



Essential Documentation for an ECD Centre
1. CHILD RECORDS
· Enrollment/Application forms
·  Birth certificate copy
·  Immunization records
· Medical records and allergy information
· Emergency contact information
· Authorized pick-up list
· Parent/guardian consent forms (for field trips, photos, etc.)
· Individual care plans (for children with special needs)
· Daily attendance records
· Incident/accident reports
· Behavior/discipline logs
2. STAFF RECORDS
· Employment application and resume
· Background checks and clearance documentation
· References and interview records
· Proof of qualifications/certifications (e.g., CPR, first aid, early childhood education)
· Employment agreement/contract
· Performance evaluations and professional development logs
· Attendance/time sheets
3. LICENSING & COMPLIANCE
· State/local licensing certificates
· Fire and safety inspection reports
· Health department inspection reports
· Insurance policies (liability, property, etc.)
· Building occupancy permits

· Emergency preparedness and evacuation plans
· Incident logs (injury, illness, complaints)
· Compliance checklists and audit results
4. CURRICULUM & PROGRAMMING
· Daily/weekly lesson plans
· Developmental assessment records for each child
· Learning outcome tracking forms
· Special activity documentation (visitors, field trips)
5. ADMINISTRATIVE RECORDS
· Parent handbook and policies
· Staff handbook and policies
· Fee schedules and payment records
· Parent communication logs or newsletters
· Meeting notes (staff, parent-teacher, board)
· Annual reports (if applicable)
6. SAFETY & HEALTH
· Medication administration logs
· Allergy/medical alert list
· Injury/illness logs
· Cleaning and sanitation checklists
· Playground safety checklists
· Fire and emergency drill logs
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