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[bookmark: _Toc53904279]Introduction
The CCC guideline is intended to inform, guide and streamline the contribution of stakeholders in the establishment and operation of Child Care Centers under Ethiopia’s Urban Productive Safety Net Program (UPSNP), hereafter referred to as CCCs.  
The guidelines are in two parts: Part One is intended to support decision makers in rolling out and establishing CCC at UPSNP woredas.  This – Part Two- aims to guide grass-root day-to-day operation of established CCCs and inform parents/ other caregivers on the activities of and safety measure in place at the CCCs.  
[bookmark: _Toc33082631][bookmark: _Toc36631886][bookmark: _Toc47085780]Each section in both parts begins with a brief statement that provides a rationale for and guides the provisions in the section.  The statement is informed by review of scientific evidences, local and international best practices including the Nurturing Care Framework.  
Each guiding statement is then followed by a set of prescriptions.  The specified procedures under a provision attempt to take into account the Ethiopian context in general and the realities of UPSNP in particular in operationalizing the provision.  However, better customizing the procedures to the varied UPSNP context will continue to be a matter of sustained learning by UPSNP stakeholders.    
Part Two of the guideline makes reference to the following elements of the UPSNP CCC package outlined in the Roadmap for Rollout of CCC in UPSNP.
1. CCC Curriculum 
2. CCC Workers Training Manuals
3. Catalogue of Songs
4. Catalogue of Plays
5. Catalogue of Stories
6. Management and Supervision Training Manual 
7. CCC Monitoring and Supervision Checklist 
8. Parents Orientation Talking Points 
9. Referral Network Establishment Procedure 
10. CCC Brochure 



[bookmark: _Toc53904280][bookmark: _Toc36385004][bookmark: _Toc47085792]Section One: Registration, enrolment and orientation
Guiding statement:  First, the program should be sufficiently publicized in UPSNP Woredas. Then all children under 7 years of age in targeted UPSNP households (PW participants in Mobile CCC and all UPSNP households for fixed CCCs) should be registered to know the potential beneficiaries of the CCCs.  Thirdly, CCC Workers/parents within targeted households who would like to enroll their children should complete an enrolment form.  Parents/ other caregivers who enroll their children should then be given orientation[footnoteRef:1] about the services of the CCC and what is expected of them as parents/ caregivers.  Once the CCC routines begin, CCC Workers should establish an ongoing relationship with parents.   [1:  The orientation should be structured based on Parents Orientation Talking Points which lists the key messages to be shared with parents/ other cargivers.] 

[bookmark: _Toc33082651][bookmark: _Toc36385006][bookmark: _Toc47085793][bookmark: _Toc1020455][bookmark: _Toc33082650][bookmark: _Toc36385005]Guidelines for registration and enrolment slightly vary between mobile (Option 1) and fixed (Option 2) CCC while that of other guidelines are the same for both settings. 
1.1. [bookmark: _Toc53904281]Registration  
	CCC Options
	Minimum Standards
	Good-to-Have

	Option 1
Mobile CCC at PW site

	1. Prior to enrolling pre-school children in the CCC, all preschool children (those below 7 years of age) in PW households will be registered using the form in Annex A.
2. When new households become UPSNP PW beneficiaries, they will be required to provide information on each pre-school child in their households using the form in Annex A. 
3. A CCC database will be used to store, retrieve, analysis and report on information on children in PW households.  
	

	Option 2
Fixed CCC in ketena of UPSNP beneficiaries
	1. Prior to enrolling pre-school children in the CCC, all preschool children (those below 7 years of age) in all UPSNP households will be registered using the form in Annex A.
2. When new households become beneficiaries of UPSNP household, they will be required to provide information on each pre-school child in their households using the form in Annex A. 
3. A CCC database will be used to store, retrieve, analysis and report on information on the situation of UPSNP children.  
	The database will integrate a CCC portal within the existing UPSNP MIS.


1.2. [bookmark: _Toc33082652][bookmark: _Toc36385007][bookmark: _Toc47085794][bookmark: _Toc53904282]Enrollment
	CCC Options
	Minimum Standards
	Good-to-Have

	Option 1
Mobile CCC at PW site

	1. PW beneficiaries who would like to enroll their children in the CCC should complete the enrollment form in Annex B.   
2. CCC Workers should assist the beneficiaries in completing the forms, as needed.  They also collect completed forms and submit them to the Woreda CCC Coordinator for entry into the CCC MIS.  
3. Enrolment data should be undertaken at the beginning of each CCC year 
4. It is the responsibility of parents/ other caregivers to notify CCC Workers of any changes to the enrolment record of their children.
5. Access to completed enrolment forms should be restricted to persons authorized by the Woreda CCC Technical Committee.  
	

	Option 2
Fixed CCC in ketena of UPSNP beneficiaries
	1. UPSNP beneficiaries who would like to enroll their children in the CCC should complete the enrollment form in Annex B.   
2. CCC Workers will assist the beneficiaries in completing the forms, as needed.  They also collect completed forms and submit them to the Woreda CCC Coordinator for entry into the CCC MIS.  
3. Enrolment data should be updated annually or when the family’s or child’s circumstances change.
4. It is the responsibility of beneficiaries to notify the CCC Workers of any changes to the enrolment record of their children
5. Access to completed enrolment forms should be restricted to persons authorized by the Woreda CCC Steering Committee.  
	The database will integrate a CCC portal within the existing UPSNP MIS.


1.3. [bookmark: _Toc33082653][bookmark: _Toc36385008][bookmark: _Toc47085795][bookmark: _Toc53904283]Orientation of parents/ other caregivers
a. Orientation of parents will consist of two levels: 
1. The first will be an orientation session that should be held prior to the opening of the CCC.   In this session parents/ other caregivers should be informed of the services of the CCC and also their obligations.
2. The second orientation session should be held on the first week of the CCC opening in which parents/ other caregivers should be given the opportunity to spend time with their children at the CCC so that they may become familiar with the CCC its CCC Workers and routines. 
b. It is recommended that each parent/ other caregivers attends both types of orientation.
1.4. [bookmark: _Toc36385011][bookmark: _Toc47085796][bookmark: _Toc53904284]Regular communication with parents/ other caregivers
The Lead CCC Worker and his/her assistants should develop schedule to consult with parent/ other caregivers of each child during the check in and check out times to: 
1. Exchange information about the child’s behavior at home and the CCC environment. 
2. Exchange observations, concerns, experiences about and achievements of the child.
3. Define interventions to address the challenge and build on the strengths of a child
4. Provide information, resources or referrals that may be valuable to the child, 


[bookmark: _Toc36385019][bookmark: _Toc36631909][bookmark: _Toc53904285]Section Two:  Safety and Security
[bookmark: _Toc33082655][bookmark: _Toc36385020]Guiding statement: The CCC should ensure the safe delivery to and collection of children from the CCC by parents/ other caregivers.  Once in the CCC premise, children should interact with only authorized personnel and visitors and should be protected from exposure to unwelcome visitors.  To this end, the CCC should assign CCC Security guard(s).
The CCC has a responsibility to all attending children to defend their right to protection and care.  Moreover, the CCC should offer a healthy and safe environment in which children can explore and learn free from danger and physical and psychological harm.  Safety measures should be in place to prevent or minimize risks to the safety and wellbeing of all present in case of accidents and emergencies at the CCC.
Guidelines for signing in and out of children, late collection of children and CCC Security guards slightly vary between mobile and fixed CCC while all other guidelines remain the same for both settings. 
2.1. [bookmark: _Toc33082656][bookmark: _Toc36385021][bookmark: _Toc36631910][bookmark: _Toc53904286]Signing in and out 
	CCC Options
	Minimum Standards

	Option 1
Mobile CCC at PW site

	1. PW participants or an adult they assign by notifying the Person in Charge verbally or in writing should deliver their child to the CCC 15 minutes before the commencement of PW. 
2. PW participants should collect his/her child no later than 30 after the end of PW hours.  
3. A child is released only to the PW participant who delivered the child to the CCC or a person she/ he authorizes by informing the Person in Charge verbally or in writing.
4. Signing in and out of each child should be documented in a CCC register containing the list of enrolled children.

	Option 2
Fixed CCC in ketena of UPSNP beneficiaries
	1. Parents/ other caregivers or an adult they assign by notifying the Person in Charge verbally or in writing should deliver their child to the CCC 15 minutes before the commencement of CCC daily activities. 
2. Parents/ other caregivers should collect their child within 30 minutes after the closing time of the CCC. 
3. Children are only released to parents/ other caregivers or a person they assign.
4. A parent/ other caregivers may designate in writing person(s) who can collect his/ her child on his/ her behalf.   Children will be released to parents/ other caregivers and formally designated persons only. 
5. Children under 16 years cannot be designated to collect children from CCC.  If the Lead CCC Worker is in doubt that the designate is under 16 years, the designating parent/ other caregivers should provide a birth certificate or witnesses to verify. 
6. If CCC Workers are concerned that releasing a child to a person other than a parent/ other caregiver could put the child at risk, they should seek an opinion from the Lead CCC Worker.
7. Signing in and out of each child should be documented in a CCC register containing the list of enrolled children.


2.2. [bookmark: page54][bookmark: _Toc1020426][bookmark: _Toc33082657][bookmark: _Toc36385022][bookmark: _Toc36631911][bookmark: _Toc53904287]Late collection
	CCC Options
	Minimum Standards

	Option 1
Mobile CCC at PW site

	1. If parents/ other caregivers are late to pick up their child at the closing of the CCC, 
a. The Person in Charge should reach out to them at the PW site to inquire about their situation
b. At least one CCC Worker remains on the CCC premises with the child until a parent/ other caregivers or a person they authorize arrives to collect the child
c. Late collection of children should be documented in a CCC register containing the list of enrolled children.

	Option 2
Fixed CCC in ketena of UPSNP beneficiaries
	1. If parents/ other caregivers are late to pick up their child at the closing of the CCC, 
a. The Person in Charge must contact them by phone or other means to inquire about their situation
b. At least one CCC Worker remains on the CCC premises with the child until a parent/ other caregiver or a person they authorize arrives to collect the child
c. The lateness should be documented in a CCC register containing the list of enrolled children.
2. If no other CCC workers or authorized person could not be contacted or does not arrive at a time when he/she committed to, 
a. The Person in Charge notifies the Woreda CCC coordinator or Chair of the Community Steering Committee for guidance on what steps to take next. 
b. At least one CCC Worker remains with the child until the Woreda CCC coordinator or Chair of the Community Steering Committee provides guidance on steps to be taken next
3. If a person assigned by parents/ other authorized CCC workers arrives after this procedure has been implemented, the Person in Charge informs the Woreda CCC coordinators or Chair of the Community Steering Committee, as appropriate, of the arrival of an assigned person and release of the child.  
a. The Lead CCC Worker takes note of and informs Woreda CCC coordinator and the Community Steering CCC Committee on parents who are habitually late to collect their children
b. The Woreda CCC coordinators and the Community Steering CCC Committee assesses the situation of such parents and together with the Lead CCC Worker and the incumbent parents/ other caregivers plans interventions to improve their situation. 


2.3. [bookmark: _Toc53904288][bookmark: _Toc361143][bookmark: _Toc1020393]CCC Security guard 
1. Both mobile and fixed CCC will have at least one CCC Security guard.   In mobile CCCs, the CCC Security guard will be on duty while the CCC is in session.  In fixed CCCs, at least one CCC Security guard will be on duty at any time. 
2. Among the duties of the CCC Security guard will be to ensure that unwelcome visitors do not access the CCC and its premises, monitor to prevent children from wandering off the CCC premise and assist in evacuation in emergencies.
3. The CCC Security guard should be provided with basic training on child protection and emergency response.
2.4. [bookmark: _Toc33082660][bookmark: _Toc36385025][bookmark: _Toc36631913][bookmark: _Toc53904289]Visitor
1. Parents/ other caregivers of enrolled children have access to the CCC during the CCC working hours. 
2. The Person in Charge should authorize access to CCC premises by other visitors.
3. The CCC Security guard should not let unauthorized visitors without obtaining permission from the Person in Charge. 
4. If an unwanted visitor happens to escape the attention of the CCC Security guard and enters the CCC premises, the Person in Charge will request him/her to leave immediately.
5. The Person in Charge will request the CCC Security guard or other external security/ the police to remove unauthorized visors who refuse to leave the CCC.
6. CCC Workers will not physically attempt to remove an unauthorized visitor.
7. If the Person in Charge deems the unwanted visitor would be dangerous, he will notify the Woreda CCC Coordinator or/and the Chair of the Community CCC Steering Committee to seek approval for an emergency evacuation guideline provided for under 6.13. below. 
2.5. [bookmark: _Toc1020420][bookmark: _Toc33082682][bookmark: _Toc36385028][bookmark: _Toc36631915][bookmark: _Toc53904290]Definition of child abuse and neglect
1. In the context of CCCs, child abuse and neglect include any act or attitude that can cause physical and psychological harm to children and includes the following: 
a. Physical (such as hitting, kicking, shaking or burning), 
b. sexual (such as actual or threatened physical intrusion of a sexual nature), 
c. Negligent treatment refers to a persistent failure to meet a child’s basic physical and/or psychological needs. It includes the failure to properly supervise and protect children from harm as well as failure to provide for adequate nutrition, shelter and safe living conditions.
d. Emotional abuse is a form of non-physical maltreatment that impacts on a child’s emotional health and development. It includes things like humiliating, bullying, scaring, discriminating, ridiculing as well as restricting movement (for example, locking into a closet or tying to a bed).
2.6. [bookmark: _Toc53904291]Preventing child abuse and neglect
1. All personnel (CCC Workers, CCC Security guards and CCC cleaners) shall be cleared from crime background during recruitment.
2. All personnel (CCC Workers, CCC Security guards and CCC cleaners) will undergo appropriate training on:
e. Child abuse and neglect
f. Current child protection legislation 
g. The respective ethical, legal and administrative responsibility of each personnel to maintain the safety and wellbeing of all children in their care
3. Parents of children will be informed about procedures for reporting any concern they may have about the safety of their children. 
4. The Lead CCC Worker will encourage children to tell her/ him or other CCC Workers about events and situations that may make them feel uncomfortable.
5. Visitors will be managed as stipulated in Section 6.4 above.
2.7. [bookmark: _Toc33082683][bookmark: _Toc36385029][bookmark: _Toc36631916][bookmark: _Toc53904292]Reporting child abuse and neglect
2. Any person (including CCC personnel, other CCC workers of children, community members, school personnel etc.) must immediately report to the Lead CCC Worker, the Woreda CCC Coordinator, the Chair of Community CCC Steering Committee when he/she witnesses, suspects or has reasonable cause to believe a child at the CCC is subjected to child abuse or neglect at the CCC.
3. The Lead CCC Worker, the Woreda CCC Coordinator, the Chair of Community CCC Steering Committee should forward reports of child abuse and neglect to the following bodies:
a. Parents/ other caregivers of the reportedly abused or/and neglected child
b. The police
c. The Child Right Committee coordinated by the Woreda/ Kebele Women’s and Children Office. 
4. Reporters or recipients of reports of child abuse or neglect should keep the mater confidential.
2.8. [bookmark: _Toc53904293]Investigation and prosecution of child abuse and neglect 
1. The police should investigate and facilitate prosecution of child abuse and neglect through the justice system. 
2. Anybody who reports abuse or neglect of a child while in the CCC premise does not have to produce evidence that the abuse or neglect has occurred.  The burden of investigating the validity of the report rests with the Police.
3. Once reported, the Lead CCC Worker, the Woreda CCC Coordinator, the Chair of Community CCC Steering Committee and parents should follow up with the police to make sure that the alleged crime passes due legal process.
4. [bookmark: _Toc33082684][bookmark: _Toc36385030][bookmark: _Toc36631917]If the Lead CCC Worker, the Woreda CCC Coordinator, the Chair of Community CCC Steering Committee and parents have good reasons to believe that due process is hampered, they may submit their compliant to higher authorities. 
2.9. [bookmark: _Toc53904294]Assessment of and intervention on child abuse and neglect
1. Once a report of child abuse is received, the Child Right Committee of the National Case Management System (NCMS) which is coordinated by the Woreda Women and Children Affairs Office will assesses the condition of the child and develop and implement a rehabilitation plan that can be implemented by the woreda level NCMS.  
2. The Lead CCC Worker, the Woreda CCC Coordinator, the Chair of Community CCC Steering Committee and parents should follow up with the Child Right Committee to ensure that the child obtains available rehabilitation services and hold the Committee to account when that is not the case. 
3. If the Lead CCC Worker, the Woreda CCC Coordinator, the Chair of Community CCC Steering Committee and parents have good reasons to believe that available rehabilitation services are not provided to the child, they may submit their compliant to higher authorities.
2.10. [bookmark: page87][bookmark: _Toc33082697][bookmark: _Toc36385034][bookmark: _Toc36631920][bookmark: _Toc53904295][bookmark: _Toc1020474][bookmark: _Toc1020460][bookmark: _Toc361165][bookmark: _Toc535850784][bookmark: _Toc33082685]Preventing infectious diseases 
1. The Lead CCC Worker should ensure that the following generic guidelines are implemented to prevent infectious diseases:
a. CCC Workers and children should wash their hands at critical moments such as before and after eating and after touching dirty materials such as soil.
b. The assigned Health Extension Worker should make use of the referral linkage to be established with the nearest Health Center for a regular physical check-up of the CCC Workers and children.  
c. The Lead CCC Worker and the assigned Health Extension Worker should plan for disinfection of the equipment, toys, surfaces, and premises.  
d. Used diapers should be disposed in a waste basket which should be collected regularly be the municipality entities mandated with collection of wastes.  Parents/ other caregivers who bring recyclable diapers should also bring a plastic container in which CCC Workers could put used diapers and deliver to them when they collect a child.  
e. To prevent spread of colds, viruses and infections, parents/ other caregivers must not bring their unwell child to the CCC. Where possible, temperature of children may be checked when children are signed in the CCC.
f. If the parent/ CCC Worker or any of the CCC Worker suspects/ finds that a child is unwell or a child has an infectious disease, the parent/ CCC Worker should take the child to the nearest health center.
g. If a health provider at the health center diagnoses an infectious disease, the parent/ other caregivers should immediately inform the CCC. If the condition is contagious, the child and possibly other contacts should be absent from the CCC until a health professional deems them recovered.
2. If COVID-19 continues to be a public health threat, the following standard prevention measures should be strictly observed while in the CCC premises:
a. Ensure that child and CCC personnel wash their hands appropriately or apply sanitizers upon entering the CCC premises.  
b. Ensure that child and CCC personnel wear mask at all times 
c. Encourage frequent hand washing by children and CCC personnel
d. Encourage social distancing among individuals (including children). 
2.11. [bookmark: page90][bookmark: _Toc33082699][bookmark: _Toc36385036][bookmark: _Toc36631922][bookmark: _Toc53904296][bookmark: _Toc1020476][bookmark: _Toc33082698][bookmark: _Toc36385035][bookmark: _Toc36631921][bookmark: _Toc1020475]Managing Illness
1. The Lead CCC Worker should ensure that the following generic guidelines are implemented in managing illnesses:
a. If a child is found to be unwell while at the CCC, the Lead CCC Worker should also notify the responsible Health Extension Worker to examine the child and if necessary, make appropriate referrals.
b. The Lead CCC Workers and Assistance CCC Workers will not administer any medication to an unwell child. 
c. If a child appears to be in a chronic medical condition and the assigned Health Extension Worker could not be summoned immediately, the Lead CCC Worker should take the child to referral Health Center. 
d. If necessary, the Lead CCC Worker can authorize taking an unwell child to the referral health center before the HEW or the other CCC workers arrives. 
e. In all of the above cases, the Lead CCC Worker should simultaneously notify the parent/ other caregivers of the child to collect the child. 
f. In the meantime, the Lead CCC Worker or the assistant trained for in First Aid will keep the child under observation. 
2. If a child or a CCC personnel shows any symptom of COVID-19 while in the CCC premises, he/ she must immediately be isolated and the case should be reported to the Woreda Health Office for appropriate guidance and action. 
2.12. [bookmark: _Toc1020473][bookmark: _Toc53904297][bookmark: _Toc33082696][bookmark: _Toc36385033][bookmark: _Toc36631919]First Aid 
1. With support by the Woreda CCC Technical Committee and the Woreda Council, the Woreda CCC Coordinator will make available a fully equipped and quarterly updated First Aid kit in each CCC.
2. The First Aid kit will be kept out of reach of children but are easily accessible by CCC Workers.
3. The Lead CCC Worker and one of the assistants will undergo training in First Aid to be organized by the Woreda CCC Technical Committee and in collaboration with the Woreda CCC Coordinator.
4. Only CCC Workers trained in First Aid administer any first aid.
5. The Lead CCC Worker will ensure emergency telephone numbers are visibly displayed at the CCC. 
2.13. [bookmark: _Toc53904298]Accident and injury
1. The Lead CCC Worker and Assistant CCC Workers should strictly adhere the following to prevent accident or injury of children while they are at mobile or fixed CCC: 
a. Supervise children’s play carefully and redirect them if they begin to do something unsafe
b. Put all sharp and breakable items out of children’s reach.
c. Put cleaning products, medications and other toxic items in a locked closet or cabinet.
d. Put small toys that could cause choke children under 3 out of their reach.
e. Inspect all toys to make sure there are no broken or loose pieces or rough edges
f. Anchor shelves and other tall pieces of furniture to the wall to prevent tipping
g. Cover sharp edges and corners of furniture
h. Ensure playground equipment to be the appropriate size for the children in each group. 
2. In addition, this following additional measure may be implemented to further prevent accidents and injuries,  
a. make playground surfacing soft and resilient to cushion falls.
b. Outdoor play areas should be bordered by a fence or other barrier so children stay within the safe area.
3. If an accidents or injury occurs, the steps below should be followed:
a. The CCC Worker trained in First Aid attends to the injured child following appropriate First Aid procedures
b. If blood is involved in an injury, CCC Workers checks no one has come into contact with the injured child's blood or body fluids.  If such a contact has already been made, the first aider should immediately clean the blood and CCC Workers should take the person to the nearest Health Post for consultation. 
c. The Lead CCC Worker may invite the support of the responsible Health Extension Worker.
d. The Lead CCC Worker should determine if the family needs to be informed immediately
e. If the parents/ other caregivers is not contacted at the time of the accident, they should be informed about the incident when they arrive to collect their child. 
f. Another CCC Worker should ensure other children are adequately supervised.
4. In the event of serious injuries, the Lead CCC Worker should take the injured child to the referral health center.  Any costs incurred in ensuring prompt medical attention for an injured child should be met by the UPSNP.
5. [bookmark: _Hlk49242906]Any accidents /incidents such serious injuries or outbreak of disease  at the CCC  should promptly be reported (within 48hrs) to the Project Coordination Office (PCU) and the Bank. The PCU will be responsible to take appropriate remedial actions to avoid the occurrence of similar accidents/incidents in addition to properly responding to the incidents/accidents that may occur.
2.14. [bookmark: _Toc53904299]Emergency preparedness and response 
1. As measures of emergency preparedness
a. Display emergency contact numbers prominently
b. Designate a primary evacuation assembly at the CCC or a nearby location at which all personnel, visitor and children can assemble in case of emergency.
c. Define procedure on how to get to the emergency location and provide induction every three month to CCC personnel and children on how to get to that location and call emergency numbers.
d. Ensure the CCC has an evacuation kit, including contact numbers for each child, First Aid kit, water for use during emergencies is available. 
e. Ensure CCC personnel and the children are rehearsing emergency evacuation practices at least once every three months. 
2. In case of emergency, the Lead CCC Workers will:
a. Inform all persons in the residence and or venue to evacuate to the designated emergency location.
b. Ensure the attendance record, parent contact details, and any other relevant documents/items (for example portable first aid kit) are carried when evacuating.
c. Check all persons who are registered at the residence and or venue at that time are in the evacuation assembly area.
d. Keep all children and persons calm during the evacuation.
e. Make appropriate emergency calls immediately upon discovering an emergency, as appropriate. 
3. If the Lead CCC Workers finds that the primary evacuation assembly area is affected by the emergency or is not reachable, he/ she should immediately identify an alternative assembly area for all persons to exit to. 
4. If a child or person is requiring first aid or unable to leave the residence and or venue due to an injury, the Lead CCC Workers should ensure all other persons are evacuated; and assist the person who is injured to evacuate.
5. Ensuring CC workers are offered support and debriefing following a serious incident, emergency or evacuation 




[bookmark: _Toc53904300][bookmark: _Toc33082664]Section Three: Daily Routines
Guiding statement: Grouping children of same age in the CCC makes it easier for CCC Workers to pay attention and make age appropriate response to the needs of children. It is also important to recognize and respect individual differences in the same age group, including children with disabilities, and take such differences into consideration in operating CCCs.  CCC Workers should see children as active participants in their own learning and should support them to this end in a positive, respectful and nurturing manner.  Moreover, CCC should facilitate a positive environment that encourages collaboration and partnerships with families. 
In addition, a well-planned routine in the CCC will help encourage children's positive behaviour and establish positive lifestyle habits in future adults.  
3.1. [bookmark: _Toc53731889][bookmark: _Toc53732391][bookmark: _Toc53731890][bookmark: _Toc53732392][bookmark: _Toc53731891][bookmark: _Toc53732393][bookmark: _Toc53904301][bookmark: _Toc36385056][bookmark: _Toc36631935]Working Hours
1. Below are the minimum lengths of CCC working hours for mobile and fixed CCCs respectively.  
a. Mobile CCCs should have at least 2 working hours. 
b. Fixed CCC should have at least 3 working hours. 
2. Setting starting and ending hours of mobile CCC should take into account the UPSNP provision that allows women to come one hour early and leave one hour late. 
3. The Lead CCC Worker should ensure that the respective CCC working hours are respected. 
4. The Woreda CCC Technical Committee may extend the CCC working hours if the condition in the woreda permits or requires it. 
5. The Woreda CCC Coordinator in collaboration with the Woreda CCC Technical Committee should provide low cost clock for time management in case the Lead CCC Worker needs one. 
3.2. [bookmark: _Toc53904302]Grouping of Children  
1. In both mobile and fixed CCC, CCC Workers should divide children into two groups based on their age.  These groups are: 
a. Toddlers group (24-36-month-olds), and 
b. Pre-schoolers group (37-72-month-olds).  
2.  In mobile CCCs, a maximum group size for each category is as follows: 
a.  For toddlers 10 children in one tent
b. For preschoolers 20 children in one tent
3. In fixed CCCs, the maximum group size for each category is as follows: 
a. For toddlers, 15 children in a room
b. For preschoolers, 25 children in a room
8. One CCC Worker should care for a maximum of 6 toddlers or a maximum of 10 preschoolers.
4. The Woreda CCC Technical Committee can increase the number of CCC Workers assigned to each group depending on the number of children in a CCC.  However, the number of children in a group should not exceed the maximum group size specified for mobile and fixed CCC above.  
3.3. [bookmark: _Toc53904303]Catalogue of plays, songs and stories
1. To be able to engage children in play-based learning, CCC Workers should make use of the three catalogues of activities[footnoteRef:2], each on play, storytelling and songs appropriate to the two age groups.  [2:  These catalogues need to yet be prepared or adapted] 

2. Where possible, each catalogue is best prepared in the following format
a. Catalogue of stories is printed book of stories with illustrations 
b. Catalogue of play is printed book explaining how to play each game, the materials needed to play the game and how to make the materials from local or cheap materials. 
c. Catalogue of songs includes printed book of songs and CDs with recorded songs or a solar-powered radio with flash drive.
3. In preparing for a day’s session with toddlers or preschoolers, the CCC Worker should do the following prior to the starting of the CCC working hours: 
a. Clear space for play areas separately for toddlers and for preschoolers 
b. Choose activities for the day from the respective catalogues to introduce at the appropriate time in the CCC daily schedules. 
c. Prepare appropriate and adequate play and active learning materials needed to implement the selected activities
d. If possible, roleplay the activities with colleagues or friends prior to the actual day.
3.4. [bookmark: _Toc361154][bookmark: _Toc1020403][bookmark: _Toc33082668][bookmark: _Toc36385062][bookmark: _Toc36631939][bookmark: _Toc53904304][bookmark: _Hlk46492515]Management of active play spaces and use of play materials
1. For effective learning and play space management, the CCC Workers should do the following before the CCC opens to receive children:
a. Closely monitor to protect children from putting play materials in their mouth and are exposed to risk of swallowing or chocking. 
2. In addition, for preschoolers, the Lead CCC Worker should: 
a.  Ensure paly areas have four learning corners, each for math, language, science or creative art corners.  Below are four tables each describing the objective, suggested materials and sample activities that could be used at each of those corners.  
b. Coordinate with Assistant CCC Workers to make other play materials from cheap or locally available materials appropriate to each corner.
c. Manage the number of children per corner to a maximum of 5 children.
d. Ensure Assistant CCC Workers are encouraging children to explore/try activities other than the sample activities suggested for each corner by using the materials available at each corner. 
a. Early Math corner
The quantity of the different items at this corner should be 10-20 each by category (color, size, length, shape). The toddlers could count 1-5 while preschoolers could learn to count and match 1-10/20.
	Objective
	· to develop critical maths concepts such as numbers and counting, spatial awareness, classification, shapes, measurement, sorting, making patterns and problem-solving skills and positive relationship with math-related activities. 

	Materials
	Materials
	Minimum quantity

	
	1. Blocks and other building toys, 1 set each 
	3

	
	2. objects for sorting and counting (, bottle caps of different colours, stones of different size, sticks, cut-out cards), number cards. 
	20

	
	3. different size containers (bowls, bottles, cups, baskets) for stacking, building, and measuring
	10

	
	4. sand, water, puzzles, abacus, sorting trays, dice, clay /cardboard model of clock and others   
	3

	
	5. recycled cans or empty water bottles of different size for sensory and measuring activities. 
	10

	
	6. Puzzles can be made by drawing a large picture on a piece of cardboard and cutting it into various shapes for children to practice putting back together. 
	3

	Sample Activities 
	1. Building the tallest or strongest tower
2. Count items from 1-10 and 1-20 
3. Sorting and comparing objects by size, colour, shape and other characters
4. Comparing more and less 
5. Making patterns with the various manipulatives
6. Measuring different objects using hands, feet, fingers, or objects 
7. CCC workers should allow and encourage children to explore/try other activities by using the materials




b. Language and Literacy corner
	Objective
	· To enable children begin exploring print concepts and develop emergent reading skills by manipulating print material and develop pre-writing skills by practicing tracing letters and introduce them to some vocabulary words   

	Materials
	Materials
	Minimum quantity

	
	1.  story books 
	3

	
	2. newspapers, 
	3

	
	3. magazines, 
	3

	
	4. vocabulary cards,
	3

	
	5.  picture cards, 
	3

	
	6. Conversation cards/pictures  
	3

	
	7. written stories/rhymes
	3

	
Sample Activities
	1. Quiet time with books: Allow children to sit quietly and practice or pretend reading different types of text 
2. Children storytelling: Encourage children to tell stories about pictures to promote imagination and creative thinking  
3. Letter search: have children (3-6 years) work together to find specific letters in various print materials. 
4. Tracing letters: Practicing tracing letters and vocabulary words for pre-schoolers
5. Encourage children to use a combination of pictures, symbols, and words (not necessarily correctly spelled) to write down what they want to express
6. Building words: later in the year, encourage older children to try to build words with letter cards or cut-out letters that relate to the theme of the week.
7. Older children to create their own picture books and share
· printed items that have letters, numbers and alphabets (example: from newspapers, posters, booklets, calendars, boxes, food containers, or other item with letters)
· children’s work (such as pictures) can also be displayed and used as picture cards, stories, and conversation starters.


c. Science Corner
The minimum quantity in below table is for each item /category specified in the materials column. 
	Objective
	· To give children the opportunity to interact with real-life objects to role play.  It also helps children become acquainted with the foundations of science and social studies and helps them develop basic inquiry skills

	Materials
	Materials
	Minimum quantity

	
	1. environmental props (house, market, or anything in child’s cultural experience), pictures of natural environment such as lake, mountains 
	6

	
	2.  baskets, containers of different size or sensory table with variety of materials, such as wires or (no sharp edges) and string for touching and exploring, 
	6

	
	3. tools for manipulating the materials and blocks for building and constructing.  
	6

	
	4. Some simple charts/ pictures of science such as body parts, plants, animals, pictures with different seasons 
	6

	Sample Activities
	1. Provide opportunities for children to learn about various jobs in the community and re-enact things that those workers do using various materials.
2. Think about and re-enact situations that they know about e.g. market day
3. Identify change in the day and rainy seasons using pictures 
4. Explore animals and plants found in the environment 
5. Measure weight, length height and temperature of different things
6. identify natural environment (eg, water, land, mountain, landscape) 
7. discuss the use of different body parts, 



d. Creative Arts Corner 
The minimum quantity in below table is for each item /category specified in the materials column. 
	Objective
	· To serve as a creative outlet for children to express their ideas and emotions, experience different textures and materials, and supports artistic, small mussel, sensory and visual-spatial development. 

	Materials
	Materials
	Minimum quantity 

	
	1. a variety of art materials, mud, dye, plastics, paper, writing or colouring utensils and the following: 
	

	
	2. glue, scissors, clay, playdoh, modelling materials, collage materials (cut-out magazine/newspaper clippings), etc. 
	3

	
	3. Hand-made musical instruments for rhythm and dance
	3

	
	4. homemade stamps (can be made from potato)
	3

	Sample Activities
	1. Involve children in free drawing of objects they like  
2.  children’s artwork can be linked to weekly topics e.g if children are learning about “family,” an activity at the art corner could be to draw or paint a family portrait. Or if the topic is “plants” children can find and trace various types of leaves found in the environment. 
3. Children can draw/paint pictures of things that begin with the letter learned, that can be posted on the wall for reference during other learning activities.
4. Encourage children to make patterns, designs, representation of real objects using homemade stamps


3.5. [bookmark: _Toc33082665][bookmark: _Toc36385058][bookmark: _Toc36631936][bookmark: _Toc53904305]Adapting daily schedule of activities
1. The CCC curriculum is made up of a series of activities for each day for each age group and instruction on how to implement them with the appropriate group of children.  In setting up daily schedule of activities, Lead CCC Worker and CCC Workers with support from the Woreda CCC Coordinator should adapt the curriculum to the situation of their locality and the option of CCC (i.e. mobile or fixed) chosen for their woreda. 
Note:  For each day, activities in the CCC curriculum 
· Include indoor and outdoor activities
· Integrate literacy, numeracy, physical, social, and emotional skills
· maintain balance between free play and structured play outdoor play with indoor play, small muscle activities and big muscle activities.
· Allocate consistent time for eating, drinking water and going to toilet and napping
· Ensure early literacy and numeracy activities are included in conversations, indoor and outdoor play, story telling, art and self-activity and songs/rhyme.
· Set up and use different types and schedule of activities for the two age groups (Toddlers and Preschoolers).
· Consider individual differences.  For example, it encourages children to drink water and go to toilet any time they want outside the scheduled times.   
3.6. [bookmark: _Toc36385059][bookmark: _Toc36631937][bookmark: _Toc53904306]Sample schedule
1. The sample schedules below assume the minimum standard for working hour specified earlier i.e. 3 for fixed and 2 hours for mobile CCCs including time for getting ready for the CCC and pick up of children. 
2. With the help of and in consultation with the Woreda CCC Coordinator, CCC Workers of each CCC can adapt the below samples to their specific circumstances such as lengths and time of public work hours, availability of breakfast etc.
Option 1 Mobile CCC at PW site – sample schedule for toddlers 
	Activity
	Description of activity/content
	[image: ]Time

	Preparation
	· CCC workers arrive at the CCC center at least 30 minutes before arrival of children 
· CCC workers clean the CCC and check to ensure that it is safe and secure
· CCC workers set up hand washing stations with soap and clean water
· CCC workers set up toys and learning materials 
	20 minutes

	Welcoming:  Arrival of children and CCC workers
	· Check children’s temperature and ask parents/observe children if they are feeling well, handwashing
· Register children and CCC workers, including temperature 
· Check safety risks, for instance, to see if they have sharp or small things in hand or pocket. If so, put out of the children’s reach and give to their parents when collecting children ask parents to check their child before bringing to the CCC 
· Show children the activity areas and toys and ask them to choose their toy to play with
	20 minutes

	Free play
	· Children choose and play with toys of their like with the support/supervision of the CCC worker
	20 minutes

	Time for Songs
	· Sing/dance for and with children.

	[image: ]
10 Minutes

	Transition activities
	Handwashing plus snacking where snacks are available/ changing diapers
	10 Minutes

	Storytelling and role play
	· Read/tell local familiar stories and role play 
· This is where children learn new words, listen attentively, respond to questions from the story. 
	[image: ]20 Minutes

	Wrap up
	· Clean up: invite children to help put toys back and to come again the next time and say thank-you and goodbye
· Communicate with parents coming to pick up while children are getting ready to leave.
	20 Minute 


Option 1 Mobile CCC at PW site - sample schedule for Pre-schoolers
As the time in the CCC is limited, outdoor play is not included in the sample schedule below. Thus, parents are encouraged to provide their children an opportunity for outdoor play every day. 
	Activity
	Description of activity/content
	[image: ]Time

	Preparation
	· CCC workers arrive at the CCC center at least 20 minutes before arrival of children 
· CCC workers clean the CCC and check to ensure that it is safe and secure
· CCC workers set up two hand washing stations with soap and clean water
· CCC workers set up activity corners at least 4 activity corners (Early Math, Language and Literacy, Science and Creative Art ) with adequate, age-appropriate toys and learning materials 
	20 minutes

	Welcoming:  Arrival of children and CCC workers
	· Check children’s temperature and ask if they are feeling well
· Register children and CCC workers, including temperature 
· Check safety risks, for instance, to see if they have sharp or small things in hand or pocket. If so, put out of the children’s reach, for them to claim before leaving. Ask them to NOT to bring any sharp or small things to the CCC any more
· Explain regulations to preschoolers: Follow instructions of the CCC worker:
· Wait for your turn to choose toys -- first come, first served
· Share, do not fight
· Show them the activity corners and ask them to choose their toy for free play
	20 minutes

	Circle time /Conversation
	· This is where children practice their oral language skills to express themselves and listen to each other: 
·  CCC workers and children review of yesterday’s activities, their play at activity corner, preview of today’s activities. 
· Stimulate discussion in their mother tongue about the topics of the day/the week (based on CCC curriculum): this can be supported with some pictures related to the objectives of the day/week or children’s experience e.g asking to name/tell what they have seen on their way from home to CCC? what they have done at home before coming to CCC...
	 15 Minutes

	Corner play
	Children play at different activity corners
	30 minutes

	Time for Songs 
	· Refer to the catalogue of songs (if possible) and from among songs related to the objectives of the day/week, ask children to select that which they want to sing/ or sing familiar local songs related to the objective.  
· Sing/dance for and with children 
	[image: ]

10 Minutes

	Storytelling
	· Read/tell a story related to the topics of the day/the week from the catalogue of activities or similar local story related to the objective (based on CCC curriculum). 
· This is where children learn new words, listen attentively, responded to questions from the story. Older children can ask questions about the story and retell the story… 
	[image: ]15 Minutes

	Wrap up
	· Clean up: invite children to put toys back and to come again the next time and say thank-you and goodbye
· put toys by category and communicate with parents coming to pick up while children are getting ready to leave.
	15 Minute 



Option 2 Fixed CCC in ketena of UPSNP beneficiaries- sample schedule for Toddlers 
	Activity
	Description of activity/content
	[image: ]Time

	Preparation
	· CCC workers arrive at the CCC at least 30 minutes before arrival of children 
· CCC workers clean the CCC and check to ensure that it is safe and secure
· CCC workers set up a hand washing station with soap and clean water
· CCC workers set up activity corners/ play area with materials under section 5 sub section 5.7
	30 minutes

	Welcoming:  Arrival of children and Caregivers
	· Check children’s temperature and ask if they are feeling well
· Register children and caregivers
· Check safety risks, for instance, to see if they have sharp or small things in hand or pocket. If so, put out of the children’s reach, for them to claim before leaving. Ask them to NOT to bring any sharp or small things to the CCC any more
· Show children the activity areas and toys and ask them to choose their toy to play with
	15-20 minutes

	Child and CCC worker play
	CCC worker and children choose and play with different toys of their like
	20 minutes

	Circle time /Conversation
	· tell the schedule of the day/the week with familiar pictures and discuss in the local language (based on CCC curriculum for toddlers) 
	
10 Minutes

	Storytelling
	· Tell a group story related to the topics of the day/the week from the catalogue of activities (based on CCC curriculum). 
	[image: ]20 Minutes

	Outdoor group play time
	· With participation of children, select outdoor play/game from the play/game catalogue related to the objectives of the day/week 
· Tell children about the play/what they are going to when they go out
· ensure safety of the play area 
·  Monitor safety during play
	[image: ]
30 Minutes

	Transition activities
	· Handwashing plus snacking where snacks are available and changing diapers
	

	Time for nap 
	· check and arrange the nap area
· ensure the nap area is safe and well ventilated 
· monitor children for quiet time to nap and give a book or a toy for a child who is not willing to nap to play in a place/corner where he/she will not disturb other children. 
	30-40 Minutes 

	Time for Songs 
	· Refer to the song catalogue and from among songs related to the objectives of the day/week, ask children to select which they want to sing.  
· Sing/dance for and with children 
	[image: ]

20 Minutes

	Hands on/ practical self-activity and conversation
	· Bring children together and ask them to take turn to: 
a. Show case  of their drawing and crafts work that they have done today including – play doh

	 
20 Minutes

	Wrap up
	· Clean up: invite children to help in putting toys back and to come again the next time and say thank-you and goodbye
· put toys by category and pack them if needed
· Communicate with the parents coming to pick up while children are getting ready to leave.
	20 Minute 


Option 2 Fixed CCC in ketena of UPSNP beneficiaries - sample schedule for Pre-schoolers 
	Activity
	Description of activity/content
	[image: ]Time

	Preparation
	· CCC workers arrive at the CCC center at least 30 minutes before arrival of children 
· CCC workers clean the CCC and check to ensure that it is safe and secure
· CCC workers set up two hand washing stations with soap and clean water
· CCC workers set up activity corners at least 4 activity corners (Early Math, Language and Literacy, Science and Creative Art ) with adequate, age-appropriate toys and learning materials 
	30 minutes

	Welcoming:  Arrival of children and CCC workers
	· Check children’s temperature and ask if they are feeling well
· Register children and caregivers
· Check safety risks, for instance, to see if they have sharp or small things in hand or pocket. If so, put out of the children’s reach, for them to claim before leaving. Ask them to NOT to bring any sharp or small things to the CCC any more
· Explain regulations to preschoolers: Follow instructions of the CCC workers:
· Wait for your turn to choose toys -- first come, first served
· Share, do not fight
· If one fights, he/she has to stay at a cool-down area with no toy for 5 minutes
· Show them the activity corners /toys and ask them to choose their toy for free play
	15-20 minutes

	Free corner play
	Children choose and play with toys of their like at different activity corners 
	20-30 minutes

	Circle time /Conversation
	· This is where children practice their oral language skills to express themselves and listen to each other: 
·  CCC workers and children review of yesterday’s activities, preview of today’s activities. 
· motivate/encourage discussion in their mother tongue about the topics of the day/the week (based on CCC curriculum): this can be supported with some pictures related to the objectives of the day/week or children’s experience e.g asking to name/tell what they have seen on their way from home to CCC? what they have done at home before coming to CCC...
	
20 Minutes

	Storytelling
	· Read/tell a story related to the topics of the day/the week from the catalogue of activities (based on CCC curriculum). 
· This is where children learn new words, listen attentively, responded to questions from the story. Older children can ask questions about the story and retell the story… 
	[image: ]20-30 Minutes

	Outdoor group play time
	· With participation of children, select outdoor play/game from the play/game catalogue related to the objectives of the day/week 
· Group children for structured group play involving large muscle activities 
· Explain and support children to understand the rules of play
·  Monitor safety during play
	[image: ]
20-30 Minutes

	Time for Songs 
	· Refer to the catalogue of songs and from among songs related to the objectives of the day/week, ask children to select that which they want to sing.  
· Sing/dance for and with children 
	[image: ]

20 Minutes

	Hands on/ practical self-activity and conversation
	· Engage children in practical activities (corner time) that they undertake themselves (Language and literacy, math and art activities…)   
· Bring children together and ask them to take turn to: 
a. say what they have done today
b. Show case their drawing and crafts work that they have done today
c. Show peers how to do counting and sorting, using toys from the ECD kit or homemade toys
d. Show peers the first letter of a thing that they chose to learn today (e.g. “Be” for Beg,…)
	 
20-30 Minutes

	Wrap up
	· Clean up: invite children to put toys back and to come again the next time and say thank-you and goodbye
· put toys by category and pack them if needed communicate with parents coming to pick up while children are getting ready to leave.
	20 Minute 


3.7. [bookmark: _Toc53904307][bookmark: _Toc33082669][bookmark: _Toc36385063][bookmark: _Toc36631940]Use of Toys and Other Early Learning Materials
1. Follow instructions in the catalogue of play and learning activities and the CCC curriculum on how to use each toy and learning material during the specified time in the daily schedule
2. Showcase children’s work. 
3. Check, maintain and clean toys and other learning materials to ensure their safety for use by the children.
3.8. [bookmark: _Toc53904308][bookmark: _Toc1020409][bookmark: _Toc33082678][bookmark: _Toc36385065][bookmark: _Toc36631941]Cultivating Good Behaviour  
1. To cultivate good behavior, CCC Workers should: 
a. Follow daily routines to help build trust between CCC Worker and the children by clearly communicating predictable expectations 
b. Work with children to agree on simple ground rules that children can follow
c. Be a model for the children in their interactions and actions 
d. Communicate positively and respectfully with children and with each other
e. Encourage and support children to express their ideas and feelings in respectful manner
f. Encourage children to recognize and regulate emotions, resolve conflicts that may arise among them through negotiation and cooperation. 
g. Reward positive behavior to reinforce desirable behavior
h. Accept and respect individual needs and differences 
i. Avoid any form of physical punishment, isolation, withdrawal of affection and punitive actions which belittle or humiliate children
j. Make the environment child friendly by ensuring that the child is not exposed to harmful things and situations 
k. Engage with families/parents to get feedback on how a child’s day started and give feedback how was the child’s day in the CCC including on their role to model good behavior for their children 
2. To manage challenging behavior, CCC Workers should:
a. Pay close attention to challenging behaviors and keep a pulse on what is working and what isn’t and adjust.
b. Guide a child to a quiet corner to get calm down when he/she becomes disruptive 
c. Bring the case to the attention of the parents when a child consistently exhibits disruptive behavior 
d. Develop plans together with the family/parents to help the child manage his/her disruptive behaviors 
e. Link the child with appropriate social and health referral systems
3.9. [bookmark: _Toc36631944][bookmark: _Toc53904309]Inclusion of Children with Special Needs 
1. The Woreda CCC Coordinator will:
a. Provide opportunities for CCC Workers to access training on caregiving to children with special needs.  
b. Maintain and update knowledge of relevant governmental and nongovernmental initiatives to fund and support the inclusion of various groups within the community that may have special needs.
c. [bookmark: page111]Make use of the Referral Network to be established in the woreda  to secure support for children with special needs.
d. Support and guide CCC Workers as they investigate appropriate options for children. 
e. Support CCC Workers in working with families having children with special needs.
2. CCC Workers should do the following in supporting children with special needs (CWD): 
a. focus on what CWDs can do, tailor activities to capitalize on what the CWDs can do, and make environment accessible for CWDs 
b. Observe their own interactions with children, families, peers and colleagues and reflect regularly to avoid bias in the behaviors they display 
c. Avoid making comparisons between children, families, their backgrounds, abilities or additional needs.
d. Provide regular support to UPSNP households in giving care to CWD. 
e. Promote positive understanding about disabilities, that everyone is different and has special needs 
f. Arrange all areas in the room and outside are large enough for the CWD to move around safely and/or use mobility equipment
g. Ensure a variety of seating options are available (floor, chair, side table, blanket, pillow, etc.) and chairs and table are steady for CWD. 
3.10. [bookmark: _Toc33082671][bookmark: _Toc36385044][bookmark: _Toc47085820][bookmark: _Toc53904310]Food preparation, safety and nutrition education 
1. Parents may also pack food for their children but if food is prepared in the CCC,
a. The cooking area should be at a reasonable distance from the shelters and play grounds.
b. A reasonable number of personnel must be assigned for preparing food.   
2. [bookmark: _Toc33082674][bookmark: _Toc36385047][bookmark: _Toc47085823]The following measure should be taken to ensure food safety at the CCC:
a. Cooks should wear mask, wash their hands, utensils and clean cooking area/kitchen before cooking and serving food.
b. CCC Workers should assist children in washing their hands with soap before eating food.
c. There should either be a dedicated space for meals and snacks or spaces used for other purposes should be cleaned before they are made ready for eating. 
d. Eating plates and other eating materials should be washed before use or should be washed after each meal and stored in a clean space and protected from animals such as rats. 


[bookmark: _Toc53904311]Section Four: Involving parents/other caregivers and communities
Guiding statement: Whether and the extent to which children receive quality care and education in their early years significantly depends on the extent to which a variety of stakeholders at all levels are involved.  The UPSNP will have a CCC communication strategy to mobilize stakeholders at various levels in support CCCs. 
This section focuses on involving and engaging parents and the Community CCC Steering Committee who need to be empowered to demand and to contribute to availability, access and quality of ECD services in their localities.    Moreover, the right of parents/ other caregivers to express their concerns and grievance about any aspect of the CCC without any fear should be protected and respected as that serves as a positive and productive mechanism to ensure continual improvement of the CCC services.   
[bookmark: _Toc36385071][bookmark: _Toc47085841]Previous sections have stipulated guidelines relevant to the theme of the section. This prove additional guidelines to further facilitate the engagement of parents/ other caregivers and communities.  These guidelines are equally applicable to both mobile and fixed CCCs.
4.1. [bookmark: _Toc53904312][bookmark: _Toc36385073][bookmark: _Toc47085843]Consultations with parents/ other caregivers
a. Encourage orientation visits to the CCC and meetings with CCC Workers before enrolment
b. Share with parents/ other caregivers and other stakeholders the one-pager brochure[footnoteRef:3] prepared to introduce the CCC upon their first visit.  [3:  This brochure needs to yet be prepared.] 

c. Permit and encourage unannounced visits by parents/ other caregivers.
d. Schedule a regular private consultation with each parent/ other caregiver at a signing in or out hour to review and share information about the educational and behavioral performance of the respective child at home and at the CCC. 
e. Positively respond to any parent’s request for individual consultations about his/ her child enrolled at the CCC.  
f. Support parents/ other caregivers to identify and access other services based on the children’s needs.
4.2. [bookmark: _Toc53904313][bookmark: _Toc47085844]Expressing grievances/ concerns by parents/ other caregivers
a. Parents/ other caregivers are encouraged to express their concern to the Lead CCC Worker. 
b. Any grievance/ concern should be should document in writing.  If parents/ gordians cannot do so for any reason, the Lead CCC Worker will document the expressed concern and, then, will read it back to the reporting parent/ other caregivers for validation.    
4.3. [bookmark: _Toc53904314]Resolving grievances/ concerns
1. In case of grievances by parents/ other caregivers that they deem to be minor and could be resolved by the Lead CCC Worker: 
a. The Lead CCC Worker may speak to all parties involved individually in order to gain all facts and work towards a mutually satisfactory resolution.
b. The Lead CCC Worker may also consult with the Woreda CCC coordinator 
c. The agreed upon action should include timeframe and pre-determined date for review 
d. If, after several attempts to address the situation the grievance remains unresolved, the Lead CCC Worker or/and Parents/ other caregivers present the case the Woreda CCC coordinator including attempts made to resolve it and challenges encountered.
2. In case of grievances of parents/ other caregivers that they deem to be series: 
a. Parents/ other caregivers express their grievances to the Woreda CCC coordinator directly
b. The Woreda CCC coordinators undertakes investigation as soon as possible including interviews with all involved in order to gather all relevant information.
c. Once the investigation is complete the Woreda CCC coordinator will in consultation with the complainant determine an intervention plan which includes outcomes, actions required to achieve the outcome and timeframes for each action.  
3. Timeframe for addressing grievances of parents/ other caregivers 
a. The Woreda CCC coordinators should attempt to resolve all complaints in a maximum of 2 weeks.  If resolving the complaint takes longer than 2 weeks, the Woreda CCC coordinator will contact the complainant and explain reasons for the delay and provide an updated timeframe for the interventions
b. If the grievance is not resolved, parents/ other caregivers may escalate their complaint to the Woreda UPSNP coordinator. 
4.4. [bookmark: _Toc53904315]Regularly organize quarterly reflection meetings with community level CCC structures
1. Organize a safe space where parents/ other caregivers of children in the CCC meet quarterly with the Woreda CCC coordinator, CCC Workers, the CCC Steering committee and other service providers linked to the CCC: 
a. Share and learn from each other’s parenting practices and challenges, which includes child psychosocial development, health, nutrition, sanitation. 
b. Obtain feedback and support from the Woreda CCC Coordinator and CCC Workers on alternative practices on specific issues
c. Jointly develop and review implementation of a plan to create a safe, clean, caring, and stimulating environment for their children at home and in the CCC
d. Advocate for use of existing services and demand access to quality services. 

[bookmark: _Toc53904316]Annexes
1. [bookmark: _Toc53904317]Pre-school children Registration and Enrollment Forms
1. Registration Form
	Resignation date:  __________________________________________

	1. CCC location:
	

	1.1. Region
	__________________________________________

	1.2. Woreda
	__________________________________________

	1.3. Ketena
	__________________________________________

	1.4. Community
	__________________________________________

	2. Child’s personal details

	2.1. Full Name of Child
	__________________________________________

	2.2. Gender
	__________________________________________

	2.3. Date of Birth
	__________________________________________

	2.4. House no.
	__________________________________________

	3. Parent’s/ other CCC workers’s contact details

	3.1. Relationship with the child[footnoteRef:4] [4:  Mother, father, ] 

	__________________________________________

	3.2. Address (if different from child’s):
	__________________________________________

	3.3. Phone Number
	__________________________________________







2. Enrollment Form
	Resignation date:  __________________________________________

	4. CCC location:
	

	4.1. Region
	__________________________________________

	4.2. Woreda
	__________________________________________

	4.3. Ketena
	__________________________________________

	4.4. Community
	__________________________________________

	5. Child’s personal details

	5.1. Full Name of Child
	__________________________________________

	5.2. Gender
	__________________________________________

	5.3. Date of Birth
	__________________________________________

	5.4. House no.
	__________________________________________

	6. Parent’s/ other CCC workers’s contact details

	6.1. Relationship with the child[footnoteRef:5] [5:  Mother, father, ] 

	__________________________________________

	6.2. Address (if different from child’s):
	__________________________________________

	6.3. Phone Number
	__________________________________________

	7. Personal details of person authorized to pick up the child or call during emergency (other than parents listed above) 

	7.1. Person no. 1
	

	1. Relationship with the child
	__________________________________________

	2. Address (if different from child’s):
	__________________________________________

	3. Phone Number
	__________________________________________

	7.2. Person no. 2
	

	1. Relationship with the child
	__________________________________________

	2. Address (if different from child’s):
	__________________________________________

	3. Phone Number
	__________________________________________

	8. Consent for Emergency Care 

	I __________________________________________ authorize the staff of UPSNP Child Care Centre to call a health professional, ambulance or any other external provider as appropriate in the case of emergency, if the parents or designed persons for call during  emergency cannot be reached immediately. 


Signature of Parent/ other caregivers Providing Information 
	Signature    
	

	Date
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