitive development: Observe the children during indoor and outdoor free play, and
during teacher guided activities such as maths, art, music and movement.

•

Language development: Observe the children during discussions and other language
activities, during informal conversations and when they are playing. Observing a child’s
interest in stories and songs also helps the understanding of language development.

•

Emotional and Social development: Observe the children throughout the daily
programme, at arrival and departure times and during other routine activities, especially
during free play, both indoors and outdoors.
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4.6.1.3 Observing Holistic Development

PHYSICAL DEVELOPMENT

COGNITIVE DEVELOPMENT

When observing the
physical development of
PHYSICAL DEVELOPMENT
a child, observe What
When observing the physical
they can and cannot do,
development of a child,
as well as how they carry
observe What they can and
out the physical activity.
cannot do, as well as how
they carry out the physical
activity.

A child’s cognitive development
includes aspects such as
COGNITIVE DEVELOPMENT
language, the child’s ability to
Aconcentrate,
child’s cognitive
development
observe,
reason,
includes
aspects
such
as
remember, understand,
language,
child’ssolve
ability
to
imagine,the
problem
and
concentrate, observe, reason,
think creatively.
remember, understand,
imagine, problem solve and
think creatively.

LANGUAGE AND SPEECH
LANGUAGE AND SPEECH
DEVELOPMENT
DEVELOPMENT
An
educator observes children to see if

EMOTIONAL AND SOCIAL
EMOTIONAL AND SOCIAL
DEVELOPMENT
DEVELOPMENT
The
child’s feels and ability to

An educator
children
to see
their
speech is observes
correct for
their age
andif
is correct
theirand
age and
iftheir
theyspeech
are able
to listen,for
speak
if they are
able to listen,
speak what
and
respond
to language.
Observe
respond
to language.
what
the
child hears
and saysObserve
as well as
how
the
hears
as well as how
hechild
or she
usesand
the says
language
he or she uses the language

The child’s
feels and
cope
are observed
asability
well astoa
cope relationship
are observed
aschildren
well as a
child’s
with
child’s
relationship with children
and
adults.
and adults.
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Date

Name of Learner

ECD Guidebook

Music and dance

Art

Educational toys

Blocks

Puzzles

Books

Indoor play interests

Dramatic or fantasy play

Construction toys

4.6.1.4 Daily Observations
(Observing the child’s interest in and enjoyment of the learning environment)
4.6.1.4.1 Indoor Play

Shows Interest (Y/N)

Page 65 of 98

November 2019

Date

Name of Learner

ECD Guidebook

Able to move across
the monkey bars

Can push self on swing

Playing with Balls

Wheel toys

Water play

Outdoor play Interests

Sand play

Outdoor Play Interests

Climbs on large
apparatus

4.6.1.4.2

Shows Interest (Y/N)
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Kicks a ball using
left/right foot

hops on one leg
for 3 hops moving
forwards

Balance on one
leg for 3 seconds

Throw and catch
a big ball

Stands on tip toes
and maintains
balance

Walk along a
straight line
(1metre)

Jump backwards
and landing with 2
feet together

Name of Learner

Assessment Forms:
4.6.2.1 Grade 000 (3 turning 4 years old)
4.6.2.1.1 Gross Motor Development
Jump forwards
and landing with 2
feet together

4.6.2

Scale from 1-4
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
1
2
3
4

ECD Guidebook

Assessment Key
Child requires adult assistance to complete task
The child is partly able to complete the task
The child is able to complete the task
The child is able to complete the task exceptionally well
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Packs construction blocks,
fastens duplo together
effectively

Builds a 15 to 20 piece
puzzle

Can place pegs in large
peg board

Threads large beads

Handles large paintbrushes
and other large media
effectively

line
Tears paper effectively

Fine Motor Development

Handles scissors effectively
and cuts accurately with
scissors along a straight

Name of Learner

Pencil Grip (Holds
crayon correctly)

4.6.2.1.2

Scale from 1-4
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
1
2
3
4

ECD Guidebook

Assessment Key
Child requires adult assistance to complete task
The child is partly able to complete the task
The child is able to complete the task
The child is able to complete the task exceptionally well

Page 68 of 98

November 2019

Name of Learner

1
2
3
4
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Recalls up to 6 objects

Sorts objects according to shape

Sorts objects according to colour

identifies animal names from
pictures: cow, sheep ,dog,
chicken, horse, pig, frog
match common objects and
pictures

Identify colours blue,
red,yellow,green

Recognises and names the shapes
square, circle, triangle, rectangle

Knows the correct sequence of
yesterday, today and tomorrow

Knows the correct sequence of
days of the week

can count 3 numbers on from
numbers (1-10)

Counts 5 objects accurately

Counts correctly by rote to 10

4.6.2.1.3
Cognitive Development

Scale from 1-4

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

Assessment Key
Child requires adult assistance to complete task
The child is partly able to complete the task
The child is able to complete the task
The child is able to complete the task exceptionally well

November 2019

Recalls words of simple
songs and rhymes

Recalls facts from stories
and discussions

shares news (6 items)

Names who they live with

Gives address

Gives gender

Gives age

Language Development
Gives name and surname

Communicates in mother
tongue using simple
sentences
Communicates in English

Follows instructions in
English

Name of Learner

Follows instructions in
mother tongue

4.6.2.1.4

Scale from 1 - 4
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
1
2
3
4
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Assessment Key
Child requires adult assistance to complete task
The child is partly able to complete the task
The child is able to complete the task
The child is able to complete the task exceptionally well

Page 70 of 98

November 2019

Name of Learner

1
2
3
4
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Plays with others across gender, racial and
cultural differences

Shows concern to those who are unhappy

Shares and waits for turns with supervision

Communicates needs to adults

Interacts positively with other children

Is cooperative when completing tasks

Completes tasks independently

Is self-confident when starting tasks

Recognises likes and dislikes

Recognises emotions (happy, sad, angry)

Is able to draw a picture of themselves
with a body, legs and arms

4.6.2.1.5
Emotional and Social Development

Scale from 1 - 4

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

Assessment Key
Child requires adult assistance to complete task
The child is partly able to complete the task
The child is able to complete the task
The child is able to complete the task exceptionally well
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Touch toes without
bending legs

Kicks a ball using
left/right foot

hops on one leg for 6
hops moving forwards

Balance on one leg for
6 seconds

Throw and catch a
small ball

Stands on tip toes and
maintains balance

Name of Learner

Jump forwards with 2
feet together, landing
steadily
Jump backwards with 2
feet together, landing
steadily
Walk along a straight
line (2 metre)

4.6.2.2 Grade 00 (4 turning 5 years old)
4.6.2.2.1 Gross Motor Development

Scale from 1-4
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
1
2
3
4
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Assessment Key
The child requires adult assistance to complete the task
The child is partly able to complete the task
The child is able to complete the task
The child is able to complete the task exceptionally well
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Name of Learner

1
2
3
4
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Builds effectively and
imaginitevly with construction
blocks and duplo

Builds a 20 to 35 piece puzzle

Can place pegs in peg board
copying a linear pattern
accurately

Threads beads following a
pattern of coloour

Handles paintbrushes and
other media effectively

Tears paper effectively into
pieces the size of the child’s
thumbnail

Handles scissors effectively and
cuts accurately with scissors
along a straight line

Pencil Grip (Holds crayon
correctly. Is aware of L/R

4.6.2.2.2
Fine Motor Development

Scale from 1 - 4

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

Assessment Key
The child requires adult assistance to complete the task
The child is partly able to complete the task
The child is able to complete the task
The child is able to complete the task exceptionally well
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Name of Learner

1
2
3
4
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Holds up correct number of fingers to
tell how old he /she is

Recalls up to 9 objects

Sorts common objects according to
charcteristics

identifies animal names from pictures:
cow, sheep, dog, chicken,
horse,pig,frog, cat, goat
Match common abjects and pictures

Identify colours blue, red,yellow,green,
white, black

Recognises and names the shapes
square, circle, triangle, rectangle, oval

Knows the correct sequence of
yesterday, today and tomorrow

Understands time:yesterday, today,
tomorrow amd morning, afternoon
and night
Can count on from numbers given in
sequence

Counts 10 objects accurately

Counts correctly by rote to 15

4.6.2.2.3
Cognitive Development

Scale from 1-4

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

Assessment Key
The child requires adult assistance to complete the task
The child is partly able to complete the task
The child is able to complete the task
The child is able to complete the task exceptionally well
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Name of Learner

1
2
3
4
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Follows two or more simple
instructions

Recalls facts from stories and
discussions and answers openended questions confidently
Recalls words of songs and rhymes
and uses them expressively

Listens attentively to stories

Participates in discussions

shares news (9 items)

Speaks in full sentences

Communi-cates in English

Communicates in mother tongue

Understands English

Understands mother tongue

4.6.2.2.4
Language Development

Scale from 1 - 4

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

Assessment Key
The child requires adult assistance to complete the task
The child is partly able to complete the task
The child is able to complete the task
The child is able to complete the task exceptionally well
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Name of Learner

1
2
3
4
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Plays with others across gender, racial and
cultural differences

Attempts to assist those who are unhappy or
hurt

Interacts positively with other children

Communicates with teacher and other
adults in discussions

Willingly Shares and waits for turns

Enjoys taking part in activities

Controls emotions

Takes care of belongings

Is able to complete tasks within a given time

shows pride in completed tasks

Is interested in learning new things

Recognises emotions (happy, sad, angry,
scared, shy, excited)

Is able to draw a picture of themselves with
head, tummy, legs and arms

4.6.2.2.5
Emotional and social Development

Scale from 1 - 4

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

Assessment Key
The child requires adult assistance to complete the task
The child is partly able to complete the task
The child is able to complete the task
The child is able to complete the task exceptionally well
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Name of Learner

1
2
3
4
5
6
7
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Kicks a ball towards a target using
preferred foot

Preferred foot (left/right)

hops on one leg for 10 hops
moving forwards

Catches a small ball securely with
hands away from body

Throws a small ball accurately

Balances on one leg for 10
seconds

Runs in different directions without
bumping into obstacles

Moves in different directions
without losing balance

Jump forwards, backwards and
sideways to left and right with 2
feet together, landing steadily
Is able to maintain upright Posture
for long periods

4.6.2.3 Grade 0 (5 turning 6 years old)
4.6.2.3.1 Gross Motor Development

Scale from 1-7

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.
Assessment Key

The child requires adult assistance to complete the task
The child is partly able to complete the task
A moderate achievement (fair with room for improvement)
Adequate achievement (fair)
A good effort
An extremely good effort
An outstanding achievement

November 2019

Name of Learner

1
2
3
4
5
6
7
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Builds imaginative, more
complex constructions with
construction blocks and lego
and plays constructively for
reasonable periods of time

Builds a 35 to50 piece puzzle

Can place pegs in peg board
and form a picture

Threads smaller beads in intricate
patterns

Handles finer paintbrushes and
thinner crayons effectively

Tears paper easily into strips

Cuts accurately with scissors
around simple shapes

Pencil Grip (Holds crayon
correctly. Hand dominance is L/R

4.6.2.3.2
Fine Motor Development

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

Assessment Key
The child requires adult assistance to complete the task
The child is partly able to complete the task
A moderate achievement (fair with room for improvement)
Adequate achievement (fair)
A good effort
An extremely good effort
An outstanding achievement
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Name of Learner

1
2
3
4
5
6
7
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Sorts objects according to categories

Sequence objects according to size

identifies animal names from pictures:
cow, sheep, dog, chicken, horse, pig,
frog, duck, cat, goat, donkey

Understands concept of big/small,
long/short

Recognises numerals from 0 to 10

Identifies shapes: circle, square, triangle,
oval, heart, diamond

Identifies colours red, yellow, blue,
green, white, black, grey, pink, orange,
purple

Ability to concentrate on tasks (5 min)

Counts 15 objects accurately

Counts correctly by rote to 20

4.6.2.3.3
Cognitive Development 1

Scale from 1-7

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

Assessment Key
The child requires adult assistance to complete the task
The child is partly able to complete the task
A moderate achievement (fair with room for improvement)
Adequate achievement (fair)
A good effort
An extremely good effort
An outstanding achievement

November 2019

Describes aspects of themselves
(e.g.colour hair)

Identifies and names body parts

Gives age correctly

Writes own name

Recognises own name

B. THEMSELVES

Cognitive Development 2

Knows the days of the week, can say
what day it will be tomorrow and what
day it was yesterday
Engages in fantasy play

Understands time: yesterday, today,
tomorrow

Asks many questions

Asks the names of people and things they
see

Name of Learner

WORLD AROUND THEM

4.6.2.3.4

Scale from 1 - 7
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
1
2
3
4
5
6
7
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Assessment Key
The child requires adult assistance to complete the task
The child is partly able to complete the task
A moderate achievement (fair with room for improvement)
Adequate achievement (fair)
A good effort
An extremely good effort
An outstanding achievement
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Name of Learner
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Understands and Follows
complex instructions
confidently

understands cause and
effect and the moral of
stories and discussions
Recalls words of songs
and rhymes

Listens attentively to
stories

Shares ideas and opinions
confidently in discussions

shares news (12 items)

Speaks in full, descriptive
sentences

Communicates fluently in
English

Communicates fluently in
mother tongue

Understands English

Understands mother
tongue

4.6.2.3.5
Language Development

Scale from 1-7

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

Assessment Key
1
The child requires adult assistance to complete the task
2
The child is partly able to complete the task
3
A moderate achievement (fair with room for improvement)
4
Adequate achievement (fair)
5
A good effort
6
An extremely good effort
7
An outstanding achievement

November 2019

Plays with children across gender,
racial and cultural differences

Shows concern and sympathy for
those who are unhappy

Communication with teacher and
other adults

Interaction with other children

Sharing and taking turns

Eager to participate in activities

Social and Emotional Development
Takes responsibility for belongings

Controls emotions

Independence

Self-confidence

Name of Learner

Attitude to learning

4.6.2.3.6

Scale from 1-7
1
2
3
4
5
6
7
8
9
10
11
12
13
1
2
3
4
5
6
7
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Assessment Key
The child requires adult assistance to complete the task
The child is partly able to complete the task
A moderate achievement (fair with room for improvement)
Adequate achievement (fair)
A good effort
An extremely good effort
An outstanding achievement
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4.7

Reports
4.7.1

Report for Child: Age Group: 0-3 Year Old

Name:____________________________________________
Date of birth: ______________________________________
Age:________________years __________________months

Height: _______________________________________
Mass:
_________________________________________
Date of report: _____________________________________
Days Absent: ______________________________________
1. Well-being:
Yes No

Almost

Yes No

Almost

Growth in line with Road to Health Booklet
Explores and eats a variety of food
Enjoys having hands and face washed and clean
Responds positively to care giver
Rolls over independently
Sits independently
Crawls on hands and knees
Stands unaided
Walks up stairs with help
Responds to correction
Displays frustration at times
Comments:

2. Identity and Belonging:
Recognises familiar people
Shows an interest in the surroundings
Responds to smell, taste and touch of food
Has developed a routine for activities
Responds to other children
Looks to caregiver for comfort
Comments:
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3. Communication:
Yes

No Almost

Listens and Responds to human voices
Responds to familiar words
Enjoys sound games, songs and rhymes
Communicates needs effectively
Babbles and is starting to form words
Enjoys books and being read to
Comments:

4. Exploring Mathematics:
Yes No Almost
Is aware that objects have names
Enjoys rhymes and songs about counting
Shows an interest in overcoming challenges
Enjoys filling containers with small objects or sand
Comments:

5. Creativity
Yes No Almost
Is prepared to take risks by attempting to do unknown
things
Uses all five senses to make meaning of objects
Plays alongside other children
Enjoys “make-believe” play
Enjoys rhymes and songs and rhythmic movement
Enjoys toys that make sounds
Comments:
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6. Knowledge and Understanding of the World
Yes No Almost
Moves around and uses senses to explore the environment
Shows an interest in opening and closing objects
There is an awareness of daily routines
Comments:

GENERAL:

Group Teacher:

Principal- Pre-School:

ECD Guidebook

Page 85 of 98

November 2019

4.7.2

Report for Child: Age Group: 3-4 Year Old

Name: ____________________________________________
Date of birth: ______________________________________
Age:________________years __________________months
Date of report: _____________________________________
Days Absent: ______________________________________
1. PHYSICAL DEVELOPMENT:
Gross Motor:
Needs
Support

Partially Achieved
Achieved

Growth in line with Road to Health Booklet
Runs in different directions without bumping
into others
Balances on right foot
Balances on left foot
Hops on right foot moving forward 3 hops
Hops on left foot moving forward 3 hops
Jumps forwards
Jumps backwards
Throws a large ball
Catches a large ball
Kicks a large ball
Comments:

2. Fine Motor:
Needs
Partially
Achieved
Support Achieved
Pencil grip (holds a crayon correctly)
Holds scissors correctly
Cuts correctly with scissors
Tears paper using fingers
Handles paintbrushes and crayons correctly
Threads large beads
Places large pegs into pegboard
Can build a simple puzzle
Enjoys building constructively with blocks
Able to dress oneself
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Comments:

3. EMOTIONAL DEVELOPMENT:
Needs
Support

Partially
Achieved
Achieved

Enjoys learning new things
Separates easily from adult on arrival
Able to work independently
Able to follow instructions
Able to complete tasks in a given time
Controls emotions
Takes responsibility for belongings
Eager to participate in activities
Sharing and taking turns
Interaction with other children
Communication with teacher and other
adults
Comments:

4. COGNITIVE DEVELOPMENT: (CONCEPTS AND SKILLS)
Needs
Support

Partially
Achieved
Achieved

Finishes tasks to the end
Identifies common colours: red, blue, yellow,
green, white, black
Identifies colours: orange, pink, purple
Identifies simple shapes: circle, square
Identifies complex shapes:
triangle,
rectangle
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Ability to count from 1-10
Recognition of numerals 1-10
Understanding of concepts: big, small
Know the days of the week
Understanding of time: yesterday, today,
tomorrow
Sorts objects according to colour
Sorts objects according to shape
Body image (draws a person)
Identifies and names body parts
Comments:

5.

LANGUAGE DEVELOPMENT
Needs
Partially
Achieved
Support Achieved

Understanding of home language
Understanding of English
Use of home language
Use of English
Speaks with full sentences
Shares news
Participates in discussions
Listens to stories
Recalls facts from stories and discussions
Recalls words of songs and rhymes
Able to carry out instructions
Comments:
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GENERAL COMMENTS:

Group Teacher:

Principal- Pre-School:
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4.7.3

Report for Child: Age Group: 4-5 Year Old

Name: ____________________________________________
Date of birth: ______________________________________
Age:________________years __________________months
Date of report: _____________________________________
Days Absent: ______________________________________
2. PHYSICAL DEVELOPMENT:
Gross Motor:
Needs
Support

Partially Achieved
Achieved

Growth in line with Road to Health Booklet
Runs in different directions with control
Balances on right foot
Balances on left foot
Hops on right foot moving forward 6 hops
Hops on left foot moving forward 6 hops
Jumping forwards and backwards
Throws a tennis ball
Catches a tennis ball
Kicks a ball
Skips for 2 metres
Comments:

Fine Motor:
Needs
Partially
Achieved
Support Achieved
Pencil grip (holds a pencil correctly)
Cutting with scissors
Paper tearing
Handles paintbrushes and crayons
Threads small beads
Place small pegs into pegboard
Can build a 6-20 piece puzzle
Enjoys building constructively with duplo
Can button up clothes, can tie shoelaces
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Comments:

2. EMOTIONAL DEVELOPMENT:
Needs
Support

Partially
Achieved
Achieved

Enjoys learning new things
Self-confidence
Able to work independently
Able to work in a group
Able to follow instructions
Able to complete tasks in a given time
Controls emotions
Takes responsibility for belongings
Eager to participate in activities
Shares and takes turns
Interacts with other children
Communication with teacher and other
adults
Comments:

3. COGNITIVE DEVELOPMENT: (CONCEPTS AND SKILLS)
Needs
Support
Ability to concentrate
Identifies common colours: red, blue, yellow,
white, black, green, orange, purple, pink
Identifies shapes: circle, square, triangle,
rectangle, oval
Ability to count from 1-15
Recognition of numerals 1-5
Can count 15 objects
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Partially
Achieved
Achieved

November 2019

Understanding of concepts: big, small, long,
short
Understanding of time: yesterday, today,
tomorrow
Knows the days of the week
Knows the months of the year
Sorts objects according to colour
Sorts objects according to shape
Body image (draws a person 8-10 parts)
Identifies and names body parts
Recognises own written name
Comments:

4.LANGUAGE DEVELOPMENT
Needs
Partially
Achieved
Support Achieved
Understanding of home language
Understanding of English
Use of home language
Use of English
Speaks with full sentences
Shares news
Participates in discussions
Listens to stories
Recalls facts from stories and discussions
Recalls words of songs and rhymes
Able to carry out instructions
Comments:
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GENERAL COMMENTS:

Group Teacher:

Principal- Pre-School:
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4.7.4

Report for Child Age Group: 5-6 Year Old

Name: ____________________________________________
Date of birth: ______________________________________
Age:________________years __________________months
Date of report: _____________________________________
Days Absent: ______________________________________
1. PHYSICAL DEVELOPMENT:
Gross Motor:
Needs
Support

Partially
Achieved

Achieved

Needs
Support

Partially
Achieved

Achieved

Growth in line with Road to Health Booklet
Runs in different directions with control
Balances on right foot
Balances on left foot
Hops on right foot moving forward 10 hops
Hops on left foot moving forward 10 hops
Jumping forwards and backwards and
side to side
Throws a tennis ball
Catches a tennis ball
Kicks a ball
Skips for 3 metres
Comments:

2. Fine Motor:

Pencil grip (holds a pencil correctly)
Cutting with scissors
Paper tearing
Handles paintbrushes and crayons
Threads small beads
Pegboards with small pegs
Can build a 24-36 piece puzzle
Enjoys building constructively with lego
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Can button up clothes, can tie shoelaces

Comments:

2. EMOTIONAL DEVELOPMENT:
Needs
Support

Partially
Achieved

Achieved

Partially
Achieved

Achieved

Enjoys learning new things
Self-confidence
Able to work independently
Able to work in a group
Able to follow instructions
Able to complete tasks in a given time
Controls emotions
Takes responsibility for belongings
Eager to participate in activities
Sharing and taking turns
Interacts with other children
Communication with teacher and other
adults
Comments:

3 . COGNITIVE DEVELOPMENT: (CONCEPTS AND SKILLS)
Needs
Support
Ability to concentrate
Identifies colours: red, blue, yellow, white,
black, orange, green, purple, pink, brown,
grey
Identifies shapes: circle, square, triangle,
rectangle, oval
Awareness of right and left
Ability to count from 1-20
Recognition of numerals 1-20
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Understanding of concepts: big, small,
long, short
Sequence objects according to size
Understands
concepts:
more,
less,
equal/same
Understanding of similarities
Understanding of differences
Understanding of time: yesterday, today,
tomorrow
Knows the days of the week
Knows the months of the year
Sorts objects according to colour
Sorts objects according to shape
Body image (draws a person)
Identifies and names body parts
Recognises and writes own name
Comments:

4. LANGUAGE DEVELOPMENT
Needs
Support

Partially
Achieved

Achieved

Understanding of home language
Understanding of English
Use of home language
Use of English
Speaks with full sentences
Vocabulary
Shares news
Participates in discussions
Listens to stories
Recalls facts from stories and
discussions
Understands and recalls words of songs
and rhymes correctly
Able to carry out instructions
Recognition of initial sounds (alphabet
sounds)
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Comments:

GENERAL COMMENTS:

Group Teacher:

Principal- Pre-School:
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