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1. PURPOSE:

To provide a standard operating procedure (SOP) for the registration, renewal, closure and

reinstatement of partial care facilities.

2. SCOPE:

This SOP applies and relates to the registration, renewal, reinstatement and closure of Partial

Care Facilities as outlined in the Children's Act, Act 38 of 2005 and its implementation by the

various role players.

3. STAKEHOLDERS:

National and Provincial Department of Social Development
Local Government — Municipalities
Non-Governmental Organisations — Service Organisations

Partial Care facilities

4. REQUIREMENTS FOR (RE)REGISTRATION:

This is applicable to:

Any person or organisation intending to establish a partial care facility.

Registered partial care facilities whose registrations are due for renewal.

Conditionally registered partial care facilities applying for full registration. Conditional
registration has a legal basis in section 83 of the Children’s Amendment Act 2007. Its
purpose is to facilitate entry into the registration process for ECD centres that do not
currently meet all the norms and standards so that they may operate within the law
while upgrading their facilities towards the achievement of full registration.

Registered partial care facilities found to be non-compliant with the relevant legislation
and need to close.

Partial care facilities previously closed and intending to be reinstated.



Required Documents:

¢ Form 11 = Prescribed application form completed and signed by the applicant

e Business Plan containing the following information:

o

[e]

o

o

[e]

Daily Activity plan

Fee structure

Hours of Operation

Staff composition and quadlifications of staff

Disciplinary policy reflecting the disciplinary measures imposed toward children at

the partial care facility.

e Constitution containing the following information:

@]

[e]

[e]

« Lease Agreement (where applicable) ( Ti'tsl ¢ Deed [ Deed ‘OP reng

The name of the partial care facility

The type or types of services to be provided

The composition, powers and duties of the management board

The powers, obligations and undertaking of management to delegate all authority
with regard to care, behaviour management and development of children to the
head of the partial care facility, where applicable

The procedure for amending the constitution

A commitment from the management to ensure compliance with the national
norms and standards for partial care facilities reflected in Annexure B of the

Children's Act 38/2005
Fer

e Approved Building Plan or a copy of the building plan that has been submitted for

approval if the application for approval of the building plans is still under consideration:

Approved by the local municipality with a visible stamp of the latter

. Emergency plan

o Reasonable precautions to protect children from risk of fire, accidents and
other hazards.

o Emergency plans must include evacuation procedures

e Zoning cettificate: Clearly indicating that the premises is zoned for the intended

purpose (“Place of instruction”)

¢ Fire and safety certificate / Fire report

o Fire clearance certificate must be on the letter head of the Fire Department,
dated and signed. In instances where the applicant is in possession of an
occupation certificate, it can substitute the occupancy certificate.

o The Fire report must clearly indicate the facility is found to be safe in terms of

the National Building regulations

—



¢ Health clearance certificate/report: confirming the clearance of environmental health
and safety risks. The concerned document must also indicate the number of children
as well as the age breakdown the building is able to accommodate in line with the
National Health Act (61/2003). The health clearance certificate/report must not be
dated more than 1 year prior fo the date of application.

¢ Food Premises Certificate: Applicable to Partial Care Facilities where food is being
prepared

e Clearance cetificates in terms of the National Child Protection Register of all staff and

any other persons who are in contact with the children at the partial care facility.

THE REGISTRATION PROCESS:

Step 1 —Applicant approach the Social Service Organisation

¢ New applicants must contact the relevant SSO for guidance in terms of registration
requirements and processes.
e SSOs shall provide the potential applicant with guidance, support and a registration
package consisting out of:
o Application forms (Form 11)
o Information on chapter 5 of the Children's Act, 38/2005
o National Minimum Norms and Standards for partial care facilities
o Form 29 and 30
o Process map
¢ SSOrecord all applicants on a data base reflecting the identifying particulars, address
of the person and/or facility, current status and date of enquiry.
¢ Ininstances where the enquiring person/facility indicated unregistered existence, the
SSO must follow up after 2 weeks of enquiry.
¢ Should persons/organisations intending to establish a Partial Care Facility, not submit
the application documents within 3 months after enquiring, the SSO must follow up to
determine possible illegal operation and to assist with challenges being experienced

by the applicant.

Step 2 — Approach the local authority or municipality

The following documents must be obtained from the respective local municipal offices by

the applicants:

e Approved Building Plan




e Zoning certificate
e Fire and safety certificate
e Environmental Health clearance certificate

e Food Premises Certificate.

Step 3 — Submission of application

Form 11 (application form) must be completed, signed and dafted when all required
documents are received. Applicants will submit complete applications to the SSO in the

respective areas for assessment thereof.

Step 4 - Site visits and inspection

o After receipt of the application, the SSO (social service professional) conducts a site
visit at the partial care facility

¢ Complete a professional report with a recommendation based on the documented
application and observations during the onsite visit.

e Maintain a database of all unregistered and registered partial care facilities and submit

quarterly fo DSD as addendum to the quarterly progress report.

Step 5 — Consideration of application!

(In terms of Children's Act 38 of 2005 5.82, The provincial head of DSD must within six months of
receiving the application consider an application for registration/renewal or either rejects the

application)

e Submit completed portfolio of evidence (POE) inclusive of the professional report to
DSD for consideration within 1 month after receipt of the application.

e Admin Clerk verify documentation and compliance cerfificates.

e Social workers conduct meetings/ engagements with SSOs to peruse the completed
POE for completion/ quality control. Frequency would be dependent on demand.

e In instances of a new application, a departmental reference (C Code) must be
required from the provincial DSD registry on the prescribed request form by the admin
clerk.

e Electronic requests must be made for reference and record purposes.

e Registration unit social worker makes a final recommendation by completion of a

prescribed checklist subsequently endorsed by the Social Work Policy Manager.

! An NPO management system is currently being piloted that will require all the necessary
documentation and processes to be uploaded onto this system. This will also impact on the
ECD database




Based on endorsement, a certificate of registration / decline will be issued by the SWPD.
Certificate to be signed off by the Director: ECD & Partial Care Directorate. Should the
director be on leave, the acting director may sign the certificate given that such
person has a letter of authorization. Alternatively, it will be signed by the Chief Director.
The signed-off Partial Care Registration Certificate must then be provided fo the
responsible SSO for distribution to the partial care facility.

Immediately after the certificate is issued, Admin clerks must record it on the provincial
data base and where subsidized provide a copy of the certificates to the funding unit.
The certificate must also be scanned and uploaded to the MyContent file.
Afterissuing of the certificate, the POE and relevant documentation must be submitted

to registry by the admin support for filing purposes.

Guidelines for determination of full/conditional registration:

Outstanding documents Full/ conditional | Timeframe
registration

None Full registration 5years

Clearance certificates in terms of the Child Conditional 2 Years

protection register, but proof of application have registration

been provided

Lease agreement /j; +1¢ Conditional 2 Years

Teo Sfer | registration

Approved building plan - Proof must be provided Conditional 2 Years

that applicant is in process of obtaining. registration

Emergency plan Conditional 2 Years
registration

Zoning certificate Conditional 2 Years
registration

Food premises Conditional 2 Years
registration

Clearance certificate in terms of CPR, but proof of Conditional 2 Years

application is provided registration

More than 1 of the above-mentioned documents Conditional 2 Years
Registration

In the event where the following documents are outstanding, applications will be

declined:

o Form 11




o Business Plan

o Constitution

o Fire and safety certificate/ report

o Health clearance certificate

As soon as all conditions are méf, conditionally registered partial care facilities may
submit the outstanding documents for full registration. The documents must be
submitted via the SSO in the respective region. The timeframes for this process will be
the same as that of the registration process.

On receipt of all documents as indicated as conditions on the conditional registration
certificate, full registration for 5 years must be issued from the date of receipt of the

documents.

MAINTENANCE OF A DATA BASE

DSD must ensure a record keeping system of all the registered partial care facilities
through the maintenance of a provincial database indicating the following status:
Registered; Conditionally registered; Lapsed; Closed, Reinstated and Unregistered.
On a quarterly basis the social worker must provide SWPD's with list of registrations due
tolapse. ¢ pranl 07 ¥ clevelope

SWPD }ﬁusf forward list to the relevo.m SSO for follow-up.

The data base must be provided to Mr Cadman, responsible for the outcome 13 report,

on a quarterly basis.

REINSTATEMENT OF A PARTIAL CARE FACILITY

The directorate’s ECD data base must include all facilities that were officially closed.
When a facility that has been closed, recftified the reasons for closure, it can be

considered for reinstatement as prescribed by the Children's Act.

ENFORCEMENT

Should SSOs learn of any partial care facility in operation who fail to apply for
registration thereof, the SSO must inform DSD in writing. In such instances, the relevant
SWPD shall issue a letter of enforcement to register, as prescribed in Section 85 (1) (al(ii)
of the Children’s Act, 38/2005. The notice must specify the period within which
application for registration must be submitted.

If the management or owner of the partial care facility refuse to register, the SWPD
must issue the facility with a written notice to close, endorsed by the HOD as prescribed
by Section 85 (1)(a)(1) of the Children’s Act, 38/2005.



When the SW are informed on any concerning activities that may pose a risk to the
safety of the children, action must immediately be taken. The following steps must be
followed:

o Referral to the relevant SSO to assess the circumstances regarding the National
Norms and Standards in terms of the Children's Act, 38/2005. The SSO must provide
the S/W with a detailed report regarding their findings within 2 working days.

o Referral to the local DSD office for investigation where child abuse or neglect is
suspected. In instances where a designated child protection organisation works in
the specific area, this organisation will be requested to conduct the child
protection investigation.

o A rapidresponse investigation conducted by the monitoring and evaluation team
of the directorate may also be requested.

In critical instances the SW and/SWPD must do a site visit to investigate the

circumstances.

If any of the assessments/investigation confirm possible risks to the children, the process

of enforcement to close the Partial Care Facility in terms of the Children’s Act, 38/2005

must be executed.



DEPARTMENT SOCIAL DEVELOPMENT

PROVISION OF SUPPORT AND GUIDNCE THROUGH STAKEHOLDER

ISSUING REGISTRATION CERTIFICATE ENGAGEMENTS

MUNICIPALITY

ISSUING OF MUNICIPAL COMPLIANCE | FORM PART OF CONTINUOUS DEVELOPMENT { AUDITING AND IDENTIFICATION OF AVAILABLE
CERTIFICATES OF INTEGRATED STAKEHOLDER RELATIONSHIPS INFRASTUCTURE

SERVICE ORGANIZATIONS

PROVIDE GUIDANCE
IDENTIFICATION OF AND SUPPORT TO
UNREGISTERED PCF's PARTIAL CARE
MAINATAIN DATA FACILITIES WITH
BASE REGISTRATION
PROCESS

CONDUCT ONSITE | CAPACITY BUILDING |
VISIT AND COMPILE THE POE ITO REGISTRATION
COMPILATION OF WITH A | PROCESS & POST
PROFFESSIONAL | RECOMMENDATION REGISTRATION
REPORT ; SUPPORT

STAKEHOLDER
ENGAGEMENTS




PARTIAL CARE FACILITY REGISTRATION CYCLE:

STEP 1t

APPLICATION AT
SERVICE
ORGANIZATION

STEP 6: : e

: CONSULT LOCAL
REGISTRATION/DE UTHORITIES/MUNIC|

CLINE , . IPALITIES

STEP 5; ' STEP3:

SSO'SUBMITS SUBMIT DOCUMENTS §

POE TO DSD FOR* TO SERVICE
CONSIDERATION ORGANIZATION

STEP 4:

ON-SITE VISIT BY
SSO
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