
 

 

 

  

 

 

 

  

 



 

 

 

 

MODULE 5: BUSINESS ORGANISATION AND OFFICE SET-UP  

Lesson 1: Create your Mission/Vision Statement 

Lesson 2: Business Entity and Corporate Set-Up 

Lesson 3: Childcare Business Office Must Haves 

Lesson 4: Approvals and Licensing Requirements 

 

 

RESOURCES: 

1. Downloadable Course Videos 

2. Downloadable Course Manual 

 
 

 

 

 

 

 

 

 

MODULE 5 



 

 

 

 

 

 

 

 

LESSON 1: 

CREATE YOUR MISSION/VISION STATEMENT 

 

 

 

 

 

 

 

 

 

 



 

 

What is a Mission Statement? 

_____________________________________________________

_____________________________________________________

_____________________________________________________

_____________________________________________________

_____________________________________________________

_____________________________________________________

_____________________________________________________

_____________________________________________________

_____________________________________________________ 

What is a Vision Statement? 

___________________________________________________

___________________________________________________

___________________________________________________

___________________________________________________

___________________________________________________

___________________________________________________

___________________________________________________

___________________________________________________

___________________________________________________

___________________________________________________  



 

 

 

 

 

 

 

 

LESSON 2: 

Business entity and corporate set up 

 

 

 

 

 

 

 

 

 

 



 

 

So regardless of the childcare service you will be offering, the following 

must be strongly considered: 

1. The selected premises for the childcare centre must ensure that 

the safety and well-being of the children are not compromised and 

measures such as children’s evacuation are in place in the event of 

a fire. 

2. Every childcare centre should have a designated space for activity 

areas, playing, toilet and bathing facilities, washing, eating, resting, 

an office, staff rest periods, isolation hub for sick children, 

storage of food, beds, beddings, toys, indoor and outdoor play 

materials and equipment and medical supplies in a first aid kit. 

3. Every childcare centre should have a designated space for the 

preparation of food and snacks and this should be made 

inaccessible to children. 

4. Infant/toddler room should be provided separate from the service 

area, entrance area and diaper changing areas especially for 

children who are yet to take their first step.  

5. Every childcare centre shall have access to outdoor play space. The 

outdoor playground must be within walking distance from the 

childcare centre  

 

 



 

 

Suggested Furnishing and Equipment for a childcare centre 

Administrative 

Office 

Photocopier Scrap materials e.g 

straws, egg cartons 

Tables Calculator Scissors 

Chairs Filing cabinet Paint brushes 

Cupboard First aid kit Poster colours 

Computer Notice board Crayons, pencils,  

Printer Doormat Colour paper, glue, 

Trash cans Refrigerator Tapes, rulers 

Water heater Rocking horse Fire extinguishers 

Washing machine Water play equipment Wall clock 

Hand towels Sand play equipment Ceiling fans 

Kitchen cabinet Swings Age appropriate books 

Cooking utensils Slides Curtains 

Climbing frame Plastic 

fruits/vegetables 

Name tags 

Tunnel Combs Potty 

Blocks Clips Hangers 



 

 

Television set Toy telephone Shoe rack 

White board Toy bed Cots/cribs 

Musical 

instruments 

Dress up cupboard with 

toys 

Cleaning equipments 

Video/cd player Lego set Mattresses/mattresses 

cover 

Weighing scale Puzzles Sterilizers 

Height 

measurement 

chart 

Blocks of different 

shapes, sizes and 

colours 

Strollers and rockers 

Storage cabinet Threading equipment Stationeries 

Markers Charts on life cycle of 

plants, animals. Body 

parts 

Plates, cups, forks, 

spoons 

Erasers Abacus Kitchen store 

Display board Charts on mathematics 

concepts e.g numbers, 

colours 

 

Floor mats Book display rack  

  


