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Guidelines for setting up and running crèche facility under 
Maternity Benefit Act 2017 

Crèche for whom: The use of crèche facility is proposed to be extended to children of age 
group of 6 months to 6 years of all employees including temporary, daily wage, consultant and 
contractual personnel. 
 
Crèche Location: The centre should be near/at the work place site or in the beneficiaries’ 
neighborhood, within 500 metres. 
 

Advantages of a worksite/near worksite 
crèche 

Limitations of a worksite/near worksite crèche 

Those mothers who breast feed their babies 
can conveniently come to feed their child 
 

Getting the child to the crèche may be 
difficult for a parent esp. if using a public 
transport and in extreme weather conditions  

Parents can be easily contacted in case the 
child needs their immediate attention 

 

Advantages of  a neighborhood 
crèche 

          Limitations of a neighborhood crèche 

It is easier to pick up, bring or send the child 
home  

 

May not be able to breast feed the child at 
frequent intervals  

If a child is absent for a period of time, the 
crèche worker can herself go and find out 
about the child from their homes. 

 

 

 
 
Crèche Timings:   
 
Most parents work eight hours a day. The timings of the crèche can be flexible based on the 
working hours and timings of the parents. Therefore the crèche preferably should open for 8 hours 
to 10 hours. In this case, the workers can follow a shift system.  
 
The crèche timings should be such that it suits a parent’s need. In case the establishment has day 
and night shifts, then the crèche should also be run in shifts.  The activities can be organized 
keeping in mind these shifts/ timings. It should always respond to the needs of the parents and keep 
the best interest of the children as well.   
 
Infrastructure/ Space:  
 
- Preferably at the ground floor to ensure safety of children  
- The centre should have concrete (pukka) structure as per CPWD norms. 
- A crèche centre must have a minimum space of 10 to 12 sq. ft. per child to ensure that children 

can play, rest, and learn.  
Note: An ideal centre should have covered as well as open space area. Some of which should 
be shaded along with a kitchen and a child friendly toilet facility.  

- The room should have proper light and should be well ventilated. 
- There should be no unsafe places like open drains, deep and large pits, garbage bins etc. near 

the centre. 
- The centre must have a safe and potable drinking water source with a water purifier installed. 
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- Ramps and hand rails for better accessibility. 
- There should be demarcated separate areas for different age groups-under 3s and 3-6 olds 

each for sleeping, cleaning, eating, conducting activities and breastfeeding.  
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Norms and standards to be followed in a crèche 
 
Crèche environment: 
 
- Ensure a nurturing, responsive and inclusive environment in the crèche. 
- The crèche should have bright, cheerful and child accessible displays of essential play and 

teaching learning material. 
- Daily schedule, child safety and essential norms, and other relevant material to be displayed on 

the walls.  
- Material prepared by children like their drawings and other art work to be displayed at the 

crèche to create a child friendly environment.  
 
Crèche equipment/material: 
 
- Provision of equipment and material for complementary nutrition, cleaning, personal hygiene, 

sleeping and medical aid.  
- Furniture and play equipment provided at the crèche to be appropriate to the age and 

number of children. 
- The specific requirements for furniture of children with special needs or disabilities will also be 

provided for. 
- All equipment to be sturdy, safe, with no sharp edges and easy to maintain 

 
Detailed Crèche set up material list is attached as annexure 1 

 

Safety/Protection at the Crèche: 

- The centre timings and shift should be followed as decided.  
- Special care should be taken to keep the children safe and secure at the centre.  
- Entry cards to be issued to parents and staff members.  
- The doors and gates should be installed as per requirement.  
- Materials and the equipment should be stored safely after the centre is closed every day. 
- The centre should not be in proximity to any establishment with noxious fumes.  
- The teacher should have full information about the child’s identity, residential address etc. 
- Personal details of the person who is picking up and dropping the child to the centre should be 

available with the worker and the child should be handed over to that person only. In case any 
other person picks up or drops the child, then his/her identity with the authorization from parents 
would be necessary. 

- Attendance of all children should be taken in the morning on the child’s arrival as well as at the 
time when child is picked up. 

- All sharp objects like scissors, knives, blades, pins etc. should always be kept away from the 
children. 

- Chemicals such as detergents, cleaning agents, phenyl etc. should be kept out of the child’s 
reach. 

- All the furniture and fixtures should be safe and sturdy.  
- Toys should be child friendly, age appropriate, safe and with no sharp edges.  
- It should be ensured that all electrical switches/plugs are out of children’s reach. 
- There should be no open wiring at any place near or inside the crèche. 
- Fire extinguishing equipment and other firefighting material should be provided at the centre. 
- Sprinkler systems are required for childcare facilities located in a building with three or more 

floors.  
- Evacuation plan should be planned and displayed at the crèche.  
- No child should be left alone at any point in the crèche, even during breaks. 
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- Any kind of verbal or physical abuse should be strictly prohibited. 
- CCTV cameras should only be installed for the purpose of monitoring by the supervisor. 
- Child protection policy should be made and adhered to. The establishment can refer to the 

safety and protection guidelines as mandated by National Commission for protection of child 
Rights.   

- Any kind of sexual abuse and sexual exploitation to be strictly dealt under POCSO act. 
- The supervisor has to ensure that no persons, known or unknown be allowed inside the crèche 

at any point of time, during the functioning hours of the crèche. For example, plumbing or any 
other civil work should be done during weekend/holidays only. 

- Police verification of guard is mandatory. 
 
Crèche protection policy is attached for reference as annexure 2  
 
 

Health Practices: 
 
- Ensure each child undergoes a regular medical check-up, preferably on monthly basis by a 

qualified medical practitioner. 
- It can be either be done at the centre or the parents could provide a medical card in which 

the medical records are maintained.   
- The centre must at all times be equipped with a basic First Aid Kit containing pediatric 

medicines for common ailments like fever, vomiting, cough and cold, dehydration, common 
stomach ailments, minor injuries, ointments, band - aids, cotton wool, disinfectants.  

- Provide first aid as per the recommended measures. 
- There should be a doctor on call for any medical emergency and parents should also be 

informed immediately. 
- In case a child is undergoing a treatment, parent’s authorization would be required to 

administer the medicine.  
- Check the expiry date of the medicines every month and dispose of the expired ones 

immediately. 
- Age-appropriate immunization should be ensured.   
 
Immunization schedule under Indradhanush programme of Ministry of Health and Family Welfare is 
attached as annexure 3 

 
Nutrition Practices: 
 
- As per the recommendations and suggestions of parents and management the meals can be 

cooked and served at the crèche or can be sent by the parents. 
- In either of the above cases, 3 meals should be served in a day which includes a morning 

snack, lunch and an evening snacks.  
- If the meals are provided at the crèche, all the meals have to be uniform for all children as per 

the recommended meal chart. 
- If the meals are provided by the parents then the recommended menu/ meal chart has to be 

followed. 
- Ensure that children should get a well-balanced and nutritious diet as per recommendations 

and guidelines 
- All hygiene procedures for food preparation/storage/service to be strictly followed. 
- Monitor the growth of the child by taking height and weight on monthly basis.  
- If the child is underweight then inform the parents immediately and consult doctor. 

Charts on calorie requirements is attached as annexure 4 
WHO standards for Growth Monitoring chart attached as annexure 5 
Three sample meal charts are attached as annexure 6 
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Crèche Transactions: 
 
- Age appropriate activities to be conducted for the holistic development of children. 
- Age appropriate curriculum for 6 months to 3 years and 3 years to 6 years should be provided 

as a guide to carry out the above activities.  
- The curriculum should be flexible enough to suit the diverse social, cultural, economic and 

linguistic contexts of our country, as well as adaptable enough to suit individual differences 
among children.  

- The transactions should ensure children’s participation - creativity should keep children 
interested and engaged. 

- A daily schedule should be prepared and followed to ensure a balance between child-
initiated and teacher-directed activities. 

- Appropriate skills to be introduced to form a foundation for school readiness. 
- Age appropriate disciplinary techniques should be used with children and no punishment, 

corporal punishment or verbal abuse to be tolerated under any circumstance. 
 
Milestones checklist for under 3s and 3 to 6 attached as annexure 7 
List of activities for 6 months to 3 years is attached as annexure 8 

Note: For list of activities for under 3-6 years (Refer NIPPCD/NCERT curriculum for 3-6 years) 

 
 

Hygiene and Sanitation Practices: 
 
Environmental:  
 
- Adequate materials for cleaning should be provided at the centre like soap, phenyl, 

disinfectants etc.  
- Practice preventive measures such as sanitizing toys etc. to minimize spread of germs.  
- Label all the dustbins and keep them clean.  
- If there is identification of any pest, the administrative staff should be immediately informed and 

pest control done promptly. 
- Maintaining cleanliness of the toilets, dining area, activity area and all the surroundings, 

especially at the corners, is necessary.  
- The water taps should be placed at a height which can be easily accessed by the children 

independently. 
- Use shoe rack for keeping children’s shoes.  
- Preferably, slippers should not be worn in the crèche.  

 
Personal:  

- Personal cleanliness of the child should be maintained.  
- Practice preventive measures such as washing hands, wiping nose, changing diapers etc. to 

minimize spread of germs.  
- Check the diaper once the child comes to the centre. If soiled, change the diaper. 
- Crèche table should be set up at an appropriate place. Different size diapers, towels, wipes 

etc. should be kept at the crèche table. 
- Diapers to be changed only on the crèche table. 
- Change the diaper every 2 ½ to 3 hours and if needed, early  
- Throw the soiled diaper after wrapping it with newspaper/ waste paper in the dustbin.  
- The worker should wash her hands after every diaper change. 
- Always use gloves for potty cleaning.  
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- If plastic potty’s are used then they should be cleaned and sterilized after every use.  
- Every week check children’s nails. If the nails are long they should be trimmed. But if the parents 

ask not to trim then ask parents to do so.  
- Place two spare slippers in front of toilets for children’s use.  
- Whenever required use separate towels for each child. 
- Workers hair should be tied all the time while working at the crèche.  
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The Crèche Unit 

Human Resource:  

A crèche unit would have up to 30 children.  

Recommended adult: child ratio is:  

1:10 for the under 3s, plus one helper.  
1:20 for the 3 to 6 years, plus one helper 
One crèche in-charge in each case.  
Note: the crèche in-charge may not be required if the number of children are less than 5. 
- All the crèche personnel require adequate and relevant training.  
- They could have either received this training before selection or such a training should be 

ensured after selection.   
- Salary/ Remuneration of the workers: At-least minimum wages as per the State norms for social 

security  
- One guard to be appointed to ensure safety and security of children 
- A background check for all the workers should be done before appointment. 

Selection criteria for the workers is attached as annexure 9 
Training schedule is attached as annexure 10 
Role of workers is attached as annexure 11 
 

Monitoring and Supervision: 
- Maintaining records: 

ü Admission forms to be filled: attached 
ü Attendance registers for staff and children to be maintained at the centre: attached as 

annexure  
ü Stock register/record to be maintained: Format attached  

- Set up a creche monitoring committee having a representation from the parents, one creche 
worker, creche in-charge,  one admin/HR person should be formed for supervision and smooth 
running of the Crèche. 

- Quarterly meetings with parents to be ensured for feedback and sharing of child’s progress 
- Periodic meetings with crèche monitoring committee and proper documentation of the same. 
- Child Protection policy to be in place and abided by the employees as well as parents 
- Periodic evaluation of the crèche quality through professional agency 
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