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Introduction

This guide comprehensively explains how to submit an electronic application through the platform to obtain ainitial approval for a normal person.
This facilitates the subsequent process of applying for a license to establish a community childcare center through the Social Rehabilitation and
Guidance platform. The guide covers the service description, its requirements, and complies with the regulatory guidelines for community

childcare centers.
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First: Log in to National Platform for Rehabilitation & Social Guidance.

= The user will enter the residence ID number, email and password and then press "Next" to enter the e-services portal.

Second: Login to service:

= The user selects the service of applying for a initial approval from the list of services on the e-services page.
= The user will see the owner's information, and they must select the 'Natural Person' status.

=  The user must select the category of the center, "Community childcare center”

= The types of childcare centers will appear. The user must choose the type that corresponds to his service, and then click on the “Next” icon

to proceed to the next page.

Third: Disclosure of Data

Step I: Personal Data.

= Thedatadisclosure screen requires the user to answer the specified questions, and then press the "Next" icon to proceed to the next page.

Step Two: Center address.

= Inthis screen the dataon the center address will appear and the user can locate the new center on the map, and then press the "Next" icon
to proceed to the next page.

Step Three: Readiness Assessment

=  The readiness assessment screen requires the user to answer the given questions and then click on the “Next” icon to proceed to the next
page.

Step Four: Summary of application, acknowledgment and approval.

= The system displays a summary of the application, and the user must acknowledge and agree to the terms and conditions and the validity

of the data entered, and then press the “Submit” icon. The system will submit the application.

Fourth: Issue application number

= Onthis screen, the application number and the expiration date of the initial approval will appear.
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Introduction

This guide will explain how to submit an electronic application through the platform to obtain initial approval for a legal entity. This refers to a
group of individuals and assets that possess an independent and separate legal identity, aimed at achieving a specific purpose within the limits of
this objective. This process facilitates the subsequent application for licensing the establishment of a Community childcare center through the
Social Rehabilitation and Guidance platform. The guide covers the service description, its requirements, and adheres to the regulatory guidelines

for community childcare centers.
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First: Log in to National Platform for Rehabilitation & Social Guidance.

= The user will enter the residence ID number, email and password and then press "Next" to enter the e-services page.

Second: Login to service:

= The user selects the service of applying for a initial approval from the list of services on the E-Services page.
= The user will see the owner's information, and they must select the ‘Legal Person' status.

= The user must select the category of the center, "Community childcare center”

= The types of childcare centers will appear. The user must choose the type that corresponds to his service, and then click on the “Next” icon

to proceed to the next page.

Third: Disclosure of Data

Step I: Owner's Details

= Thedatadisclosure screen requires the user to answer the specified questions, and then press the "Next" icon to proceed to the next page.

Step Two: Center address.

= Inthis screen the dataon the center address will appear and the user can locate the new center on the map, and then press the "Next" icon
to proceed to the next page.

Step Three: Readiness Assessment

=  The readiness assessment screen requires the user to answer the given questions and then click on the “Next” icon to proceed to the next
page.

Step Four: Summary of application, acknowledgment and approval.

= The system displays a summary of the application, and the user must acknowledge and agree to the terms and conditions and the validity

of the data entered, and then press the “Submit” icon. The system will submit the application.

Fourth: Issue application number

= Onthis screen, the application number and the expiration date of the initial approval will appear.
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Introduction

This guide will explain how to submit an electronic application through Rehabilitation & Social Guidance Platform to obtain a license for a
community childcare center. This process will facilitate the legal commencement of operations at the center. The guide will outline the service,

its requirements, and the conditions stipulated in accordance with the regulatory guidelines for community childcare centers.

11
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First: Log in to National Platform for Rehabilitation & Social Guidance.

= The user will enter the residence ID number, email and password and then press "Next" to enter the e-services portal.

Second: Login to service:
= The user selects the service of applying for a license from the list of services on the e-services page.

= The user should select the center number which the initial approval was issued, and then the data on the same center will be shown, and

then press the "Next" icon to proceed to the next page.

Third: Disclosure of Data

Step I: Center information.

= The user must enter the commercial registry number and then click on the “Check” icon to see the status of the commercial registry, and
then click on the “Next” icon to proceed to the next page.

Step Two: Center address.

= Inthis screen the dataon the center address will appear and the user can locate the new center on the map, and then press the "Next" icon
to proceed to the next page.

Step Three: Requirements.

= The beneficiary must attach the required documents, including the Civil Defense license and other requirements, and then click on the
Next' icon to proceed to the next page.

Step Four: Center director’s details

= The method of entering the data of the center director is done by selecting and verifying personal data first, then adding his qualifications
and CV, and then pressing the “Next” icon to proceed to the next page.

Step Five: Summary.

= Allinformation entered by the beneficiary will be reviewed, and the terms and conditions related to the application must be acknowledged

and pledged, and then press on the “Submit” icon to complete the request.

Fourth: Issue application number

= Onthis screen the license number will appear.

12
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Introduction

This guide will explain how to electronically submit a application for the renewal of a final license for community childcare centers (legal entity

status) through the Social Rehabilitation and Guidance platform.

15
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First: Log in to National Platform for Rehabilitation & Social Guidance.

= The user will enter the residence ID number, email and password and then press "Next" to enter the e-services page.

Second: Login to service:

= The user selects the final license renewal application service from the list of services on the E-Services page.

Third: The data required to application the renewal of a final licence for the Community Childcare Centre (Legal Person).

Step I: Final license data.

=  The user must select the license number of the center they intend to renew the final license for. Then, click the 'Edit Data' button to
proceed to the next page.

Step Two: Requirements.

=  The platform will display all the requirements that were previously filled out by the user during the application for license issuance. As a
result, the user can choose to keep all the previously entered information or make modifications. Then, click the 'Next' button to proceed to
the next page.

Step Three: Center director’s details

= The user will see the details of the center's manager that were provided during the application for license issuance. Therefore, the user can
choose to keep all the previously entered information or make modifications. This can be done by clicking the 'Edit Data' button, then making
changes to the fields that need modification. Afterward, the user clicks the ‘Next' button to proceed to the next page.

Step Four: Summary.

= Inthis step, all the information entered by the user will be reviewed. The user is required to acknowledge and confirm their commitment

to the terms and conditions related to the request. Then, they can click the 'Submit' button to submit the application.

Fourth: Issue application number

= Inthis step, the application number for review and the license number of the center for which the license is to be renewed will appear.

16

Classification: Strict



Human Resources and
Social Development

User manual
Service application for renewal of final license for

community childcare centers

(Normal Person)

N N
o .,




Table of Contents

do 6l 19
20 cocloindl angill g Jud il dxibgll daiall L) Joa Il Jusuws 3o
20 031 Ll Joaal: b
20 {asoub d0.0) Glal Jlabl aslub S p0l dles dad) 31335 alla) dsglinall Ul U
20 et paui il B by Glo8l sghall
20 o llhniallasl sglhall
20 JSyall /30 Uy @il 3glaall
20 waalall:dalJl sghall

20 bl 08 jlao] )

18

Classification: Strict



Introduction

This guide will explain how to electronically submit a application for the renewal of a final license for community childcare centers (Normal

Person) through the Social Rehabilitation and Guidance platform.

19
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First: Log in to National Platform for Rehabilitation & Social Guidance.

= The user will enter the residence ID number, email and password and then press "Next" to enter the e-services page.

Second: Login to service:

= The user selects the final license renewal application service from the list of services on the E-Services page.

Third: The data required to application the renewal of a final licence for the Community Childcare Centre (Normal Person).

Step I: Final license data.

= The user must select the license number of the center they intend to renew the final license for. Then, click the 'Edit Data' button to
proceed to the next page.

Step Two: Requirements.

= The platform will display all the requirements that were previously filled out by the user during the application for license issuance. As a
result, the user can choose to keep all the previously entered information or make modifications. Then, click the 'Next' button to proceed to
the next page.

Step Three: Center director’s details

= The user will see the details of the center's manager that were provided during the application for license issuance. Therefore, the user can
choose to keep all the previously entered information or make modifications. This can be done by clicking the 'Edit Data' button, then making
changes to the fields that need modification. Afterward, the user clicks the ‘Next' button to proceed to the next page.

Step Four: Summary.

= Inthis step, all the information entered by the user will be reviewed. The user is required to acknowledge and confirm their commitment

to the terms and conditions related to the request. Then, they can click the 'Submit' button to submit the application.

Fourth: Issue application number

= Inthis step, the application number for review and the license number of the center for which the license is to be renewed will appear.
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Introduction

In this guide, it will be explained how to submit an electronic application through the platform to obtain approval to transfer the ownership of a
family homestay center, through the Social Rehabilitation and Guidance platform in terms of the description of the service, its requirements

and the data required to complete the service.

23
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First: Log in to National Platform for Rehabilitation & Social Guidance.

= The user will enter the residence ID number, email and password and then press "Next" to enter the e-services page.

Second: Login to service:

= The user seletes the community Center ownership transfer service from the list of services on the E-Services page.

Third: Data required to transfer ownership:

Step I: Center data:

= The user will see the final license numbers, he must choose the license number of the center whose ownership will be transferred, and

then click on the “Next” icon to proceed to the next page.

= The user will see the details of the center that was chosen for the transfer of ownership, and then he will press the “Next” icon to proceed
to the next page.

Step Two: Data of the new center owner:

= The user must enter the title of the owner and the data required to complete the transfer of ownership, and then click on the verification

icon to verify the owner of the identity.
= The user must attach the required documents and specify the place of transfer of ownership, and then press the “Submit” icon.

= The user must enter the verification code sent to the previously registered phone number, and then press the “Submit” icon

Fourth: Issue application number

= Onthis screen, the application number to transfer the ownership of the community centers ownership.

24
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Introduction

This guide will explain how to electronically submit a application through the platform for transfer the location of a Community childcare center,

using the Social Rehabilitation and Guidance platform. The guide covers the service description, its requirements, and the necessary data to

complete the service.

27
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First: Log in to National Platform for Rehabilitation & Social Guidance.

= The user will enter the residence ID number, email and password and then press "Next" to enter the e-services page.

Second: Login to service:

= The user selectes the service of requesting to transfer the HQ of the community center from the list of services on the E-Services page.

Third: The data required to transfer the HQ of the community center:

Step I: Final license data:

= The user will see the license numbers. You must choose the license number for the center whose HQ you want to transfer, and then click

on the “Go to Service” icon to proceed to the next page.

= The user will see on the screen that the letter has been issued to complete the procedures, and then press the “Next” icon to proceed to
the next page.

Step Two: The location of the new center HQ:

=  The user must enter the data related to the expected address of the new center, and then press the “Next” icon to proceed to the next
page.

Step Three: Requirements:

= Theuser must attach all the data required to complete the transfer of the center's HQ and enter the expiry date of the civil defense license,
and then click on the "Next" icon to proceed to the next page.

Step Three: Summary:

= In this screen, the information related to the anticipated address of the new center will be displayed. The beneficiary is also required to
acknowledge and commit to the required conditions for completing the service. Then, they can click the 'Submit' icon to submit the

application.

Fourth: Issue application number

= Onthis screen, the application number for moving the HQ of the Community childcare center will appear.
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Introduction

In this guide, it will be explained how to submit a application to suspend work in community Childcare Centers electronically through the Saocial

Rehabilitation and Guidance platform.
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First: Log in to National Platform for Rehabilitation & Social Guidance.

= The user will enter the residence ID number, email and password and then press "Next" to enter the e-services page.

Second: Login to service:

= The user selectes the service of requesting suspension of work in the community centers (from the owner) from the list of services on the

e-services page.

Third: The data required to suspend work in the community centers:

Step I: Center information:

= The user must click on the "Suspend work in the center" button, after which the user selects the license number of the childcare center
that he wants to suspend work with, and then press the "Next" button to proceed to the next page.

Step Two: Suspinsion information:

= Theuser must enter the start date and end date in the “From” and “To" fields required to complete the work suspension process and clarify
the reasons for suspending work in the “Reasons for suspending work” field, after which he must acknowledge and undertake to abide by

the terms and conditions related to the application, and then press the button "Submit" to submit the application.

Fourth: Issue application number

= Onthis screen, the application number for review and the license number for the center whose work is to be suspended will appear.

32

Classification: Strict



Human Resources and
Social Development

User manual
Application to extend work suspension in community

childcare centers

o N
o .




Table of Contents

doséoll 35

36 U.CLO.;QX|M9;J|9J.@&U duibbgll dainll L) Joaadl Juauws 3gi

36 :doAJl ] Joda Wb

36 L).L@iJSJ.DL,QLJ.O.QJISJJQJ.U.LOJJ dyglball UL WG

36 Spadl wlogleos : g3l dghall

36 guloill 3yaai logloo :duilil dglaall

36 bl 08 jlao] )
34

Classification: Strict



Introduction

In this guide, it will be explained how to submit a application to extend the suspension work in Community Childcare Centers electronically

through the Social Rehabilitation and Guidance platform.
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First: Log in to National Platform for Rehabilitation & Social Guidance.

= The user will enter the residence ID number, email and password and then press "Next" to enter the e-services page.

Second: Login to service:

= The user selectes the service of requesting suspension of work in the community centers (from the owner) from the list of services on the

e-services page.

Third: The data required to extend the suspension of work in the community centers:

Step I: Center information:

= The user must click on the options icon next to the suspended childcare center to extend the suspension of work, and then click on the
“Extend suspension of work” option from the list of options. All center information will appear to the user, and then he will click on the
“Next” icon to proceed to the next page.

Step Two: Suspinsion extension information:

= The user must enter the expiration date in the “To” field required to complete the work suspension extension process and clarify the
reasons for extending the work suspension in the “Reasons for Extending the Work Suspension” field, after which he must acknowledge

and undertake to abide by the terms and conditions related to the request, and then press the “Submit” button to submit the application.

Fourth: Issue application number

= Inthis screen, the application number for review and the license number for the center that the work suspension extension is intended

for will be displayed.
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Introduction

In this guide, it will be explained how to submit a application to cancel suspension of work in community childcare centers electronically through

the rehabilitation and social guidance platform.
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First: Log in to National Platform for Rehabilitation & Social Guidance.

= The user will enter the residence ID number, email and password and then press "Next" to enter the e-services page.

Second: Login to service:

= The user selectes the service of requesting suspension of work in the community centers (from the owner) from the list of services on the

e-services page.

Third: The data required to cancel the suspension of work in the community centers:

Step I: Center information:

= The user must click on the options icon next to the suspended childcare center to cancellation the suspension of work, and then click on
the “cancel suspension of work” option from the list of options. All information about the center will appear to the user, and then he will
press the “Resume Work” icon to cancel the work suspension.

Step Two: Confirm work resume.

= Inthis step, a question will appear to the user, “Are you sure you want to resume work?" The user must click on the “Yes” option to resume

the work of the center.

Fourth: Issue application number

= Inthis screen, the application number for review and the license number for the center whose work has been suspended will appear.
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Introduction

In this guide, it will be explained how to submit a application to cancel a license for community childcare centers electronically through the

rehabilitation and social guidance platform.
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First: Log in to National Platform for Rehabilitation & Social Guidance.

= The user will enter the residence ID number, email and password and then press "Next" to enter the e-services page.

Second: Login to service:

= The user selectes the service of requesting the cancellation of a license for a center (from the owner) from the list of services on the e-

services page.

Third: Data required to cancel the license of an community centers:

Step I: Center data:

= License numbers will appear to the user. You must select the license number for the community childcare Center that you want to cancel

Step Two: Enter the reason for revoking the license:

= The user must enter the reason for canceling the license in the “reason for cancellation” field before pressing the “submit application”
button

Step Three: Submit Application:

= The user must press the "Submit Application" button to submit the application.

Fourth: Issue application number

= Onthis screen, the license cancellation application number for Community childcare center will appear.
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Introduction

In this guide, the information of the community centers (childcare) will be explained by the owner of the center through the rehabilitation and

social guidance platform.
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First: Log in to National Platform for Rehabilitation & Social Guidance.

The user will enter the residence ID number, email and password and then press "Next" to enter the e-services page.
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Second: Login to service:

= Proceed to the second page of the list of services on the e-services page
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& National Platform for

Rehabilitation & Social Guidance

Home

Page

Help A O

&I Dashboard

Services

[/

Issuance of a initial
approval for
community Centre
This service allows
submitting a
application to issue
afield approval for a
community center
based on the
requirements and
regulations of the
executive rules of
the regulatory
framework.

For non-
governmental

community centers

=8
Issuance of a license
This service allows
submitting a application
toissue alicense for a
community center
according to the
requirements and
regulations of the
executive rules of the
regulations for non-
governmental
community centers (i.e.
ainitial approval is

required)

O
Application to renew a
final license
This service allows you
to submit a application
for renewing the
license of an existing
community center,
based on the
requirements and
regulations of the
executive rules of the
regulatory framework
for non-governmental

community centers.

s
Relocation of HQ of
Community Center
This service allows you to
submit a application for
transferring the location
of an existing community
center to a new address,
based on the
requirements and
regulations of the
executive rules of the
regulatory framework for
non-governmental

community centers.
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@ Centers To service To service To service To service

B Applications gi X ® i

A User Guides Register in Cancellation of Initial Application to cancel a | Application to suspend
& National Platform for Approved Approval license for a center work at community

Rehabilitation & Social Guidance programmes This service allows you to (from the owner) centers (from the

This service allows
daycare centers to
submit requests for
adding programs for
beneficiaries in
order to obtain the
necessary approvals
for their

accreditation.

submit a application for
the cancellation of the
previously issued initial
approval for a
community center,
based on the
requirements and
regulations of the
executive rules of the
regulatory framework

for non-governmental

This service allows the
user (owner of the
center or delegate)

registered on the
platform to submit a
application to cancel a
license for a center in
accordance with the
terms and
requirements of the

executive rules of the

owner)

This service allows the
owner of the center or the
authorized person to submit
a application to suspend
work in a community center,
and it also allows him to
submit applications related
to the work suspension
service, which is extending
the work suspension and

canceling the work

All rights reserved to the

National Platform for Taheal and

Social Guidance Taheal 2022

community centers. regulations for suspension
community centers
To service To service To service To service
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& National Platform for

Services ownership of

community center
This service allows
submitting a
application to
transfer the
ownership of an
existing community
center to a new
owner based on the
requirements and
requirements of
the executive rules
of the non-
governmental

community center

regulation

Registering the
community center in
the state fee-bearing

program
This service enables you
to register in the state
fee-bearing program,
through which the state
bears the costs of caring
and rehabilitating
beneficiaries in the day

care center

Home Help ‘ 9
Rehabilitation & Social Guidance Page
Q0 =
o= % A\
&I Dpashhoard Transfer

Cancellation of the
application to join the
state fee-bearing
program
This service provides
the possibility to
withdraw (cancel the
submitted) completed
and existing application
to join the state fee-

bearing program

Results of follow-up
visits / evaluation of the
community centers
This screen enables the
community center to view
the results of the follow-
up visits / evaluation of

the community center
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@ Centers To service To service To service To service
B Applications | [

2 User Guides

& National Platform for

Rehabilitation & Social Guidance

Objection service
on financial
deductions

(Objection to the

assessment of the
community

centers)

This service enables
the position owner
to submit an
objection application
to a preliminary

warning / final

Financial Penalty
Payment Confirmation
Service
This service allows
owners of eligibility day
care centers - family
counseling - the elderly)
to submit a application to
confirm payment of
fines through the Social
Rehabilitation and
Guidance platform

according to specific

Financial claim
service
This service enables
the registered user
(community centers)
on the platform to

submit a financial

claim request for each

rehabilitation term, in

accordance with the
terms and
requirements of the

implementing

community center data
restore:
The platform retrieves
the license numbers and
the names of the active
centers in the event that
they did not appear to the
user from the first entry,
and the owner or delegate
can choose the center
that he wants to restore
and fill in the center’s

data, and it is then

All rights reserved to the

National Platform for Taheal and

Social Guidance Taheal 2022

warning / conditions and regulations of the verified by the Ministry’s
assessment requirements. regulatory guidelines team
warning for community
/ Approved penalty centers. The user will
receive a payment
order number for the
financial claim.
To service To service To service

To service
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Third: Center data restore:

=  After entering the community centers data restoreservice, a list of centers will be shown to the owner of the center. The owner of the

center can choose the center that he would like to restore
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# National Platform for Home Page Help .P e
Rehabilitation & Sacial )
Guidance

Centers
&I Dashhoard Centers Name: License No. restore center
Services My beloved child for childcare 1002 restore center
Al-Mashfa for childcare 1003 restore center
@ Centers Child's Imagination (Khiall Al-Tafel) 1004 restore center
Children's World 1005 restore center
B Applications Child Diyar for childcare 1006 restore center
4 User Guides Baby Duck Nursery 1008 restore center

& National Platform for Honey forum for childcare 1009 restore center
Rehabilitation & Social Small stars for childcare 1010 restore center
Guidance
All rights reserved to the Children's Type 1011 restore center
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= Complete the center information and verify the license number, then click on “Next”.
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& National Platform for

Rehabilitation & Social

Home Page Help -P

©

Guidance
community center data restore:
! Dashboard
Center information Owner and license information Commercial registry information
Manager information  Additional information for the center, declaration and undertaking
Services Center Category* Center type*
Community childcare center
@ Centers

B Applications

A User Guides

License No. ‘ Check

& National Platform for
Rehabilitation & Social

Guidance

All rights reserved to the
National Platform for Taheal
and Social Guidance Taheal

2022

Terminate

Next
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=  Complete the owner and license information, then click Next.
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“F National Platform for Home Page Help -P 9
Rehabilitation & Social )
Guidance
community center data restore:
) Dashboard o o o °

Center information

Manager information

Owner and license information  Commercial registry information

Additional information for the center, declaration and undertaking

Services

status of operational centers

Owner type

ACTIVE Normal Person

@ Centers Owner ID* Owner's Name*

B Applications Owner Birth Date Check

2 User Guides Day Month Year

& National Platform for Owner Birth Date License start date
Rehabilitation & Social Day Month Year Day Month Year
Guidance
All rights reserved to the Terminate back

National Platform for Taheal
and Social Guidance Taheal

2022
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=  Complete the commercial registration information, then click on "Next".
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2 National Platform for Home Page Help .P e
Rehabilitation & Social Guidance )
Abdulaziz Al-Ageel community center data restore:
&I Dashhoard PN o P ®
Center information Owner and license information Commercial registry information
Manager information  Additional information for the center, declaration and undertaking
Services Center Commercial Registration No.* Check
5552789029
@ Centers Attachments
B Applications file 22.png uploaded successfully
(Please attach all attachments related to
the center to be restored)
A User Guides The Business name of the center
Commercial register for childcare
& National Platform for Commercial activity type of the center
Rehabilitation & Social Guidance Commercial register for childcare
Municipal license number
5552789029
All rights reserved to the Cancel Application back

National Platform for Taheal and

Social Guidance Taheal 2022
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Update the Director's information and click "Next"
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& National Platform for Home Page Help -P e
Rehabilitation & Social :
Guidance
community center data restore:
&I Dashboard o ° ° °

Center information

Manager information

Owner and license information

Commercial registry information

Additional information for the center, declaration and undertaking

Services

National identity of the nominated Director of the Center *

@ Centers

Date of birth

B Applications

Today

Month

Year

Check

2 User Guides

& National Platform for
Rehabilitation & Social

Guidance

All rights reserved to the
National Platform for Taheal
and Social Guidance Taheal

2022

Terminate

back
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=] Pa“wl gyl

Complete additional information for the center, acknowledgment and undertaking, then click on “Submit”.
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# National Platform for Home Page Help -IP e
Rehabilitation & Sacial :
Guidance
community center data restore:
= Dashboard ° ° ° °
Center information Owner and license information Commercial registry information
Manager information  Additional information for the center, declaration and undertaking
Services Center working hours
@ Centers From Minute* Hour* to Minute* Hour*
© Applications .y acknowledge and confirm that the above information is accurate.
4 User Guides
# National Platform for
Rehabilitation & Social
Guidance
All rights reserved to the Terminate back Submit

National Platform for Taheal
and Social Guidance Taheal

2022
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Step Two: Submit a center data recovery application:

= Aapplication has been submit to restore the center's data, and the data will be verified by the Ministry's team.

sy pasisill jpall Cilily oslaiul] CNTR-REQ-4281 culb @y @i
220301001002

4 National Platform for Home Page Help .P e
Rehabilitation & Social

Guidance

& Dashboard

& Services

@ Centers

B Applications 4281 application submittedCNTR-REQ To restore center

2 User Guides data license number 220301001002

K National Platform for DONE

Rehabilitation & Social

Guidance

All rights reserved to the
National Platform for Taheal

and Social Guidance Taheal

2022
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To visit the website:

www.hrsd.gov.sa




