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Flow Char t on Registration of Child Care Centre 
 

 
 
 
 

Standard Time 
 
 
 
 

7 working days 
 
 
 
 
 
 
 
 
 
 
 
 
 
       

                         
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                              
 
 
 

                              
 
 
 
                  
 
 
 
 
 

No 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Notes 
CCCAI    Child Care Centres 

Advisory Inspectorate 
                 SWD        Social Welfare 

Department 
FSD         Fire Services 

Department 
BD          Buildings Department 
HD          Housing Department 
ASD        Architectural Services 

Department 
EMSD     Electrical and 

Mechanical Services 
Department 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Applicant has firstly to obtain permission from Town Planning Board 
on the premises for use as child care centre 

Applicant submits 10 sets of scaled layout plans (with the required 
markings) AND 2 copies each of Forms CCCAI: C/1 & CCCAI: C/2 

CCCAI conducts preliminary assessment and refers Applicant’s completed 
Forms with 
-4 sets layout plans to FSD for fire safety checking 
-4 sets to HD or BD or ASD as appropriate for structural safety checking  

FSD and HD / BD / ASD provide comments on the application to CCCAI 

Applicant 
revises layout 

  Yes 

Time required 
depends 
on the applicant’s 
compliance with 
the requirement, 
usually 3-6 months 
 

Applicant complies 
with the requirements 
and informs respective 
departments for their 
inspection and 
issuance of certificates 
on fire and structural 
safety   

Applicant submits 2 sets 
of A/C ventilation plan, 
Fresh Air Measurement 
Table and Ventilation 
Air Measurement Table 
to CCCAI for EMSD’s 
checking 

Applicant provides Work 
Completion Certificate 
(WR 1) or Periodic Test 
Certificate (WR 2), as 
appropriate, by registered 
electrical worker & 
Contractor on the 
electrical safety  

Certificates 
issued 

Approval 
granted 

Work 
completed 

No No No 

Yes Yes Yes 

Applicant sends in the finalized Application Form, together with staff list 
to CCCAI 

CCCAI conducts a pre-registration site visit with the applicant 

Licensing Office / SWD issues the Certificate of Registration   

CCCAI notifies applicant to collect the Certificate of Registration at 
CCCAI 

14 working 
days 

*  CCCAI 
# Finance Branch 

CCCAI notifies applicant of the comments of departments 

Applicant submits to SWD 
for approval  
*  i) Time-table on daily  

activities 
* ii) Dietary scale and  

menu 
  
#iii) Application for  

approval of inclusive  
monthly fees 

Approval 
granted 

No 

Yes 
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Procedural Guide for   
Application for  Registration of a Child Care Centre 

 
 
  (I) Statutory requirements 
 

Any person who intends to operate a child care centre should first 
acquaint himself with the statutory provisions governing the operation of a child 
care centre as laid down in the ‘Child Care Services Ordinance’  and ‘Child Care 
Services Regulations’ , copies of which can be purchased by calling the 
Government Publications Sales Section of Information Services Department (ISD) 
on 2537 1910 or placing order with ISD by e-mail at puborder@isd.gov.hk.  You 
should also consult the Child Care Centres Advisory Inspectorate, Social Welfare 
Department, about details of the requirements at Room 2312, 23/F, Southorn 
Centre, 130 Hennessy Road, Wanchai, Hong Kong. 

 
 
 (II) Appointment for interviews 
 

2. Appointment to meet staff of the Child Care Centres Advisory 
Inspectorate to discuss about proposed establishment of a child care centre can be 
made by letter or through the duty officer of the Advisory Inspectorate on         
2835 2016.  All relevant plans or documents for the proposal should be produced at 
the meeting.   

 
 
(III) Application to and consultation with the government departments concerned 
 

3. It is advisable for all prospective operators to seek advice from an 
Authorized Person or professional consultant to ascertain whether the identified 
premises can meet the various requirements laid down in the Child Care Services 
Ordinance and Regulations.  Before they are certain that the premises can comply 
with the concerned requirement, they are advised not to lease, rent or purchase the 
premises for use for child care centre purposes.  The prospective operator should 
ensure that there is no objection from the Planning Department, or planning 
permission has been obtained from the Town Planning Board as required, or in 
case the premises are not within the outline zoning plan of Town Planning, from 
the District Lands Officer, Islands, for the operation of a child care centre in the 
proposed premises. 

 
4. If a prospective operator decides to proceed with an application for 
registration of a child care centre at certain premises, he should prepare a copy of 
the layout plan of the premises for discussion.  The proposed area of the centre for 
registration should be demarcated on the plan.  Each plan should be drawn to scale 
with clear marking of the following: 
 
 

/ (a) ..... 
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(a) Correct Chinese and English address of the proposed premises 
 

(b) Chinese and English name of the proposed centre 
 
(c)  The use of various parts or areas of the centre premises, including any 

portion being used for domestic purposes 
 
(d)  The position of all pillars, doors, windows, parapet walls, partitions, 

latrines/service sinks and wash-basins 
 
(e)  The total indoor floor area, and areas of separate rooms/parts of the 

proposed premises 
 
(f)     Signature of the prospective operator with date of submission 
 

5. The officer concerned of the Child Care Centres Advisory Inspectorate 
may arrange a site visit or an interview with the applicant to study the proposal.  
Upon preliminary agreement on the layout of the proposed plan, the prospective 
operator should prepare 10 copies of the plan.  He will then be issued with or 
advised to download from the homepage of the Social Welfare Department at 
www.swd.gov.hk the following application forms: 
 

(A) Application for Certificate from the Director of Fire Services 
 
(B) Application for Certificate from the Director of Buildings/Housing/ 

Architectural Services as appropriate 
 

6. Form (A) and (B) should be submitted to Child Care Centres Advisory 
Inspectorate upon completion, each accompanied by 4 copies of the layout plan of 
the premises for onward transmission to the two departments concerned.  Copies of 
Form (A) and (B) together with 2 copies of the layout plan should also be 
submitted to this Department for record purpose.  In due course, the two 
departments concerned will arrange with the applicant for the inspection of the 
premises.  When the fire precaution and structural requirements are complied with, 
the prospective operator will receive the certificates respectively from the 
departments. 
 
7. According to the Electricity (Wiring) Regulations, Cap 406E, any fixed 
electrical installation in a child care centre has to be inspected , tested and certified 
by a registered electrical worker for its completion (including repair, alteration or 
addition), as well as subject to periodic inspection, testing and certification at least 
once every 5 years.  The prospective operator has to therefore observe the 
requirement and produce a copy of the Work Completion Certificate (WR1 Form), 
together with a copy each of the Certificates of Registration of Electrical Worker 
and Electrical Contractor and/or a copy of Periodic Test Certificate (WR2 Form) as 
duly completed by the registered electrical worker and electrical contractor, to this 
Department as the document certifying the electrical safety of the proposed centre.   
 

/The ….. 
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The WR1/WR2 Forms are provided by the Electrical and Mechanical Services 
Department and obtainable at its Customer Services Office, Electrical and 
Mechanical Services Department Headquarters, 3 Kai Shing Street, Kowloon  
(Public Enquiry Hotline no. 1823) and the homepage of the Electrical and 
Mechanical Services Department at www.emsd.gov.hk. 
 
8. Similarly, in the case that the proposed centre requires Towngas or 
liquefied petroleum gas installation, the prospective operator has also to produce a 
Certificate of Completion and/or a Certificate of Annual Inspection/Maintenance 
as duly completed by a registered gas contractor, together with a copy each of the 
Gas Installer Registration Card and Certificate of Registration of Gas Contractor to 
ensure that the installation work is done in accordance with the Gas Safety 
Ordinance Cap. 51 and relevant Codes of Practice.  The Certificate of Completion 
Form and the Certificate of Annual Inspection/Maintenance Form are obtainable at 
the Child Care Centres Advisory Inspectorate and the homepage of the Social 
Welfare Department.  Any further enquiries on gas installation can be directed to 
the Public Enquiry Hotline of Electrical and Mechanical Services Department on 
1823. 
 
 

 (IV) Application to Social Welfare Department 
 
9. In the meantime the prospective operator is required to submit to this 
Department: 
 

(a) The time-table of daily activities of the proposed centre. (Please see the 
Child Care Services Regulations R.10) 

(b) The proposed dietary scale and menu for a centre operating full day or 
residential service.  (Please see the said Regulations R.35) 

(c) The application for approval of fees by Finance Branch of this 
Department.  Application form will be issued to the prospective operator 
directly, or may be downloaded from the homepage of the Social 
Welfare Department  (Please see the said Regulations R.45C) 

(d) The name of an employee who holds a valid first aid certificate [Please 
see the said Regulations R.43(2)] 

(e) The personal particulars including the name in English and Chinese, age, 
address and previous nursing experience of a registered nurse in the case 
of a proposed residential centre [Please see the said Regulations 
R. 44(3)] 

 
10. The prospective operator should also produce documents like the 
assignment, rental contract or bills of public utilities expenses such as water supply 
or electricity to verify the authenticity of the address of the proposed centre. 
 

/ 11. ..... 
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11. At the final stage when all necessary certificates/documents as 
mentioned in Part (III) are available, the officer concerned of the Child Care 
Centres Advisory Inspectorate will arrange an inspection visit with the prospective 
operator to examine whether the proposed centre complies with all requirements of 
the Child Care Services Ordinance and Regulations and is fully ready for 
commencement of service.  On-site taping of the floor area of the proposed centre 
will also be done during or before the visit.  The prospective operator will then be 
provided with or advised to download from the homepage of the Social Welfare 
Department the Application Form for Registration of Child Care Centre.  An 
application for registration of a child care centre is considered to have been 
formally made only when the said Application Form is properly completed with all 
necessary certificates/documents as mentioned in Part (III) attached, and submitted 
by the prospective operator to the Child Care Centres Advisory Inspectorate. 
 
12. Successful registration of a child care centre depends on the prospective 
operator’s ability to comply fully with the requirements specified in the said 
Ordinance, Regulations and the Operation Manual for Pre-primary Institutions.  It 
usually takes four to six months to complete the whole registration process. 
 
 

  (V) The Certificate of Registration 
 
13. The Certificate of Registration issued by the Social Welfare Department 
is free of charge. 
 
 

 (VI) Important note 
 
14. Please be warned that according to Section 6(1) of the Child Care 
Services Ordinance, “no person shall operate or take part in the management of a 
child care centre which is not a registered child care centre”; and Section 6(2) 
stipulates that any person who contravenes Section 6(1) shall be guilty of an 
offence and shall be liable on conviction to a fine at level 6 and to imprisonment 
for 2 years. 
 
15. This procedural guide only serves to inform prospective operators of the 
procedures of registration of a child care centre and is in no way a summary or 
substitute for the provisions in the Child Care Services Ordinance and Regulations, 
nor does this information sheet have any legal force. 

 
 
 
 
 
 
 
 
 

/ Application for  Registration of a Child Care Centre (Frequently Asked Questions and Answers) … 
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Application for  Registration of a Child Care Centre 
(Frequently Asked Questions and Answers) 

 
 
1. Q: Where can a person obtain necessary information if he intends to 

operate a child care centre? 
 

 A: �  He should first acquaint himself with the statutory provisions 
governing the operation of a child care centre as laid down in the 
‘Child Care Services Ordinance’  and ‘Child Care Services 
Regulations’ , copies of which can be purchased by calling the 
Government Publications Sales Section of Information Services 
Department (ISD) on 2537 1910 or placing order with ISD by e-
mail at puborder@isd.gov.hk. 

�  He may also refer to the ‘Procedural Guide for Application for 
Registration of a Child Care Centre’  and ‘Operation Manual for 
Pre-primary Institutions’  which can be downloaded from the 
homepage of Social Welfare Department at www.swd.gov.hk. 

�  He may consult the Child Care Centres Advisory Inspectorate of 
Social Welfare Department about details of the requirements by 
phone on 2835 2016 or appointment to meet the staff of the unit 
at Room 2312, 23/F, Southorn Centre, 130 Hennessy Road, 
Wanchai, Hong Kong. 

 
 
 
2. Q: Are there specific requirements on premises intended to be used as a 

child care centre? 
 

 A: Yes.  
�  The prospective operator should first ensure that there is no 

objection from Planning Department, or planning permission has 
been obtained from the Town Planning Board as required, or in 
case the premises are not within the outline zoning plan of Town 
Planning, from the District Lands Officer, Islands, for the 
operation of a child care centre in the proposed premises. 

�  The premises should also be certified to have complied with the 
fire safety and structural requirements on a child care centre 
respectively by the Director of Fire Services and the Director of 
Buildings/Housing/Architectural Services. 

�  Before he is certain that the premises can comply with the 
concerned requirement, the prospective operator is advised not to 
lease, rent or purchase the premises for use for child care centre 
purposes. 

 
 

/ 3. … 
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3. Q: If a person decides to proceed with an application for registration of a 
child care centre at certain premises with planning permission, what 
should he do in the first place? 
 

 A: �  He should prepare a copy of the layout plan of the premises for 
discussion with the officer concerned of the Child Care Centres 
Advisory Inspectorate. 

�  The officer concerned may arrange a site visit or an interview 
with the applicant to study the proposal. 

 
 
 
4. Q: How many certificates does a prospective operator need from other 

government departments for making an application at Social Welfare 
Department for registration of a child care centre? 
 

 A: �  A Certificate from the Director of Fire Services and a Certificate 
from the Director of Buildings/Housing/Architectural Services as 
appropriate. 

 
 
 
5. Q: How should the prospective operator proceed with the application for 

the Certificate from the Director of Fire Services and a Certificate 
from the Director of Buildings/Housing/Architectural Services? 
 

 A: �  Upon preliminary agreement with officer concerned of Child 
Care Centres Advisory Inspectorate on the layout of the proposed 
plan, the prospective operator should prepare 10 copies of the 
plan. He will then be issued with or advised to download from 
the homepage of the Social Welfare Department at 
www.swd.gov.hk the forms, namely Application for Certificate 
from the Director of Fire Services, and Application for 
Certificate from the Director of Buildings/Housing/ Architectural 
Services as appropriate. 

�  The said forms should be submitted to Child Care Centres 
Advisory Inspectorate upon completion, each accompanied by 4 
copies of the layout plan of the premises for onward transmission 
to the two departments concerned. Copies of the two forms 
together with 2 copies of the layout plan should also be submitted 
to this Department for record purpose. 

�  In due course, the two departments concerned will arrange with 
the applicant for the inspection of the premises. When the fire 
precaution and structural requirements are complied with, the 
prospective operator will receive the certificates respectively 
from both departments. 

 
 

/ 6. … 
 



 
 
 

- 8 - 

6. Q: How many submissions to the Social Welfare Department are needed 
from a prospective operator for making an application at Social 
Welfare Department for registration of a child care centre? 
 

 A: �  A copy of Work Completion Cer tificate (WR1 Form), 
together with a copy each of the Certificates of Registration of 
Electr ical Worker and Electr ical Contractor  and/or a copy of 
Per iodic Test Certificate (WR2 Form) as duly completed by 
the registered electrical worker and electrical contractor 
certifying electrical safety of the proposed centre.  

�  A Cer tificate of Completion and/or a Certificate of Annual 
Inspection/Maintenance as duly completed by a registered gas 
contractor, together with a copy of the Gas Installer  
Registration Card and Cer tificate of Registration of Gas 
Contractor  in the case that the proposed centre requires 
Towngas or liquefied petroleum gas installation, to ensure that 
the installation work is done in accordance with the Gas Safety 
Ordinance Cap. 51 and relevant Codes of Practice. 

�  The time-table of daily activities of the proposed centre. 
�  The proposed dietary scale and menu for centres operating full 

day or residential service. 
�  The application for  approval of fees by the Finance Branch of 

this Department.  
�  The name of an employee who holds a valid first aid 

cer tificate 
�  The personal particulars including name in English and 

Chinese, age, address and previous nursing experience of a 
registered nurse in the case of a proposed residential centre. 

�  Documents like the assignment, rental contract or bills of public 
utilities expenses such as water supply or electricity to ver ify the 
authenticity of the address of the proposed centre. 

�  Application Form for  Registration of a Child Care Centre at 
the final stage when all the necessary certificates/documents 
abovementioned are available. (An application is considered to 
have been formally made only when the said Application Form is 
properly completed with all necessary certificates/documents 
attached and submitted by the prospective operator to the Child 
Care Centres Advisory Inspectorate.) 

 
 
7. Q: Can a prospective operator determine the fees of the prospective child 

care centre? 
 

 A: �  No. Prior approval of fees charged in a child care centre should 
be obtained from the Social Welfare Department. 

 
 

/ 8. … 
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8. Q: Can a prospective operator determine the capacity of the prospective 
child care centre? 
 

 A: �  No. The capacity of a child care centre depends on the floor areas 
of the centre, the staff ratio and ancillary facilities and is to be 
approved by the Social Welfare Department according to the 
requirements stipulated in the Child Care Services Ordinance and 
Operation Manual for Pre-primary Institutions. 

 
 
 
9. Q: How long does it usually take to complete the registration process? 

 
 A: �  Successful registration of a child care centre depends on the 

prospective operator’s full compliance with the requirements 
specified in the said Ordinance, Regulations and the Operation 
Manual for Pre-primary Institutions. 

�  It usually takes four to six months to complete the whole 
registration process. 

 
 
 
10. Q: How much is the registration fee of a child care centre? 

 
 A: �  The Certificate of Registration issued by the Social Welfare 

Department is free of charge. 
 

 
 
 
 
Child Care Centres Advisory Inspectorate 
Social Welfare Department 
November 2009 (revised) 
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