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I. Facility-Specific Health & Safety Documents
· Municipal Health Certificate / Certificate of Acceptability
· Issued by the local municipal environmental health department. This is crucial and confirms the premises are suitable for food preparation and general hygiene standards. (Check expiry date and ensure its current.)
· 2. Fire Safety Certificate / Compliance Certificate
· Issued by the local fire department, confirming fire extinguishers are correctly placed, fire exits are clear, and emergency procedures are adequate. (Check expiry date.)
· Building Plans (Approved)
· Copies of approved building plans from the municipality, showing the layout of the facility, including classrooms, kitchen, and toilet facilities. These often indicate compliance with space requirements.
· Evacuation Plan & Emergency Exits Map
· Clearly displayed maps showing emergency exits, assembly points, and evacuation routes. (Verification: Evidence of regular fire drills.)
· Waste Management Plan
· Documentation of refuse removal schedule, disposal methods, and hazardous waste management (e.g., nappy disposal). (Evidence: Agreements with waste disposal services.)
· Pest Control Records
· Records of regular pest control treatments by a certified company.
II. Child & Staff Health Records
· Child Enrolment & Medical Information Forms
· Comprehensive forms for each child including:

· Emergency contact details (primary, secondary).
· Medical aid information.
· Allergies (food, medication, environmental) and severity.
· Chronic conditions (e.g., asthma, epilepsy, diabetes) and management plans.
· Authorisation for emergency medical treatment.
· List of medications (if any) and dosage instructions.
· Immunisation records (often part of clinic card/Road to Health booklet).
· Child Health / Clinic Cards (Road to Health Booklets)
· Request parents to provide copies of current clinic cards showing immunisation status and growth monitoring.
· Daily Register/Attendance Register
· Used to track daily attendance, which is vital for emergency headcounts.
· Incident/Accident Register
· Detailed records of all accidents, injuries, or significant incidents involving children or staff.
· Includes: date, time, nature of incident, affected person, witnesses, first aid administered, actions taken, and parental notification.
· Medication Administration Register
· Records every instance of medication given to a child, including: child's name, medication name, dosage, time, reason, staff member administering, and parent's signature/authorisation.
· Illness/Communicable Disease Policy & Records
· Policy outlining procedures for managing sick children, isolation protocols, and when children must be sent home or excluded.
· Records of infectious disease outbreaks and parental notifications (e.g., measles, chickenpox, diarrhoea).
· Staff Health & Clearance Records
· Medical Certificates: Confirmation of staff fitness for work with children (often part of initial employment).
· Police Clearance Certificates: Mandatory for all staff (National Child Protection Register and National Register for Sex Offenders).
· First Aid Certificates: Copies of valid Level 1 (or higher) First Aid certificates for designated staff members.Food Handler Certificates: For all staff involved in food preparation and serving.


III. Policy & Procedure Documents
· Health & Safety Policy
· Overall policy outlining commitment to safety, roles and responsibilities, and general safety rules.
· Child Protection Policy (incl. Abuse/Neglect Reporting)
· Crucial policy detailing procedures for identifying, reporting, and responding to suspected child abuse or neglect.
· Includes contact details for relevant authorities (e.g., DSD social workers, SAPS).
· Hygiene & Sanitation Policy
· Detailed procedures for cleaning classrooms, toys, equipment, and personal hygiene practices (e.g., handwashing protocols, nappy changing, toilet cleaning).
· Food Preparation & Nutrition Policy
· Guidelines for menu planning, food preparation, storage, serving, and addressing food allergies/dietary restrictions.
· Reference to National Guidelines on Food and Nutrition for ECD Programmes.
· Emergency Procedures Manual
· Detailed plans for various emergencies (fire, medical, security threats, natural disasters). Includes contact lists and staff roles.
· Water Safety Policy
· Ensuring access to safe, clean drinking water and protocols for water purification if required.
· Sun Protection Policy
· Strategies for protecting children from harmful UV rays (e.g., sunscreen application, hats, shaded play areas).
IV. Maintenance & Operational Records
· Cleaning Schedules & Checklists
· Daily, weekly, and monthly cleaning schedules for all areas (classrooms, kitchen, toilets, outdoor areas).
· Equipment Maintenance Logs
· Records of inspections and maintenance for playground equipment, kitchen appliances, and other centre equipment to ensure safety.

· Water Quality Test Results (if applicable)
· If relying on borehole water or non-municipal sources, records of regular water quality tests.

Tips for Maintaining Documents:
Digital & Hard Copies: Keep both digital (scanned) and well-organised hard copies.
Regular Review: Review and update all policies and records at least annually, or when regulations change.
Accessibility: Ensure key documents (e.g., emergency plans, contact lists) are easily accessible to all staff.
Training: Ensure all staff are trained on relevant policies and procedures, especially those related to health, safety, and child protection.
Having these documents in order demonstrates your commitment to providing a safe, healthy, and compliant environment for the children in your care.
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