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FOREWORD

BY YABHG. DATIN PADUKA SERI ROSMAH MANSOR

arly childhood is the most critical period in human development.

By providing care and education from the early years of

children, we are not only building a solid foundation for the
child’s life, but also for Malaysia’s development. Early childhood
development is a strategic investment for the formation of quality
human capital; provides the highest return in economic development
and is the most cost-effective way to reduce poverty and to foster
economic growth.

Although parents and, to a lesser extent, caregivers and educators
are largerly responsible for providing early childhood care, the
responsibility starts at the highest level of governance, where the
Government recognises, and is fully committed to its duty to provide
early childhood care as an integral part of nation-building.

As Malaysia progresses to becoming a fully developed nation by 2020,
more families are required to readjust their child care arrangements
as both parents are working full-time. The efficiency of these parents
can be greatly enhanced if they can achieve a sustainable work-life
balance that is supported by employers, businesses and industries. As
stakeholders in an employee’s overall well-being, companies are in a
major position to ensure that staff can meet the demands at work and
at home.

Employers who invest in childcare at the workplace reflect their
commitment to achieve the triple bottom line, showing that they care as
much about “people” as they do about “profit”. Such a commitment is
aligned to the TMalaysia principle of social justice and is in line with the
Government’s national agenda of promoting corporate responsibility
through the 10t Malaysia Plan.

This toolkit, which complements the first Best Business Practice
Circular by the Companies Commission of Malaysia (SSM) and UNICEF
Malaysia, is a significant contribution resulting from their partnership.
| congratulate both organisations for promoting corporate responsibility
(CR) within the business enviroment and urge companies to invest
and implement child care in the workplace.

This partnership is an example of how everyone in Malaysia can work
together to build a strong platform on which our children can stand and
reach for the stars.

Thank you.

m@u‘t_,
/
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BY MINISTER OF DOMESTIC TRADE, CO-OPERATIVES AND CONSUMERISM

alaysia’s children are our greatest asset. They represent the
M lessons of the past and the legacy of our ancestors, as well
the dreams that we as a nation have for our future. But it is
what we do for our children today, that is of paramount importance. Our

priorities should focus on providing them with the very best education
and development opportunities possible.

Having said this, many parents today also face the challenge of
providing a comfortable lifestyle for the families, which often means
both mother and father are required to work. This raises an important
question:

“How do we strike a balance between the need to provide the best
early childhood care and education for children with the need for both
parents of a child to work?”

One good solution is through the establishment of child care centres
at the work place. These centres should not just merely be a place
where working parents can place their child while they would be at
work; they should be a place where children can stretch their
imaginations and develop their true potential.

This is where the Tool Kit jointly developed by the Companies
Commission of Malaysia (§SM) and the United Nations Children’s Fund
(UNICEF) Malaysia plays such a beneficial role. The Tool Kit is not just
about setting up child care centres, but providing a comprehensive
approach to better child care. It includes a focus on defining the
best interests of children, in line with the Convention of the Right of a
Child; the recruitment of qualified staff; the need and importance
of having child centred programmes and curriculum; the need and
importance of having a staff monitoring system; and financial resources
to meet the budgetary requirements of establishing and operating a
child care centre, as well as following registration and renewal
procedures.

Our hope is that this Tool Kit will encourage the provision of good
child care and increase the growth of our nation’s economy through
productivity, quality of life and employee moral gains achieved by
locating child care centres near our places of work.

| would like to take this opportunity to applaud the initiative taken by
both SSM and UNICEF Malaysia. | look forward to many more beneficial
joint initiatives in the future between these two organizations.

.-
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BY HANS OLSEN

e often don’t remember much of our childhood experiences
prior to the age of three or four. What memories we have
may be mere snapshots coloured by our senses: the smell of

your mother’s shampoo or the feel of grass crushed beneath your feet
as you played with your father in the garden.

Fleeting they may be, but these glimpses of early childhood originate
from valuable experiences that leave a lasting impression on a child’s
life. Research on early childhood development shows that the first five
years are particularly important for the development of the child’s brain,
and early experiences have a direct impact on how children develop
learning skills as well as social and emotional abilities.

When well-nurtured and cared for in their earliest years, children are
more likely to survive, to grow in a healthy way, to have less disease
and fewer illnesses, and to fully develop thinking, language, emotional
and social skills. When they enter school, their prospects for performing
well are improved. And as adolescents, they are likely to have greater
self-esteem. Later in life, they have a greater chance of becoming
creative and productive members of society.

Recognising every child’s right to survive and thrive, UNICEF is a
strong advocate for early childhood development and care to help
every child reach their full potential. Furthermore, the gains from
early childhood care can help break the cycles of poverty, disease and
violence, and accelerate a country’s progress towards development.

Malaysia has made strategic investments in early childhood education
and care through policies on preschool education, a comprehensive
legislative framework, and provision of health and social services.
The Government has also shown tremendous foresight in promoting
corporate responsibility for children’s issues and encouraging the private
sector to contribute towards the attainment of children’s rights.

UNICEF strongly believes in the power of partnerships and has a rich
history of working with the corporate sector. Our partnership with the
Companies Commission of Malaysia (SSM) is a commitment towards
changing the lives of millions of children by changing the way we do
business.

As one of the initial steps towards promoting child-friendly business
practices, UNICEF and SSM have produced this toolkit to guide
employers in setting up childcare centres in the workplace, based on
the principle of children’s best interests. Under this partnership, many
more initiatives will follow to promote greater awareness of children’s
rights and create innovative solutions for children.

Together, we will work towards ensuring that our children’s earliest
years are filled with enriching, stimulating and joyous experiences.

HANS OLSEN
REPRESENTATIVE TO UNICEF MALAYSIA
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BY CHIEF EXECUTIVE OFFICER OF THE COMPANIES COMMISSION OF MALAYSIA

ompanies and businesses are always known as economic

entities that are profit-oriented. Though it is not wrong for these

entities to strive towards maximising their revenue, today’s
corporate and business environment demand more from them - not
only should they generate profit, but they are also required to ensure
that the business carried out does not create a negative impact on the
environment, society and also the economy at large. This is what most
people term as ‘corporate responsibility’.

Being the corporate and business regulator, the Companies Commission
of Malaysia (SSM) realises the significant role it has to play towards
enhancing the understanding and awareness on corporate responsibility
and encourage the inculcation of the corporate responsibility
culture among companies and businesses in Malaysia. Conscious
of this important role, SSM carried out several initiatives including
the development of its Corporate Responsibility Agenda which was
launched on 30 June 20009.

SSM has also formed strategic collaborations with external parties
that share common goals in relation to corporate responsibility. Have
the collaborations bore any fruits of joy so far? My answer would be
YES and the birth of this Tool Kit would be one of it. This Tool Kit was
jointly developed by SSM and one of its strategic partners, the United
Nations Children’s Fund (UNICEF) Malaysia, following the mutual
understanding to work together towards enhancing the well being of
children in Malaysia through the promotion of corporate responsibility
among the corporate and business community.

Apart from the first edition of the Best Business Practice Circular
(BBPC 1/2010) earlier launched on 28 January 2010, this Tool Kit would
be a very good guide for corporate and business employers in setting
up child care centres for their employees. Covering numerous topics
ranging from the principle of best interest of the child to the child
care centre registration procedures, | sincerely hope that this Tool Kit
would be able to achieve its objective i.e to facilitate the corporate and
business employers in setting up child care centres for their employees.

On behalf of SSM, | would like to take this opportunity to express my
utmost gratitude to UNICEF Malaysia for the co-operation extended and
the experience and knowledge shared in jointly developing this Tool Kit.

‘Business beyond Profitability’

ﬁﬂ-— M o
———

DATO’ AZMI BIN ARIFFIN
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CHAPTER 1 Introduction

Every child has the
right to be loved and

to receive appropriate

1.

care and support in
accordance to his/her
developmental needs.

A United Nations Convention that outlines the
rights of the child below 18 years of age.

Legislation under the purview of the Department
of Social Welfare Malaysia that sets minimum
standards for alternative child care services of
children below 4 years of age.

A regulation that supports the Child Care Centre
Act 1984 and outlines administrative, operational,
health and safety requirements

Legislation under the purview of the Department
of Social Welfare Malaysia that sets minimum
standards for centres that provide residential care
or day care services for the care, protection and
safety of older persons, disabled, juveniles,
women and children.

Legislation under the purview of the Department
of Social Welfare Malaysia that provides for the
care and protection of children in difficult
circumstances.

The early years of a child’s life is acknowledged to be the time
of most rapid learning, growth and development. The care and
education of young children are long-standing responsibilities of
the primary carers, namely their parents. However, the traditional
caring practices are altered when parents are faced with economic
setbacks which significantly influence their arrangements for the
care of their children. With the rapidly increasing costs of living
and economically-driven development, both parents may have to
work, and make non-traditional care arrangements for their children,
including care provided by extended family members such as aunts,
uncles and grandparents.

Every child has the right to be loved and to receive appropriate care
and support in accordance to his/her developmental needs. This
care and support should include relevant healthcare and education,
as well as opportunities to socialise and be valued and accepted
as an important person in the family and society. It is then crucial
that accessible and affordable child care be provided to ensure that
children’s rights and well-being are protected. Provision of quality
child care is thus a concern that involves the entire society, families,
employers, child care providers and the Government.

The Government has taken many steps to regulate and provide
services for children under the framework of the Convention on the
Rights of the Child' (CRC).

The laws and policies on child care below are the major pillars
towards building a protective environment for the children in
Malaysia:

Child Care Centre Act 1984°

Child Care Centre (Institution-Based) Regulations 1985°
Care Centre Act 1993"

Child Act 2001°

Child Protection Policy 2009

NN

A brief background on the Child Care Centre Act 1984, which is the
main statute governing the establishment of child care centres in
Malaysia, is provided in Appendix 1.

Studies on child care centres at the work place and supportive
policies by the management have shown that they do contribute to
a balanced work-life and improve productivity of employees. The
Ministry of Women, Family and Community Development advocates
for employers from the private and public sectors to take on the
responsibility to set up child care centres at the work place for
their employees. Special tax rebates and incentives are provided to
encourage the setting up of these centres.
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HOW TO SET UP A CHILD CARE
CENTRE: SOME BASIC QUESTIONS

-

N

-




Question 1: What do you need to do before setting
up a child care centre?

Any individual or organisation interested in setting up a child care
centre will require key information from the Child Care Centre Act
1984 and the Child Care Centre (Institution-Based) Regulations 1985
(Regulations). This includes knowing the procedures put in place by
the Department of Social Welfare (DSW) for the registration process
of your child care centre. The Certificate of Registration is issued by
the DSW headquarters.

Step 1. Purchase the Guidelines for Setting-Up a Child Care
Centre (Garis Panduan Prosedur Memproses Permohonan
Penubuhan TASKA) from the District DSW for a fee of
RM10.00. You will find the guidelines, key forms and basic
requirements and procedures set by the DSW, the Local
- Authority, Fire & Safety Department and Health Department.

Step 2: After understanding the guidelines and procedures
involved, your organisation will have to decide whether it
intends to establish a child care centre at the work place or
just to provide child care incentives® for its employees.

Question 2 : What do you need to do when you have
decided that you will set up a child care centre at
the work place?

CHAPTER 2 How to Set Up a Child Care Centre

1. Identify the age group for which you want to offer services. Do
you want to provide for all the age groups, or just children
below the age of 4 years?

2. Decide whether you also want to provide before-/after-school
care for children below 12 years of age.

3. Decide on the operational hours of the centre. Are they in
line with the official working hours or with extended time to
accommodate overtime, etc?

4. Study your office space to ascertain whether it can
accommodate requests from all the employees who need
child care services. If it cannot, what are your options?

6. Child care incentives are benefits to staff that

require the use of child care services for their . . . . . .
children. Such benfits may take the form of direct 5. Determine recruitment of child care staff in line with the legal
cash payments or subsidisation of child care fees provisions. What would their basic qualifications and salary

at any identified child care centre (identified by
either the employer or the parent). structure be’?




6. Decide on the fee structure for the parent(s). What percentage
of the fees can you subsidise? Is it a flat rate for all employees
or would it be determined based on the employee’s salary
scale?

7. Decide who will run the centre - the candidate should have the
expertise to design and implement a curriculum focusing on
the best interests of the children in care.

In deciding on the intake of children, one should take into
consideration the following:

1. Size of the centre - In-house feasibility study on staffing
needs for child care services must be carried out to
determine the numbers expected as well as the age
groups.

2. Age group of children - Consider the increased costs
if you are to cater for more children in a particular age
group.

3. Design of space and facilities - To avoid overcrowding,
management of noise levels and overall management of
staff, activity schedules and routines must be appropriate
for planning of space and facilities at the centre. Preferably,
the space should be limited to one floor with proper access
to emergency and evacuation routes.

4. Manage the needs of children - Stagger the intake of
children in different age groups, especially those aged 3
and below. Care providers should be equipped to meet
the targeted needs across all age groups.

CHAPTER 2 How to Set Up a Child Care Centre

5. Access - There must be safe and convenient drop-off
and pick-up points for parents. There may be a need to
renovate for this purpose.

6. Safe environment - There must be quality safety and
security features within and outside the centre.

7. Management of best practices - Ensure curriculum,
healthcare and nutritional provisions, including the need
to cater for children with special needs, are implemented
thoroughly and conscientiously.




Question 3: What financial resources are available
to enable you to set up a child-centred programme?

The basic costs for operating a child care centre would include
the following:

1. Setting-up costs for design of layout, as well as furniture and
equipment for all indoor and outdoor rooms, and for the
learning corners, including toys and books

2. Determining the fees for the relevant registration procedures/
approvals

3. Calculating monthly overheads incurred at each and every
centre. This would include rental, utilities, cost for food and
toiletries according to the number of children, salaries and
monetary incentives for all staff, on-going training
programmes for staff, replacement of toys and materials for

If _ activities, and other incidental expenses like medical and
o T overall maintenance
e h’
. .'b-! _" -z Note: Further details on costing and budget can be found in
- ‘w Chapter 6.

Question 4: Do you need to source for funds?

¢
ﬁd‘;
b{

- Government grants are available, subject to certain conditions:

-

e
W . |

CHAPTER 2 How to Set Up a Child Care Centre

1. Government agencies that provide child care centres at
their work place will be given a RM200,000 grant to renovate
and furnish their facilities. The government agency does not
operate the centre themselves. It is usually out-sourced to an
association or individual who has to submit a working paper
to the Ministry of Women, Family and Community Development
with a recommendation from that relevant government
agency.

2. Employers from the private sector who set up child care centres
are given a 10% tax reduction per annum on the setting
up cost for a period of 10 years. This is only for child care
centres that are set up at the work place.

A step-by-step checklist on how to set up a child care centre is
provided in Appendix 2.




CHAPTER 3

ESTABLISHING A CHILD CARE
CENTRE IN THE BEST INTERESTS
OF THE CHILD
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7. The Basic Child Care Course (Kursus Asas
Asuhan Kanak-Kanak, or KAAK) was designed and
developed by the Department of Social Welfare
(DSW) in accordance with the requirements of the
Child Care Centre Act 1984 and the Child
Care Centre (Institution-Based) Regulations 1985.
The package is designed to provide knowledge
on child development, as well as skills in planning
andimplementing a programme that encompasses
best practices in child care for children below 4
years of age. This course is mandatory for all child
care providers and is certified by the DSW. Please
contact the Legal and Advocacy Division,
DSW, Kuala Lumpur for the list of Training
Agencies accredited by the DSW.

Principle of the Best Interests of the Child

The best interests of the child is one of the basic principles of the
CRC. Its effective application in a child care centre, among others,
is through implementing a child-centered curriculum, enforcing
a child protection policy, employing professionally-trained care
providers and establishing a professional partnership with parents
or guardians of the child. Apart from that, other considerations such
as the layout of the child care centre and the children’s food intake at
the centre are also important as these efforts will contribute towards
the maximum potential development of the children.

“In all actions concerning children, whether undertaken by public
or private social welfare institutions, courts of law, administrative
authorities or legislative bodies, the best interests of the child shall
be a primary consideration.”

Article 3(1) of the Convention on the Rights of a Child

Policies, Guidelines and Practices

All policies, guidelines and child care practices should be formulated
and implemented in line with the principles of the CRC. Apart from
the guidelines in the Basic Child Care Course7, all child care centres
have to formulate and implement a child protection policy to ensure
the child’s total well-being.

As part of the process, all recruited staff have to be screened
and trained in the area of child protection. They should have the
knowledge and skills to create a safe environment and be competent
in creating opportunities that promote holistic development
through play and leisure activities.

Factors that contribute to high quality child care:

1. Low child-to-care provider ratio - this will increase the
likelihood of one-to-one attention.

2. Safe and healthy environment - this will stimulate children
to explore and participate.

3. Child care providers who are nurturing and knowledgeable
about children’s development - these care providers will
be able to plan and implement child-centered activities.

4. Attentive care providers that have a consistent and stable
presence in the child’s life - this would contribute to the
moulding of an emotionally-stable child.



How Do You Ensure Professional Practice in a Child Care Centre?

To ensure that professional practices are adopted at child care centres,
the centres should have a programme with a written statement and
a practice policy catering for all children in their care that:

1. Outlines their aims and objectives, and specifically
addresses the health, nutrition, safety and protection of
the children in care;

2. Caters for the child’s developmental and cultural
appropriateness with emphasis on parental involvement;
and

3. Focuses on the best interests of the child and recognises
the child’s unique and individual qualities, their
preferences and opinions.

When a child is admitted into a centre, a clear referral and admission
procedure should be in place to ensure the best interests of the child.
There should be readily available information on the programme,
policy, procedures and guidelines on the rights and responsibilities
of parents, as well as the requirement or the need to adhere to the
legal and policy requirements.

The child care centre should also take into consideration the
following:

1. Selection of the staff should focus on quality, and child
care providers should be professional and demonstrate
that they intrinsically value children, regardless of
background and behaviour;

2. Staff should respect the basic rights of every child;

3. Recruitment policies and practices should exist for all
staff, trainees and volunteers;

4. All child care facilities should have procedures in place to
deal with suspected child abuse, including allegations
against staff;

5. Comprehensive procedures and records related to the
children, staff, centre and parental involvement activities
are maintained; and

6. Periodic reviews are carried out to evaluate programmes
and capacity of staff.
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Planning Activities and Curriculum for Children at the Child Care
Centre

The early years, below the age of 6, are a critical period for realising
a child’s potential. These early years are the foundation for the
development of their physical and mental health, emotional security,
cultural and personal identity, and competencies which are needed
to further enhance their growth and development. At this stage, the
young child:

1. Experiences the most rapid period of physical growth,
builds up vocabulary, enhances communication skills and
intellectual capacities, and acquires social and interactive
skills;

2. Forms strong emotional attachments to parents or other
child care providers, from whom the child seeks and
requires nurturing, care, guidance and protection, in ways
that are respectful of their individuality and growing
capacities; and

3. Interacts and forms relationships whereby the young child
learns to negotiate and coordinate shared activities,
resolve conflicts, keep agreements and accept
responsibility for others.

A curriculum is a programme of activities designed to achieve a
certain educational objective. In simpler words, activities form a
curriculum. For child care centres, it is very important to have a
child-centred curriculum to assist the development of the children.

A few curriculum principles can be seen as follows:

1. Each child should be respected as an individual,;

2. The parent is the prime educator of the child;

3. Family and community play an important role in the child’s
growth and development;

4. Each child has a right to equal opportunity and social
justice; and

5. Education is a lifelong process.

The activities designed as part of the curriculum should enable
children to use their senses to explore and discover, relate new
experiences to previous learning, and share the experience with
others.



The approach of learning through ‘play’ is emphasised in child care
centres as children learn best when they are active participants,
mentally and physically, through thinking and doing. As the child
plays, the learning processes and experiences stimulate their minds
and influence lifelong learning.

Play for young children is not a recreational activity - it’s not
a leisure time activity nor escape time activity. Play is thinking
time for young children. It is language time. It is problem-
solving time. It is memory time, planning time, investigating
time. It is organisation-of-ideas time, when the young child
uses his body and his social skills and all his powers in response
to the stimulus he has met.

James L. Hymes, Jr. (20th century), U.S. Child development specialist, author. Teaching
the Child Under Six, ch. 1 (1968)

To ensure holistic development, the care provider has to plan a
schedule and corresponding activities. This will ensure that the child
will be provided with opportunities to enhance their proficiency
in the areas related to visual, aural and motor skills, language and
reading, pre-mathematics and pre-science. It should also enable the
child to understand the concepts of texture, colour, shapes, space,
direction and time. On top of that, there should also be activities
which promote social and emotional development through nurturing
their self-esteem and self-help skills.

According to registration procedures, two schedules of planned
week-long activities have to be attached with the application form.
These schedules, otherwise referred to as a timetable, will display the
activities to be carried out by the care provider. The weekly timetable
will reflect activities in line with the themes that have been prepared
for every month. The care provider responsible for the particular age
group will ensure that the activities achieve the objectives of the
centre’s overall programme.

A sample timetable for children is provided in Appendix 3 while a
sample curriculum is provided in Appendix 4.

Importance of Having Child-Centred Programmes and Curriculum

Every child is an individual. His/her growth and development are
powerfully shaped by the social and cultural experiences obtained
at home, in the neighbourhood and at the child care centre. It is
thus essential to formulate a child-centred curriculum, inclusive of
programmes with emphasis on partnership with parents.

When a curriculum takes into cognisance the basic needs of every
child, it will enable the child to grow and develop in a socially and
culturally appropriate environment. It will also enable the child to
grow with the right pace and ease, and have every opportunity to
achieve his/her maximum potential.




A menu is required
to be prepared in line
with the guidelines
of the Ministry of
Health and should

be made available
for inspection by the
authorities.

N
\ g

CHAPTER 3 Establishing a Child Care Centre in the Best Interests of the Child

Food Intake for the Children at the Child Care Centre

The child care centre is also responsible for providing nutritious food
for the children. It is required under the Child Care Centre (Institution
Based) Regulations 1985, that the food prepared for the children
should be clean and include milk, food with protein, and fresh
fruits and vegetables. It is also a condition that the cook must be
vaccinated with the typhoid vaccination as required by the Ministry
of Health.

A menu is required to be prepared in line with the guidelines of the
Ministry of Health and should be made available for inspection by
the authorities.

Meals can be served at the child care centre either 3 or 4 times a
day. In disadvantaged communities it is preferred that breakfast
be included, but in more affluent communities it is expected that
children have had breakfast before arriving at the centre. Dinner is
discouraged as it is important for children to have at least one good
meal with their families.

Layout Plan of the Child Care Centre

A child care centre should have a layout that is safe and caters for
the special needs of children. The layout should create a conducive
environment for the children to learn and develop their potential.
Certain requirements in relation to the layout of the child care
centre are stipulated in the Child Care Centre (Institution Based)
Regulations 1985.

Details on the layout plan of the child care centre can be found in
Appendix 5.
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Recruitment

A child care centre not only needs the best programme, but also
the right staff to be able to implement the programme effectively.
Finding the right individual for the job starts with the recruitment
process.

The process of recruitment involves advertising the position,
interviewing and selecting new employees/staff. Before drafting the
advertisement for a particular position, the supervisor must first be
able to define the requirements for the post based on the relevant
job description, and decide on remuneration and other benefits.

It is equally important that the job descriptions of the different staff
be clearly defined. This will enable the staff to understand and carry
out their duties effectively.

Vacant positions may be advertised in a number of ways:

1. By word of mouth to staff members or local associations
of registered child care providers. Staff within a centre may be
encouraged to apply for a higher position. This can motivate
staff to work harder as their efforts will be recognised.

2. By notices displayed in places where they may be read by
potential candidates, such as local universities or colleges
which have courses in early childhood care or local associations
of registered child care providers. Some local colleges and
universities have placement services for their trainees and
graduates, and will try to match them to potential employers.

3. In local newspapers and early childhood-related newsletters.
Advertising in newspapers is usually the more expensive
method, so the advertisement should be very concise.
For a newly-established centre with a number of
vacancies, however, it may be useful to place a larger, more
conspicuous, detailed and specific advertisement in the
newspapers, as it may attract more of the ‘right’ candidates.

A sample job description for a care provider is in Appendix 6.



Staff of the Child Care Centre

Staff in direct contact with the children are called primary programme
personnel. They include the operator, supervisor and child care
providers. Staff who are not in direct contact with the children but
play a supporting role are called support programme personnel.
They would include clerks, cooks, cleaners, and gardeners.

The staff may be working full-time or part-time. Child care providers,
the supervisor and the operator usually work full-time (an 8-hour
day), every day that the centre is in operation. Part-time employees
may work only a few hours per week, or only when their services are
required. A gardener, for example, may only be required to work
once a week.

The minimum care provider-to-child ratio required under the Child
Care Centre (Institution Based) Regulations 1985 is as follows:

Number of care :
Number of children

1 5 children under the age of 3
1 10 children aged between 3 to 4 years old
1 4 disabled children

Nevertheless, it should be noted that this ratio does not equate
to quality standards as the child care provider will not be able to
carry out his/her duties effectively at this minimum level. Babies and
toddlers need constant, individualised care and a child care provider
should not have the responsibility of caring for more than 2 babies
at a time. Older children, especially those above 2 years but below 3
years, are able to follow simple instructions and learn self-help skills,
therefore a child care provider can supervise up to 5 children at a
time.

Below are the suggested numbers of care providers for 60 children:

: No. of
Ratio :
Age Group | Ne.of | staff: | Noef | Sgnier
Providers

O - 8 months 10 1:3 3 1 4
8 -12 months 10 1:3 3 (0] 3
12-18 months 5 1:5 1 () 1
18-24 months 5 1:5 1 (0] 1
2 years 10 1:5 2 1 3

3 years 10 1.5 2 (0]
4 years 10 1:5 2 () 2
2

TOTAL 60 = 14 16

CHAPTER 4 Hiring the Best for the Job
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The challenging

task of ‘child care’

is consistently
undervalued, in
terms of recruitment,
training, regular
supervision and
evaluation of services
provided, and in
terms of funds
allocated.

Qualifications of the staff vary according to the position. The Child
Care Centre Act 1984 specifies that child care providers should
be trained in child care, have sufficient experience in the care of
children and have successfully attended the Basic Child Care Course
accredited by the Department of Social Welfare. This course only
provides a foundation in child development, and application of
appropriate activities based on the principles of child development
and the requirements of the Child Care Centre Act 1984.

Apart from this essential mandatory training, every child care
provider should have additional accredited training in Early
Childhood Care and Development (ECCD). Currently, a minimum
qualification of Sijil Pelajaran Malaysia (SPM) is required to work as a
care provider, but it is suggested that the care provider should have
at least a certificate or diploma.

Below are the suggested qualifications for staff at the child care
centre:

1 Centre Director Degree/Diploma in

q ECCD, Nursing or 3- 5 years
or Supervisor KAAK
. Diploma/Certificate
2 gfg\'/?éecrgre in ECCD, KAAK or 3-5 years
Nursing
. Diploma/Certificate
3 Shila are in ECCD, KAAK or 2 years
Nursing
Assistant Child A
4 Crre Bronio s Certificate (KAAK) 1 year
SPM, Completed
Cook/ 0
5 Food and Safety 3 years
Housekeeper Conrsa

8 SPM, Completed
Assistant Cook/ 0
Housekeeper Egaslsgnd Safety 1 year

The challenging task of ‘child care’ is consistently undervalued in
terms of recruitment, training, regular supervision and evaluation of
services provided, and in terms of funds allocated for the above.
Childrenin care are in their formative years and they spend an average
of 8-10 hours at the centre. As such, focus and emphasis must be
given to recruitment of qualified staff who are capable, committed
and accountable in providing child-centred programmes.



Screening - Why is this important?

It is very important not only to ensure that the selected staff meet all
the minimum requirements for their respective positionsi.e.academic
qualifications and experience, but also to ensure that the person has
the right personality and a positive outlook towards children and
child care. In line with the child protection policy of every centre,
which is to ensure the safety of every child, it is also very important
to contact applicants’ referees to enquire about the character and
past experiences of the potential employee.

Contract and Terms of Employment - Do you need one?

Yes... what is it?

A contract or personnel agreement is a written commitment between

employer and employee that promotes job security. The contract
should be signed, dated and witnessed.

Proposed Content Of A Contract:
1. The parties to the contract.

2. The period of the contract - when the services are to
begin.

3. The probationary period - the time before the full contract
goes into effect, usually 3 - 6 months.

4. Salary for the period covered by the contract.

5. Fringe benefits - number of days of annual leave, sick
leave, emergency leave.

6. Medical benefits.
7. Mandatory contributions to EPF and SOCSO.

8. Conditions for termination of service by employer or
resignation by employee.

(Refer to Appendix 7 for a sample offer letter)
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Human Resource Management

Now that the staff have been recruited, what next?

The staff need clear guidelines on the different policies in the
centre and instructions on their roles and responsibilities, hence the
importance of having a Staff Handbook.

The Staff Handbook should contain all policies relating to staff, as
well as information about the centre and the programme. Policies
should be clearly written, concise and organised into logical sections.
It provides new employees with information about the job and
serves as a reference point. If employees are unclear about certain

practices, the Staff Handbook should provide clarification, and if any
problems arise, it should also provide solutions to those problems.

Proposed Contents of the Staff Handbook

1. The organisational chart and lines of responsibility at the
centre

2. Job descriptions for the various positions

3. Policies on health, accidents and security

4. The working days and hours

5. Time in and out

6. Public holidays and paid vacations

7. Calendar showing starting dates of terms and holidays

8. Fringe benefits

(e}

. Grievance procedures

10. Termination of employment

Apart from the Staff Handbook for reference by the staff of the child
care centre, it is also best to have and maintain records of the staff,
children and also the child care centre, towards ensuring smooth
management of the child care centre.

Details of these records can be seen in Appendix 8.

The supervisor of the child care centre will be responsible for the
monitoring and maintenance of these records, though the supervisor
may delegate the task of maintaining and updating the records to
the care providers.
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Monitoring Staff Performance to Ensure Quality of Care

Once the programmes have been formulated and staff management
determined, the supervisor has to ensure that the standards are
maintained. A system to monitor and evaluate the services must be
designed, and all staff must be trained to implement the system.

All children under care require a safe and conducive environment
that is stimulating and encourages positive interaction. The manager
and/or supervisor of the child care centre are responsible for the
performance of their staff. There is also a need for them to be alert
and observant. In addition, the implementation of systems which
monitor and evaluate staff and programmes carried out at the
child care centre will ensure quality of care.

The manager or supervisor of the child care centre needs to be alert
and observant.

= —

To ensure a high level of quality is maintained, the following
are some of the practices the supervisor should observe:

1. Know the standards for quality care (not only the
minimum standards).

I E TR e

2. Check all staff maintain standards.
3. Act to correct the situation if the standards are not met

in a timely fashion.

E There are several methods a supervisor can adopt to monitor and
- manage staff performance.

CHAPTER 5 Achieving Quality Care

Suggested methods a supervisor can adopt are as follows:
1. Spot checks which are done informally.
2. Checking lesson plans, records of work and child care

providers’ evaluations of the activities they carried out
on a weekly basis.

3. Observations - the supervisor observes the staff member
at work, noting his/her strengths and weaknesses, based
on certain selected criteria.

4. Checking attendance and punctuality.




Observation and assessment is also part of the monitoring process.

The monitoring process should include the following:

1. Observing and assessing children’s progress through
observing, listening to and discussing, and collecting
children’s work.

2. Observing and assessing child care providers and
other staff against their roles and responsibilities.

3. Observing and assessing parental involvement in
supporting the developmental process of their
children.

Recording, analysing and using the information obtained through
observational and assessment exercises are essential components
in the process of evaluation. This is integral in ensuring constant
development planning. Upon evaluation, a written record of the
evaluation should be made, with recommendations for improvement.
The staff member should read this report, and then sign it. One copy
should be retained for the staff member’s file, and one copy given to
that staff member.

Monitoring is an on-going activity. Reviewing, which is a process that
allows for a more detailed consideration of monitoring exercises,
should be carried out specially on very specific areas of operating
the child care centre. Such specific areas include, but are not limited
to, the existing programme, financial procedures, health and safety
guidelines, and also staff training.

CHAPTER 5 Achieving Quality Care
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APPENDIX 9: Sample of budget

Sample Budget for Child Care Centre with 60 Children
RM RM RM
INCOME
Sponsorship
Fees
TOTAL INCOME

A
1 Renovations/Refurbishments/Signages 50,000
2 Safety/Security/Health Equipment (Fire/CCTV/Medical) 25,000
3 Fixtures/Fittings/Furniture/Soft Furnishing 50,000
4 Furniture for Children Activity Centres 25,000
5 Office & Administration Equipment & Start-Up Stationery 20,000
6 Routine Space Equipment (Kitchen/Bath/Store) 10,000
7 Curriculum Resources, Toys & Play Equipment 60,000
8 Playground Equipment 15,000
9 Licences - DBKL/DSW/Health 1,500
10 Insurance (Public Liability/Equipment) 2,000
n Rental & Utilities Deposit 15,000
TOTAL CAPEX 273,500 ®
3
B ADMIN OPERATIONAL COSTS MONTH ANNUAL g
1 Rental 5,000 60,000 -
2 Food 7,200 86,400 -
3 Utilities: a2
Electricity 600 7,200 £
Water 150 1,800 g
Telephone/Fax 300 3,600 [«
Sewerage 50 600 X
4 Insurance for Children 100 1,200 [a]
5 Replenishment - First Aid Kit/Toiletries 100 1,200 E
6 Cleaning Supplies/Gas Supply 200 2,400 &
7 Teaching Aids/Art Supplies/Stationery 500 6,000 <
8 Special Events/Theme Trips 1,000 12,000
9 Staff Training 1,000 12,000
10 Parental Involvement Programmes 200 2,400
n Maintenance/Repairs 200 2,400
12 Contingencies/Petty Cash 500 6,000
c
1 Centre Executive/Director/Supervisor 4,000 48,000
2 Admin/Finance Officer 1,800 21,600
3 Senior Care Provider (Infants) - 1 staff 2,000 24,000
4 Senior Care Provider (2-4 years old) - 1 staff 2,000 24,000
5 Care Providers - Infants (0-8 months) - 3 staff 3,600 43,200
6 Care Providers - Infants (8-12 months) - 3 staff 3,600 43,200
7 Care Providers - Toddlers (13-24 months) - 2 staff 2,400 28,800
8 Care Providers - Toddlers (2-3 years) - 2 staff 2,400 28,800
9 Care Providers - Children (3-4 years) - 4 staff 4,800 57,600
10 Cook/General Worker - 2 staff 1,800 21,600
1l EPF & SOCSO 4,316 51,792
12 Overtime 500 6,000
D
Total Capex 273,500
Total Opex (Admin Operational Costs + Payroll) 603,792

OVERALL EXPENDITURE 877,292
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SURUHANJAYA SYARIKAT MALAYSIA
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No. 7, Jalan Stesen Sentral 5 Wisma UN, Block C, 2nd Floor
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T (+6.03) 2299 4400 50490 Kuala Lumpur, MALAYSIA
F (+6.03) 2299 4411 T (+6.03) 2095 9154

F (+6.03) 2093 0582

Email : enquiry@ssm.com.my Email : kualalumpur@unicef.org
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