
CHILD DEVELOPMENT 
HOME LICENSING ORIENTATION 



Child	
  Care	
  Licensing	
  Staff	
  

Wards	
  1,	
  8 Wards	
  2,	
  5,	
  7 Wards	
  4,	
  6 
Ward	
  3,	
  Out	
  of	
  

School	
  Time,	
  Rela>ve	
  
Childcare 

Licensing	
  Specialist	
  

Candia	
  Faison	
  
442-­‐4783	
  

Pushpa	
  Agarwal	
  
442-­‐4712	
  

Zahra	
  Ali	
  
442-­‐4713	
  

Yesset	
  Makonnen	
  
727-­‐8132	
  

Joy	
  Miller	
  
727-­‐8156	
  

Cynthia	
  Mitchell	
  
442-­‐4716	
  

Kimberly	
  Handon-­‐	
  Lindsey	
  
442-­‐5871	
  

Nykisha	
  Haley	
  
442-­‐5860	
  	
  

Sheena	
  King	
  
727-­‐8129	
  	
  



Step	
  One:	
  OrientaQon	
  

Ø View	
  the	
  online	
  
licensing	
  webinar.	
  

	
  
v Please	
  note	
  in-­‐	
  person	
  

licensing	
  orientaQons	
  based	
  
upon	
  the	
  number	
  of	
  request.	
  

	
  



Step	
  Two:	
  Obtain	
  Home	
  OccupaQon	
  Permit	
  
Ø Obtain	
  a	
  Home	
  Occupa>on	
  Permit	
  from:	
  

Department	
  of	
  Consumer	
  and	
  Regulatory	
  Affairs	
  (DCRA)	
  
Building	
  and	
  Land	
  RegulaQon	
  AdministraQon	
  

Zoning	
  Division	
  
1100	
  4th	
  Street,	
  SW	
  -­‐2nd	
  Floor	
  

Washington,	
  DC	
  20024	
  
h_p://dcra.dc.gov	
  

dcra@dc.gov	
  



Step	
  Three:	
  Submit	
  ApplicaQon	
  
Ø Prepare	
  the	
  IniQal	
  ApplicaQon	
  Materials	
  

§  ApplicaQon	
  	
  
§  Clean	
  Hands	
  Act	
  CerQficaQon	
  
§  Original	
  CerQficate	
  of	
  Good	
  Standing	
  (if	
  incorporated)	
  
§  $75	
  ApplicaQon	
  Fee	
  (made	
  payable	
  to	
  DC	
  Treasurer)	
  
§  Copy	
  of	
  CerQficate	
  of	
  Occupancy	
  
§  Copy	
  of	
  OrientaQon	
  CerQficate	
  
§  Federal	
  Background	
  and	
  Criminal	
  History	
  Check	
  Results	
  for	
  applicant	
  
§  Director’s	
  CredenQals	
  (if	
  hired	
  at	
  this	
  point)	
  
§  Proof	
  of	
  current	
  liability	
  insurance	
  coverage	
  

Ø Submit	
  the	
  IniQal	
  ApplicaQon	
  Materials	
  to:	
  
Office	
  of	
  the	
  State	
  Superintendent	
  of	
  EducaQon	
  

Division	
  of	
  Early	
  Learning	
  
Child	
  Care	
  Licensing	
  Unit	
  

810	
  First	
  Street,	
  NE-­‐4th	
  Floor	
  
Washington,	
  DC	
  20002	
  



Step	
  Four:	
  Prepare	
  for	
  IniQal	
  InspecQon	
  

Ø 	
  The	
  Licensing	
  Specialist	
  assigned	
  to	
  your	
  
Ward	
  will	
  contact	
  you	
  within	
  10	
  business	
  days	
  
of	
  applicaQon	
  receipt.	
  

Ø Prepare	
  the	
  following	
  for	
  review:	
  
§  Program	
  and	
  Policy	
  Statement	
  
§  Emergency	
  ConQngency	
  Plan	
  
§  Sample	
  5-­‐day	
  menu	
  following	
  USDA	
  Child	
  and	
  Adult	
  Food	
  
Care	
  Program	
  meal	
  pa_ern	
  



Step	
  Five:	
  IniQal	
  InspecQon	
  
Ø Licensing	
  Specialist	
  will:	
  

§  inspect	
  your	
  home	
  to	
  ensure	
  all	
  safety,	
  health,	
  
and	
  licensing	
  requirements	
  are	
  met	
  

§  review	
  all	
  documents	
  submi_ed	
  by	
  applicant	
  for	
  
iniQal	
  inspecQon	
  

§  issue	
  a	
  Statement	
  of	
  Deficiencies	
  Report	
  with	
  
recommended	
  Plan	
  of	
  CorrecQon	
  

Ø Applicant	
  has	
  60	
  days	
  to	
  abate	
  exisQng	
  
deficiencies.	
  



Step	
  Six:	
  Lead	
  InspecQon	
  	
  
Ø Obtain	
  a	
  Lead-­‐Based	
  Paint	
  Clearance	
  from	
  a	
  cerQfied	
  
Lead	
  Risk	
  Assessor	
  if	
  the	
  site	
  was	
  built	
  prior	
  to	
  1979.	
  

	
  
Ø A	
  list	
  of	
  CerQfied	
  Lead	
  Risk	
  Assessors	
  can	
  be	
  found	
  at:	
  

District	
  Department	
  of	
  the	
  Environment	
  
1200	
  First	
  Street,	
  NE	
  5th	
  Floor	
  
Washington,	
  DC	
  20002	
  
h_p://www.ddoe.dc.gov	
  

Ø Submit	
  a	
  copy	
  of	
  your	
  Lead-­‐Based	
  Paint	
  Clearance	
  to	
  
your	
  Licensing	
  Specialist	
  upon	
  receipt,	
  prior	
  to	
  the	
  
issuance	
  of	
  the	
  license.	
  	
  



Step	
  Seven:	
  Approved	
  Fire	
  EvacuaQon	
  
Plan	
  

Ø Your	
  Licensing	
  Specialist	
  will	
  make	
  a	
  referral	
  on	
  your	
  
behalf	
  to	
  the	
  Department	
  of	
  Consumer	
  and	
  Regulatory	
  
Affairs	
  (DCRA),	
  Fire	
  ProtecQon	
  Branch,	
  and	
  Building	
  and	
  
Land	
  RegulaQon	
  AdministraQon.	
  

Ø A	
  DCRA	
  representaQve	
  will	
  contact	
  you	
  to	
  schedule	
  a	
  full	
  
on-­‐site	
  Fire	
  PrevenQon	
  InspecQon	
  and	
  Fire	
  EvacuaQon	
  
Plan	
  review.	
  

	
  
Ø Submit	
  a	
  copy	
  of	
  your	
  Final	
  InspecQon	
  Approval	
  and	
  Fire	
  

EvacuaQon	
  Plan	
  to	
  your	
  Licensing	
  Specialist	
  upon	
  receipt.	
  



Step	
  Eight:	
  Prepare	
  Site	
  
Ø  Purchase	
  developmentally	
  appropriate	
  materials,	
  

manipulaQves,	
  equipment,	
  cots/cribs	
  that	
  is	
  sufficient	
  for	
  the	
  
number	
  of	
  children	
  enrolled.	
  

	
  
Ø  IdenQfy	
  program	
  space	
  and	
  set	
  up	
  program	
  learning/acQvity	
  

areas	
  for	
  children.	
  
	
  
Ø  Complete	
  staff	
  files	
  which	
  include:	
  a	
  current	
  health	
  cerQficate,	
  

employee	
  health	
  informaQon	
  form,	
  employee	
  appointment	
  
form,	
  educaQonal	
  credenQals,	
  resume,	
  Sudden	
  Infant	
  Death	
  
Syndrome	
  (SIDS)	
  Training,	
  First	
  Aid	
  and	
  CPR	
  cerQficaQon.	
  

	
  
Ø  Prepare	
  sample	
  children’s	
  recordkeeping	
  filing	
  system.	
  



Step	
  Nine:	
  Schedule	
  Follow-­‐Up	
  InspecQon	
  
Ø Contact	
  your	
  Licensing	
  Specialist	
  to	
  schedule	
  a	
  
follow	
  up	
  inspecQon	
  and	
  ValidaQon	
  InspecQon.	
  

	
  



Step	
  Ten:	
  IniQal	
  License	
  Issuance	
  
Ø Licensing	
  Specialist	
  will	
  access	
  steps	
  one	
  
through	
  nine	
  for	
  compleQon	
  and	
  will	
  issue	
  an	
  
iniQal	
  license.	
  

	
  
	
  
	
  	
  	
  



Licensing	
  Timeline	
  



Licensing	
  Timeline	
  

Applicant	
  submits	
  applicaQon	
  
to	
  OSSE	
  

Licensing	
  Specialist	
  will	
  
acknowledge	
  receipt	
  and	
  

a_empt	
  to	
  schedule	
  an	
  iniQal	
  
inspecQon	
  of	
  site	
  within	
  10	
  

business	
  days.	
  	
  

Licensing	
  Specialist	
  will	
  
idenQfy	
  deficiencies	
  based	
  on	
  

DCMR-­‐29	
  Chapter	
  3	
  

Applicant	
  will	
  contact	
  
Licensing	
  Specialist	
  when	
  all	
  

deficiencies	
  have	
  been	
  
abated.	
  All	
  deficiencies	
  must	
  
be	
  abated	
  within	
  60	
  days.	
  

Licensing	
  Specialist	
  will	
  
conduct	
  a	
  follow-­‐up	
  visit	
  
within	
  7	
  business	
  days	
  

If	
  all	
  deficiencies	
  have	
  been	
  
abated,	
  a	
  ValidaQon	
  

InspecQon	
  will	
  be	
  conducted	
  
with	
  Program	
  Manager	
  and	
  
Licensing	
  Specialist	
  within	
  7	
  

business	
  days	
  

If	
  the	
  applicant’s	
  site	
  passes	
  
the	
  ValidaQon	
  InspecQon,	
  the	
  
iniQal	
  license	
  will	
  be	
  issued	
  
within	
  5	
  business	
  days.	
  	
  

The	
  licensing	
  process	
  takes	
  approximately	
  1-­‐	
  3	
  months.	
  The	
  Qmeframe	
  in	
  which	
  an	
  
applicant	
  receives	
  his/her	
  license	
  heavily	
  depends	
  on	
  his/	
  her	
  availability	
  and	
  the	
  
Qmeframe	
  it	
  takes	
  for	
  the	
  applicant	
  to	
  correct	
  any	
  idenQfied	
  deficiencies.	
  	
  



RegulaQons	
  and	
  Requirements	
  



InspecQon	
  Authority	
  

Ø The	
  Child	
  Care	
  Licensing	
  
Unit	
  has	
  the	
  authority	
  to:	
  
§  Enter	
  the	
  premises	
  of	
  any	
  
licensed	
  Child	
  Development	
  
Facility	
  either	
  with	
  or	
  
without	
  noQce	
  aker	
  
presenQng	
  proper	
  
government	
  idenQficaQon.	
  



Role	
  of	
  A	
  Licensed	
  Child	
  Development	
  
Facility	
  

Ø To	
  protect	
  the	
  health,	
  safety,	
  and	
  
well-­‐being	
  of	
  children	
  in	
  licensed	
  
Child	
  Development	
  Facility	
  and	
  to	
  
ensure	
  the	
  provision	
  of	
  
developmentally	
  appropriate	
  
programs	
  to	
  those	
  children.	
  

Ø To	
  be	
  in	
  compliance	
  with	
  The	
  
District	
  of	
  Columbia,	
  Title	
  29	
  
DCMR,	
  Chapter	
  3,	
  Child	
  
Development	
  Facility	
  RegulaQons	
  



Child	
  Development	
  FaciliQes	
  RegulaQons	
  
Ø The	
  District	
  of	
  Columbia,	
  Title	
  29	
  DCMR,	
  
Chapter	
  3:	
  Child	
  Development	
  Facility	
  
RegulaQons	
  can	
  be	
  found:	
  
§  h_p://osse.dc.gov/sites/default/files/dc/sites/
osse/publicaQon/a_achments/
611_Licensing_RegulaQons_29_DCMR_3.pdf	
  

§  h_p://www.dcregs.dc.gov/Gateway/
ChapterHome.aspx?ChapterNumber=29-­‐3	
  

	
  



Capacity	
  
Ø A	
  Child	
  Development	
  Home	
  may	
  be	
  licensed	
  to	
  
provide	
  care	
  for	
  up	
  to	
  six	
  children.	
  

Ø No	
  more	
  than	
  two	
  children	
  maybe	
  non-­‐
ambulatory	
  or	
  under	
  two	
  years	
  of	
  age.	
  

Ø The	
  number	
  of	
  the	
  children	
  in	
  the	
  Child	
  
Development	
  Home,	
  and	
  the	
  number	
  of	
  
children	
  under	
  two	
  (2)	
  years	
  of	
  age,	
  shall	
  
include	
  all	
  children	
  age	
  four	
  (4)	
  and	
  younger	
  
who	
  reside	
  in	
  the	
  home	
  of	
  the	
  Caregiver.	
  

	
  



Indoor	
  Space	
  Requirements	
  
Ø Each	
  Child	
  Development	
  Home	
  must	
  obtain	
  
approval	
  from	
  the	
  Superintendent	
  for	
  the	
  use	
  of	
  
all	
  program	
  space,	
  and	
  may	
  only	
  offer	
  child	
  care	
  
in	
  approved	
  space.	
  

Ø The	
  Caregiver	
  shall	
  arrange	
  the	
  play	
  space	
  and	
  
the	
  furniture	
  in	
  the	
  approved	
  program	
  space	
  
within	
  the	
  Child	
  Development	
  Home	
  so	
  as	
  to	
  
allow	
  adequate	
  room	
  for	
  acQve	
  and	
  quiet	
  play	
  
and	
  for	
  individual	
  and	
  group	
  acQviQes.	
  

Ø Each	
  Child	
  Development	
  Home	
  shall	
  provide	
  a	
  
sufficient	
  amount	
  of	
  developmentally	
  
appropriate	
  materials,	
  games,	
  equipment,	
  and	
  
books	
  to	
  meet	
  the	
  needs	
  of	
  the	
  children	
  enrolled	
  
at	
  the	
  Facility.	
  



Indoor	
  Space	
  Requirements	
  cont.	
  
Ø Storage	
  space/cubbies/napping	
  equipment	
  
Ø Space	
  for	
  individual	
  groups/classes	
  
Ø Drinking	
  water	
  
Ø Food	
  preparaQon	
  area	
  to	
  include	
  sink,	
  hot	
  and	
  cold	
  
water,	
  refrigeraQon,	
  and	
  storage	
  

Ø Facility	
  must	
  be	
  clean,	
  safe,	
  sanitary	
  and	
  in	
  good	
  repair	
  
Ø Hazardous	
  materials	
  must	
  be	
  inaccessible	
  (i.e.	
  paint,	
  
cleaning	
  supplies,	
  etc.)	
  

Ø Storage	
  areas	
  for	
  poisons	
  must	
  be	
  locked	
  



General	
  Furnishings,	
  Equipment,	
  &	
  Supplies	
  

Each	
  Child	
  Development	
  Facility	
  shall	
  provide	
  a	
  variety	
  
and	
  sufficient	
  quanQQes	
  of	
  materials,	
  equipment	
  and	
  
supplies	
  for	
  indoor	
  and	
  outdoor	
  acQviQes,	
  consistent	
  
with	
  the	
  numbers,	
  ages	
  and	
  needs	
  of	
  the	
  infants,	
  
toddlers,	
  preschool	
  and	
  school-­‐age	
  children	
  enrolled.	
  



Cots	
  and	
  Cribs	
  
Ø Each	
  child	
  development	
  facility	
  must	
  provide	
  
every	
  child	
  enrolled	
  in	
  a	
  full	
  day	
  program	
  with	
  
an	
  individual	
  crib	
  or	
  cot.	
  

Ø Blanket(s)	
  are	
  to	
  be	
  provided	
  by	
  the	
  facility	
  or	
  
child’s	
  family.	
  



Examples	
  of	
  Items	
  Not	
  Permi_ed	
  

Ø Walkers	
  
Ø Crib	
  gyms	
  
Ø Stacked	
  cribs	
  
Ø Playpens	
  
Ø ProjecQle	
  toys	
  
Ø Tricycles	
  with	
  spokes	
  	
  



Outdoor	
  Space	
  Requirements	
  
Ø All	
  children	
  should	
  be	
  given	
  regular	
  
opportuniQes	
  for	
  outdoor	
  play,	
  in	
  a	
  safe,	
  
developmentally	
  appropriate	
  outdoor	
  
environment.	
  

	
  
Ø If	
  an	
  outdoor	
  play	
  space	
  is	
  not	
  available	
  on	
  the	
  
premises,	
  the	
  caregiver	
  shall	
  ensure	
  that	
  all	
  
enrolled	
  children	
  are	
  given	
  regular	
  
opportuniQes	
  for	
  safe	
  play	
  at	
  one	
  or	
  more	
  
nearby	
  parks	
  or	
  playgrounds.	
  

	
  



Health	
  and	
  SanitaQon	
  Requirements	
  
Ø The	
  facility	
  shall	
  ensure	
  that	
  no	
  person;	
  
including	
  staff,	
  parents,	
  and	
  visitors	
  smoke	
  or	
  
use	
  tobacco	
  products	
  within	
  the	
  program	
  
space.	
  During	
  hours	
  of	
  operaQon,	
  all	
  tobacco	
  
products	
  must	
  remain	
  out	
  of	
  the	
  reach	
  of	
  
children	
  at	
  all	
  Qmes.	
  

Ø When	
  children	
  are	
  in	
  the	
  care	
  of	
  the	
  facility,	
  on	
  
or	
  off-­‐site,	
  no	
  staff	
  member	
  shall	
  be	
  under	
  the	
  
influence	
  or	
  consume	
  alcoholic	
  beverages	
  or	
  
illegal	
  drugs.	
  



Health	
  and	
  SanitaQon	
  Requirements	
  cont.	
  
Ø Each	
  Child	
  Development	
  Facility	
  shall	
  establish,	
  
implement,	
  and	
  display	
  a	
  wri_en	
  policy	
  
regarding	
  hand	
  washing,	
  which	
  addresses:	
  
§ When	
  hand	
  washing	
  is	
  required	
  for	
  staff	
  and	
  for	
  
children	
  

§  Specific	
  hand	
  washing	
  procedures	
  



Health	
  and	
  SanitaQon	
  Requirements	
  cont.	
  

Ø Each	
  Child	
  
Development	
  Facility	
  
shall	
  locate	
  its	
  
diaper-­‐changing	
  area	
  
so	
  that	
  it	
  is	
  in	
  close	
  
proximity	
  to	
  a	
  source	
  
of	
  warm	
  running	
  
water	
  and	
  soap	
  and	
  
is	
  not	
  in	
  or	
  near	
  the	
  
facility	
  kitchen	
  area.	
  



Health	
  and	
  Safety	
  Requirements	
  cont.	
  

Ø Each	
  Home	
  shall	
  have,	
  at	
  all	
  Qmes,	
  one	
  staff	
  
person	
  who	
  possesses	
  current	
  cerQficaQon	
  in	
  
First	
  Aid	
  and	
  CPR	
  for	
  children,	
  and	
  the	
  
prevenQon,	
  recogniQon	
  and	
  management	
  of	
  
communicable	
  diseases.	
  

	
  
Ø Each	
  Home	
  shall	
  obtain	
  and	
  maintain	
  a	
  
sufficient	
  quanQty	
  of	
  first	
  aid	
  supplies.	
  	
  

	
  



Health	
  and	
  SanitaQon	
  Requirements	
  cont.	
  
Ø  Each	
  facility	
  shall	
  comply	
  with	
  the	
  latest	
  recommendaQons	
  of	
  the	
  

American	
  Academy	
  Pediatrics	
  with	
  regard	
  to	
  SIDS	
  which	
  include:	
  
§  Unless	
  otherwise	
  ordered	
  by	
  a	
  physician	
  or	
  other	
  qualified	
  health	
  care	
  pracQQoner,	
  

each	
  infant	
  shall	
  be	
  placed	
  on	
  his	
  or	
  her	
  back	
  for	
  sleeping;	
  
§  Each	
  infant	
  shall	
  be	
  placed	
  on	
  his	
  or	
  her	
  stomach	
  for	
  some	
  part	
  of	
  the	
  Qme	
  during	
  

which	
  he	
  or	
  she	
  is	
  awake	
  and	
  observed;	
  
§  No	
  posiQoning	
  device	
  shall	
  be	
  used	
  to	
  restrict	
  the	
  movement	
  of	
  an	
  infant	
  unless	
  

such	
  device	
  is	
  ordered	
  by	
  a	
  physician	
  or	
  other	
  qualified	
  health	
  care	
  pracQQoner;	
  
§  No	
  sok	
  materials	
  or	
  objects	
  such	
  as	
  pillows,	
  quilts,	
  comforters,	
  sheepskins,	
  and	
  

stuffed	
  toys,	
  shall	
  be	
  permi_ed	
  in	
  a	
  infant’s	
  sleep	
  environment;	
  
§  If	
  bumper	
  pads	
  are	
  used	
  in	
  an	
  infant’s	
  crib,	
  they	
  shall	
  be	
  this,	
  firm,	
  well-­‐secured	
  

and	
  not	
  pillow-­‐like,	
  and	
  they	
  shall	
  not	
  be	
  placed	
  under	
  a	
  sleeping	
  infant.	
  
§  No	
  infants	
  shall	
  be	
  put	
  to	
  sleep	
  on	
  a	
  sofa,	
  sok	
  ma_ress,	
  waterbed,	
  chair	
  cushion	
  or	
  

other	
  sok	
  surface.	
  



Health	
  and	
  SanitaQon	
  Requirements	
  cont.	
  
Ø In	
  the	
  event	
  that	
  a	
  Child	
  Development	
  Facility	
  
permits	
  animals	
  on	
  the	
  premises,	
  it	
  shall	
  comply	
  
with	
  the	
  following	
  requirements:	
  
§  The	
  Facility	
  shall	
  adhere	
  to	
  all	
  local	
  ordinances	
  governing	
  
the	
  keeping	
  and	
  maintenance	
  of	
  animals	
  and	
  shall	
  maintain	
  
on	
  the	
  Facility	
  premises,	
  proof	
  of	
  current	
  compliance	
  with	
  
all	
  applicable	
  vaccinaQon	
  requirements.	
  

§  The	
  Facility	
  shall	
  advise	
  the	
  parent(s)	
  or	
  guardian(s)	
  of	
  the	
  
enrolled	
  children	
  of	
  the	
  presence	
  of	
  animals	
  and	
  shall	
  
ensure	
  that	
  all	
  pets	
  or	
  animals	
  permi_ed	
  on	
  the	
  premises	
  
are	
  in	
  good	
  health,	
  show	
  no	
  evidence	
  of	
  carrying	
  disease,	
  
are	
  friendly	
  toward	
  children,	
  and	
  do	
  not	
  present	
  threat	
  to	
  
the	
  health,	
  safety,	
  and	
  well-­‐being	
  of	
  children.	
  



Health	
  and	
  SanitaQon	
  Requirements	
  cont.	
  
Ø AdministraQon	
  of	
  MedicaQon	
  

§  No	
  Child	
  Development	
  Facility	
  may	
  provide	
  medicine	
  
or	
  treatment	
  with	
  the	
  excepQon	
  of	
  emergency	
  first	
  
aid,	
  to	
  any	
  child,	
  unless	
  the	
  facility	
  has	
  obtained	
  a	
  
wri_en	
  medical	
  order	
  or	
  prescripQon	
  from	
  the	
  child’s	
  
licensed	
  health	
  care	
  pracQQoner	
  and	
  the	
  wri_en	
  
consent	
  of	
  the	
  child’s	
  parent(s)	
  or	
  guardian(s).	
  

§  The	
  facility	
  may	
  administer	
  nonprescripQon	
  topical	
  
ointments,	
  including	
  sun	
  block,	
  petroleum	
  jelly,	
  and	
  
diaper	
  ointment,	
  to	
  a	
  child,	
  upon	
  obtaining	
  the	
  
permission	
  of	
  the	
  child’s	
  parent(s)	
  or	
  guardian(s).	
  
Each	
  nonprescripQon	
  topical	
  ointment	
  must	
  be	
  
maintained	
  in	
  its	
  original	
  container,	
  and	
  shall	
  be	
  
administered	
  in	
  accordance	
  with	
  the	
  manufacturer’s	
  
instrucQons.	
  



TransportaQon	
  

Each	
  Child	
  Development	
  Facility	
  that	
  owns,	
  
operates,	
  or	
  maintains	
  one	
  or	
  more	
  motor	
  
vehicles	
  used	
  for	
  transporQng	
  children	
  shall	
  
comply	
  with	
  all	
  applicable	
  federal	
  and	
  District	
  of	
  
Columbia	
  laws	
  and	
  regulaQons	
  governing	
  the	
  
maintenance	
  and	
  operaQon	
  of	
  motor	
  vehicles	
  
and	
  the	
  transportaQon	
  of	
  children.	
  
	
  



Record	
  Keeping	
  



Staff	
  Recordkeeping	
  
STAFF/VOLUNTEER	
  RECORDKEEPING	
  

CHECKLIST	
  
§ Child	
  care	
  employee	
  appointment,	
  promoQon,	
  or	
  
separaQon	
  noQficaQon	
  

§ Child	
  development	
  facility	
  employee	
  health	
  
informaQon	
  form	
  

§  Staff	
  health	
  cerQficate	
  
§ CredenQal/	
  transcript	
  
§  First	
  aid	
  and	
  CPR	
  cerQficaQon	
  
§  Food	
  handling	
  idenQficaQon	
  (if	
  applicable)	
  
§  Sudden	
  infant	
  death	
  syndrome	
  training	
  (if	
  applicable)	
  
§  Federal	
  criminal	
  and	
  background	
  history	
  check	
  results	
  
§ Any	
  applicable	
  forms	
  



Children’s	
  Recordkeeping	
  
CHILDREN’S	
  RECORDKEEPING	
  CHECKLIST	
  

§ RegistraQon	
  record	
  
§  Travel	
  acQvity	
  authorizaQon	
  
§ Proof	
  parents	
  received,	
  read,	
  and	
  understand	
  
program’s	
  policies	
  and	
  procedures	
  

§ AuthorizaQon	
  for	
  child’s	
  emergency	
  medical	
  treatment	
  
§ DC	
  universal	
  health	
  cerQficate	
  exam	
  
§ DC	
  oral	
  health	
  exam	
  cerQficate	
  
§ MedicaQon	
  authorizaQon	
  record	
  (if	
  applicable)	
  
§ Developmental	
  progress	
  reports	
  
§ Unusual	
  incident	
  reports	
  
§ Any	
  applicable	
  forms	
  



Wards	
  1,	
  8 Wards	
  2,	
  5,	
  7 Wards	
  4,	
  6 
Ward	
  3,	
  Out	
  of	
  

School	
  Time,	
  Rela>ve	
  
Childcare 

Licensing	
  Specialist	
  

Candia	
  Faison	
  
442-­‐4783	
  

Pushpa	
  Agarwal	
  
442-­‐4712	
  

Zahra	
  Ali	
  
442-­‐4713	
  

Yesset	
  Makonnen	
  
727-­‐8132	
  

Joy	
  Miller	
  
727-­‐8156	
  

Cynthia	
  Mitchell	
  
442-­‐4716	
  

Kimberly	
  Handon-­‐	
  Lindsey	
  
442-­‐5871	
  

Nykisha	
  Haley	
  
442-­‐5860	
  	
  

Sheena	
  King	
  
727-­‐8129	
  	
  


