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Overview

* Whatis DELLT?

* Changes to staff records page design in DELLT

* Accessing staff records in DELLT

* Creating a new staff record

* Updating an existing staff record

* Removing staff records of individuals no longer employed at the facility

e Important reminders
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What is DELLT?
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What is DELLT?

* DELLT was created by the Office of the State Superintendent of Education (OSSE)

to serve as a comprehensive licensing system for all licensed child care provider, staff
and facility data.

* Child care licensing regulations require all child care providers to maintain accurate
information in DELLT, including up-to-date staff records for all employees.

* Maintaining accurate staff records in DELLT is important for facilities to stay in
compliance with the licensing regulations.

* For facilities that participate in the Early Childhood Educator Pay Equity Fund, staff
record information is used to calculate the facility's quarterly award payment.

* For facilities that participate in the DC Child Care Subsidy Program, DELLT is also used to
maintain required documentation.
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Changes to Staff Record Page
Effective Oct. 1, 2025




Changes for new staff records in DELLT

* Facility Information section is pre-populated and is not editable.

» Staff records created after Sept. 30, 2025, must be fully completed (e.g., supporting
documents uploaded to correct fields; all required fields completed).

= Required documents must be uploaded to the corresponding upload field.

= Fields with an asterisk * must be completed.

* Staff birth date must be more than or equal to 18 years of age. An error message
will display if birth date entered is less than 18 years of age.

« Last four digits of staff social security number (SSN) or individual taxpayer
identification number (ITIN) must be entered.
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Changes to existing staff records in DELLT

* The new format streamlines content and process for uploading documents.

Facility Information section is pre-populated and is not editable.

There are individual attachment fields for all required documents.

= Note: Facilities are not required to re-upload documents in each field for existing staff records.
OSSE will migrate documents to the corresponding field (i.e., Staff Qualification Checklist,
Educational Qualification, COVID-19 Vaccination, Professional Development, etc.)

e Staff birth date must be more than or equal to 18 years of age. An error message will
display if birth date entered is less than 18 years of age.

* Last four digits of staff social security number (SSN) or individual taxpayer identification
number (ITIN) must be entered.
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Accessing Staff Records in DELLT
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Log in to the Facility Profile in DELLT

Sign In

We need to know where to send you to sign in.

Do you have a OCTO (Office of the CTO, District of Columbia) corporate
username and password?

-

Click No

-

.

Select“YES” in the box if you have a Select“NO"in the box if you don't have
dc.gov or k12.dc.gov email account. a dc.gov or k12.dc.gov email account.

~
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Enter email address/username and password

Email address or username

Password

Click Sign in

\

| forgot my password

Mot a Quickbase user? Create alog-in.
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Creating a New Staff Record
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Select the Staff Tab

Facllity Profile  Profile #644

Facility Name
*Not Listed//Unknown,/Unlicensed Facility

License Number
CDC-102535

License Issue Date

License Expiration Date

Address

1050 First Street Northeast, Washington, District of Columbia 20007

Add Message

Profile -
Subject = Sendto = Related = Profile- Facility Name

Facility

No Message records found

Inspector Assigned
Idun, Clement

Facility - Point of Contact
test contact

Facility - Phone
(123) 456-7890

Email

adtquickbasel @gmail com

Messages Documents to Providers Facility Documents Staff Monitoring Inspection

Date Created = username to email

Click Staff tab

Annual Inspection Renewal Inspection

Initial Application

Compliance Docs

9/29/2025
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Click Add Staff

Facllity Profile
Facility Name Inspector Assigned
*Mot Listed/Unknown/Unlicensed Facility Idun, Clement
License Number Facility - Point of Contact
CDC-102535 test contact
License Issue Date Facility - Phone
(123) 456-7890
License Expiration Date Email
adtquickbasel @gmail.com
Address

1050 First Street Northeast, Washington, District of Columbia 20007

Messages Documents to Providers Facility Documents Staff Monitoring Inspection Annual Inspection Renewal Inspection Initial Application Compliance Docs

Click the Add 5taff button to add a new staff record.
Click the Pencil icon to update a staff record.

Add Staff 4// CIiCk Add Staff

Full Report | More v 901-9500f 1491 Staff records

Infant Toddler

RecordID = Staff Name Staff Type Other BithDate  DateofHire = COVID-19 Vaccination Status = Status CDA Expiration
KOKK Staff Name Staff Type HOUMHHO0K
XXX Staff Name Staff Type KOO0
OO Staff Name Staff Type IO 00K
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Review Facility Information section

N

Home

Staff - Staff #13912

+ FACILITY INFORMATION

Review facility information

Facility Name

*Not Listed/Unknown/Unlicensed Facility
License Number

CDC-102535
Ernail

adtquickbase@omail.com

Attachments

Facility Type

CDC (Child Development Center)
License Status

Inactive
Website

http:/ Swwnw test com

Phone NMumber
(123) 456-7890

Inspector Assigned

|dun, Clement

Information Source

Facility

Ward

Fax Mumber

Facility leaders cannot update the
Facility Information section. If
updates are required, email
OSSE.ChildCareLicensing@dc.gov
for support.
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Complete Demographics section

~ DEMOGRAPHICS

Staff Mame *

Cell Phone Number *

Birth Date*

Last 4 of SSM (Social Security Number)*

[ nNo ssN

Current Photograph ™

Choose File | Mo file chosen

Staff Home Address *

Select a State/Region. . ~

Staff Email *

Language

Last 4 of ITIM (Individual Tax Identification Number)

[ No imiN

5SS Card or ITIN Letter

Choose File | Mo file chosen

Enter staff information and
upload supporting
documentation. All fields with
asterisks * are required fields.

Required fields include:

e Staff Name

e Staff Email

e Cell Phone Number

e Birth Date

e Last 4 of SSN (Social Security
Number) OR Last 4 of ITIN
(Individual Taxpayer
Identification Number)

e Current Photograph

e Staff Home Address

9/29/2025
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Complete Staff Qualifications section

~ STAFF QUALIFICATIONS

Select Staff Type
from drop down

Staff Type * /
b

Educational Qualification (degrees, certificates, credentials, transcripts ete.)* <+

Choose File | Mo file chosen

Family Childcare CDA Expiration Years of Teaching Experience

Infant Toddler CDA Expiration Preschool CDA Expiration

development

Choose File | Mo file chosen
Credential Verification Certificate

Choose File | Mo file chosen Choose File | Mo file chosen

Qualification Document Description Attachments

Choose File | Mo file chosen

Staff type change form

Choose File | Mo file chosen

Complete Staff Qualification Checklist

Upload Educational
Credentials and Staff
Qualification
Checklist to
designated fields

9/29/2025
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Complete Employment Documentation & Compensation

section

Enter Date of Hire

Staff - Add Staff

Select COVID-19 Vaccination

+ EMPLOYMENT DOCUMENTATION & COMPENSATION 1
Status from drop down

[Jstaffno longer works here

Empleymentype Upload documents in each
labeled section. All fields with

an asterisk * are required
o @ ropoiniment Emai fields for new staff records.

Employee Hiring Form *

No file chosen Mo file chosen
Child Protection Check (CPR) Application or Results - District of Columbia * Child Protection Check (CPR) Results - Other States Req u i red u p I oa d fi e I d S
o file chosen o file chosen include-
COVID-19 Vaccination Status * COVID-19 Vaccination Document * °
.  Chogss Fi ] No e chosen *  Employee Hiring Form
Employee Resume Letter of Reference g g
* CBC (FieldPrint)
No file chosen Nofile chosen . .
Compereston Docmnts R Appointment Email
[ Choose File | Nofile chosen [ Choose File | Nofile chosen ° Child Protection Check
Health and Safety Training certificates Drug and Alcohol testing results (C P R) A I . .
ication or
No file chosen Mo file chosen p p
. .
Verification of Orientation (Facility's policies and procedures and the employee’s duties and responsibilities) First Aid/CPR and Sudden Infant Death Syndrome (SIDS) certifications (Infant care) Res u Its - D I St rl ct of
No file chosen Mo file chosen COlumbia
Staff/Volunteer Health Certificate Staff/Volunteer Health Information Form o .
[} -
No file chosen Mo file chosen COVID 19 VaCCInatlon

Document
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Complete Employment Documentation & Compensation

section (cont.)

Staff - Add Staff

~ EMPLOYMENT DOCUMENTATION & COMPENSATION

[ staffno longer works here

Salary Type

~
Employment Type

~
Date of Hire*

Employee Hiring Form *

Choose File | Mo file chosen

Child Protection Check (CPR) Application or Results - District of Columbia *

Choose File | Mo file chosen

COVID-19 Vaccination Status *

~

Employea Resume

Choose File | No file chosen

Compensation Documents

Choose File | Nofile chosen

Health and Safety Training certificates

Choose File | Mo file chosen

Verification of Orientation (Facility's policies and procedures and the employee’s duties and responsibilities)

Choose File | Mo file chosen

Staff/Volunteer Health Certificate

Choose File | Mo file chosen

Health Benefits

~
Schedule

~
CBC (Fi int) Appointment Email *

Choose File | No file cho

Child Protection Check (CPR) Results - Other

Choose File | Nofile chosen

COVID-19 Vaccination Document *

Choose File | No file chosen

Letter of Reference

Choose File | No file chosen

Job Description

Choose File | No file chosen

Drug and Alcohol testing results

Choose File | Nofile chosen

First Aid/CPR and Sudden Infant Death Syndrome (SIDS) certifications (Infant care)

Choose File | Nofile chosen

Staff/Volunteer Health Information Form

Choose File | Nofile chosen

FLSA Category

Facilities participating in the
Early Childhood Educator Pay
Equity Fund must complete
the Employment Type field for

all staff. Facilities that do not
complete this field may have
their quarterly award
payments reduced.

Select Employment Type
from drop down (part-time or
full-time)

9/29/2025 18




Review staff record for accuracy: Demographics section

e Staff Name e SSNorlTIN
= Enter full name and confirm spelling = The last four digits of the SSN or ITIN
number must be entered correctly
e Staff Email
_ , * Current Photograph
= This should be a personal email address; not
an email address associated with the child = Clear, well-lit image showing the staff's face
development facility must be uploaded to the Current
Photograph field (e.g., headshot/selfie,
* Cell Phone Number photo ID)
e Birth Date * Staff Home Address
= Date should match what appears on the = Street, City, State and Postal Code fields
individual’s official ID must be completed

= Individual must be older than 18 years of
age

9/29/2025
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Review staff record for accuracy: Staff Qualifications section

e Staff Type

= Staff Type should match information submitted by the facility on the OSSE Hiring Form
(uploaded in the Employment Documentation & Compensation section)

* Educational Qualifications

= Supporting documentation must support the Staff Type selected for the staff record

9/29/2025
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Review staff record for accuracy: Employment
Documentation & Compensation section

Employment Type * CBC (FieldPrint) Appointment Email
= Facilities participating in the Early Childhood = Proof of the staff scheduling their FieldPrint
Educator Pay Equity Fund must identify if staff appointment must be uploaded

work part-time or full-time
e Child Protection Check (CPR) Application

* Date of Hire or Results — District of Columbia
. Dhate mulst matcﬂ the (%ate of hire included on = Proof of CPR application must be uploaded
the employee’s hiring form
= Date must be entered in the following format: * COVID-19 Vaccination
%’Ygggggﬁgg-&ﬁept- ) eAeP2s SUlElieflols = Must identify vaccination status in COVID-19

Vaccination Status field and upload supporting
.. documentation to the COVID-19 Vaccination
Employee Hiring Form Document field

= OSSE Hiring Form must be completed and
uploaded

* Form must be signed and dated by the
employer

% 9/29/2025 21
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Save the record and notify OSSE

v MESSAGES

Add Message

Subject  Sendto Facility Mame

Mo Message records found

Date Created

Username

Click Save & close after completing
all required fields and uploading
required documents

After the record is submitted,
notify OSSE by sending an email to
OSSE.ChildCarelicensing@dc.gov

9/29/2025
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Updating an Existing Staff Record
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Select the Staff Tab

Facllity Profile  Profile #644

Facility Name
*Not Listed//Unknown,/Unlicensed Facility

License Number
CDC-102535

License Issue Date

License Expiration Date

Address

1050 First Street Northeast, Washington, District of Columbia 20007

Add Message

Profile -
Subject = Sendto = Related = Profile- Facility Name

Facility

No Message records found

Inspector Assigned
Idun, Clement

Facility - Point of Contact
test contact

Facility - Phone
(123) 456-7890

Email

adtquickbasel @gmail com

Messages Documents to Providers Facility Documents Staff Monitoring Inspection

Date Created = username to email

Click Staff tab

Annual Inspection Renewal Inspection

Initial Application

Compliance Docs

9/29/2025
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Review list of existing staff records

Facllity Profile

Facility Name
* Mot Listed/Unknown/Unlicensed Facility

1050 First Street Northeast, Washington, District of Columbia 20007

Messages Documents to Providers Facility Documents

Click the Add Staff button to add a new staff record.
Click the Pencil icon to update a staff record.

Add Staff

Staff Name
XXX Staff Name Staff Type
HOXKX Staff Name Staff Type
XOKX  Staff Name Staff Type

Inspector Assigned

Idun, Clement

License Number Facility - Point of Contact
CDC-102535 test contact
License Issue Date Facility - Phone
(123) 456-7890
License Expiration Date Email
adtquickbasel @gmail.com
Address

Staff Monitoring Inspection Annual Inspection Renewal Inspection

Initial Application Compliance Docs

Staff Name, Staff
Type and Status

Birth Date Date of Hire =~ COVID-19 Vaccination Status = Status

HORXH-XHKK

HORXH-XHKK

HORXH-XHK

Infant Toddler
CDA Expiration

9/29/2025
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Find the staff record on the list and click the pencil icon to
edit the existing staff record

Facllity Profile

Facility Name
*Not Listed/Unknown/Unlicensed Facility

License Number
CDC-102535

License Issue Date

License Expiration Date

Address
1050 First Street Northeast, Washington, District of Columbia 20007

Inspector Assigned
Idun, Clement

Facility - Point of Contact
test contact

Facility - Phone
(123) 456-7890

Email

adtquickbasel @gmail.com

Messages Documents to Providers Facility Documents Staff Monitoring Inspection Annual Inspection

Renewal Inspection Initial Application Compliance Docs

Click the Add 5taff button to add a new staff record.
Click the Pencil icon to update a staff record.

Add Staff

Click pencil icon

Full Report | More v 901-952%f 1491 Staff records

Record ID Staff Name

X0 Staff Name Staff Type
XXXXX  Staff Name Staff Type
X0 Staff Name Staff Type

Birth Date Date of Hire

000000

HORHHXHHKX

000000

Infant Toddler

COVID-19 Vaccination Status ~ Status CDA Expiration

9/29/2025
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Review Facility Information section

N

Home

Staff - Staff #13912

+ FACILITY INFORMATION

Review facility information

Facility Name

*Not Listed/Unknown/Unlicensed Facility
License Number

CDC-102535
Ernail

adtquickbase@omail.com

Attachments

Facility Type Inspector Assigned
CDC (Child Development Center) |dun, Clement

License Status Information Source
Inactive Facility

Website Ward
http:/ Swwnw test com 1

Phone NMumber Fax Mumber
i1123) 456-7890

Facility leaders cannot update the
Facility Information section. If
updates are required, email
OSSE.ChildCareLicensing@dc.gov
for support.
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Updating Demographics section

v+ DEMOGRAPHICS
Staff Name Staff Email
Aaa Test 2355 Aaatest2@omail.com
Cell Phone Number Language
(Mnm-13n Amharic Spanish
Birth Date Status
03-21-19495 Approved
Last 4 of 55M (Social Security Number) Last 4 of ITIN (Individual Tax Identification Number)
4532
No 55N
Current Photograph 55Ca r
Staff Home Address
1050 1st 5T, ME, Washington, District of Columbia 20001

Update Staff
Email or Home
Address

9/29/2025
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Updating Staff Qualifications section

v STAFF QUALIFICATIONS

Staff Type Teacher Qualification
Teacher BA + 9 hours in ECE (PKEEP)

Educational Qualification (degrees, certificates, credentials, transcripts ete.) €—

dummy. pdf a O If staff earn credentials and/or
Family Childcare CDA Expiration Years of Teaching Experience comp lete P rofessional

5 - development, upload

Infant Toddler CDA Expiration Preschool CDA Expiration su pporti ng documentation to
01-31-2023 the appropriate fields.

Staff type change form Professional development

dummy - Copy (3). pdf ; 0

Complete Staff Qualification Checklist Credential Verification Certificate
AT Defect. docx a 0

Qualification Document Description Attachments
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Updating Staff Qualifications section (cont.)

v STAFF QUALIFICATIONS

Staff Type

Teacher

dummy. pdf

Family Childcare CDA Expiration

Infant Toddler CDA Expiration
01-31-2023

Staff type change form

Complete Staff Qualification Checklist

AT Defect. docx a 0

Qualification Document Description

Teacher Qualification €—

BA + 9 hours in ECE (PKEEP)

Educational Qualification (degrees, certificates, credentials, transcripts ete.)

a ©

Years of Teaching Experience
5

Preschool CDA Expiration

Professional development

dummy - Copy (3). pdf ; 0

Credential Verification Certificate

Facility leaders cannot edit the
Staff Type and Qualification
fields.

To request a Staff Type change,
complete and upload an OSSE
Hiring Form indicating the staff
type change to the Staff Type
change form field. Then upload
documentation to support the
staff type change to
the Educational Qualification
field.
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Updating Employment Documentation & Compensation

Update Salary Type

~ EMPLOYMENT DOCUMENTATION & COMPENSATION

Staffno "'-"_
Salary Type

Annual

Employment Type

Date of Hire
03-21-2022

Employee Hiring Form

Child Protection Check (CPR) Application or Results - District of Columbia

COVID-19 Vaccination Status

Fully Vaccinated

Employee Resume

Compensation Documents

Health and Safety Training certificates

Verification of Orientation (Facility's policies and procedures and the employee’s duties and responsibilities)

Staff/Volunteer Health Certificate

Annual Salary Amou
$35000.00

Health Benefits
No

Update Employment Type
(part-time or full-time)

Schedule €—

CBC (FieldPrint) Appointment Email

Child Protection Check (CPR) Results - Other States

COVID-19 Vaccination Document

OSSR Hiring Form._test do.

Letter of Reference

Job Description

Drug and Alcohol testing results

First Aid/CPR and Sudden Infant Death Syndrome (SIDS) certifications (Infant care)

Staff/Volunteer Health Information Form

FLSA Category

Update Schedule (10 months
or 12 months)

Facilities participating in the
Early Childhood Educator Pay
Equity Fund must complete
the Employment Type field for

all staff. Facilities that do not
complete this field may have
their quarterly award
payments reduced.

I~

Upload documents in the
corresponding fields for the
staff changes

9/29/2025 31




Latest Suitability Info

Facility leaders cannot edit
v LATEST SUITABILITY INFO < this section. Information
Related Suitability Suitability Notice Status .
will populate after OSSE
processes the staff’s
criminal background check.

FBI Criminal History Received Date FBI Criminal History Expiration Date FEI Criminal History Issued Date

CPR Received Date CPR Expiration Date CPR lssued Date
Suitability Letter Date Suitability Expiration Date Disposition Determination Date
Attachments
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Review staff record for accuracy: Demographics section

e Staff Name e SSNorlTIN
= Enter full name and confirm spelling = The last four digits of the SSN or ITIN
number must be entered correctly
e Staff Email
_ , * Current Photo ID
= This should be a personal email address; not
an email address associated with the child = Clear, well-lit image showing the staff's face
development facility must be uploaded to the Current
Photograph field (e.g., headshot/selfie,
* Cell Phone Number photo ID)
e Birth Date * Staff Home Address
= Date should match what appears on the = Street, City, State and Postal Code fields
individual’s official ID must be completed

= Individual must be older than 18 years of
age

9/29/2025
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Review staff record for accuracy: Staff Qualifications section

e Staff Type

= Changes to Staff Type should match information submitted by the facility on the OSSE Hiring
Form uploaded in the Staff type change form field

* Educational Qualifications

= Supporting documentation must support the Staff Type change being requested

9/29/2025
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Review staff record for accuracy: Employment
Documentation & Compensation section

Employment Type * CBC (FieldPrint) Appointment Email
= Facilities participating in the Early Childhood = Proof of the staff scheduling their FieldPrint
Educator Pay Equity Fund must identify if staff appointment must be uploaded

work part-time or full-time
e Child Protection Check (CPR) Application

* Date of Hire or Results — District of Columbia
. Dhate mulst matcﬂ the (%ate of hire included on = Proof of CPR application must be uploaded
the employee’s hiring form
= Date must be entered in the following format: * COVID-19 Vaccination
%’Ygggggﬁgg-&ﬁept- ) eAeP2s SUlElieflols = Must identify vaccination status in COVID-19

Vaccination Status field and upload supporting
.. documentation to the COVID-19 Vaccination
Employee Hiring Form Document field

= OSSE Hiring Form must be completed and
uploaded

* Form must be signed and dated by the
employer
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Save updates and notify OSSE

v MESSAGES

Add Message

Subject  Sendto Facility Mame

Mo Message records found

Date Created

Username

Click Save & close after completing
edits/updates.

After the updates are saved, notify
OSSE by sending an email to
OSSE.ChildCareLicensing@dc.gov

9/29/2025
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Removing Staff Records of Individuals No
Longer Employed at the Facility
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Select the Staff Tab

Facllity Profile  Profile #644

Facility Name
*Not Listed//Unknown,/Unlicensed Facility

License Number
CDC-102535

License Issue Date

License Expiration Date

Address

1050 First Street Northeast, Washington, District of Columbia 20007

Add Message

Profile -
Subject = Sendto = Related = Profile- Facility Name

Facility

No Message records found

Inspector Assigned
Idun, Clement

Facility - Point of Contact
test contact

Facility - Phone
(123) 456-7890

Email

adtquickbasel @gmail com

Messages Documents to Providers Facility Documents Staff Monitoring Inspection

Date Created = username to email

Click Staff tab

Annual Inspection Renewal Inspection

Initial Application

Compliance Docs

9/29/2025
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Review list of existing staff records

Facllity Profile

Facility Name
* Mot Listed/Unknown/Unlicensed Facility

1050 First Street Northeast, Washington, District of Columbia 20007

Messages Documents to Providers Facility Documents

Click the Add Staff button to add a new staff record.
Click the Pencil icon to update a staff record.

Add Staff

Staff Name
XXX Staff Name Staff Type
HOXKX Staff Name Staff Type
XOKX  Staff Name Staff Type

Inspector Assigned

Idun, Clement

License Number Facility - Point of Contact
CDC-102535 test contact
License Issue Date Facility - Phone
(123) 456-7890
License Expiration Date Email
adtquickbasel @gmail.com
Address

Staff Monitoring Inspection Annual Inspection Renewal Inspection

Initial Application Compliance Docs

Staff Name, Staff
Type and Status

Birth Date Date of Hire =~ COVID-19 Vaccination Status = Status

HORXH-XHKK

HORXH-XHKK

HORXH-XHK

Infant Toddler
CDA Expiration

9/29/2025
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Find the staff record of the individual who is no longer

employed on the list and click the pencil icon

Facllity Profile

Facility Name
*Not Listed/Unknown/Unlicensed Facility

License Number
CDC-102535

License Issue Date

License Expiration Date

Address
1050 First Street Northeast, Washington, District of Columbia 20007

Inspector Assigned
Idun, Clement

Facility - Point of Contact
test contact

Facility - Phone
(123) 456-7890

Email

adtquickbasel @gmail.com

Messages Documents to Providers Facility Documents Staff Monitoring Inspection Annual Inspection

Renewal Inspection Initial Application Compliance Docs

Click the Add 5taff button to add a new staff record.
Click the Pencil icon to update a staff record.

Add Staff

Click pencil
icon

Full Report | More v 901-952%f 1491 Staff records

Record ID Staff Name

X0 Staff Name Staff Type
XXXXX  Staff Name Staff Type
X0 Staff Name Staff Type

Birth Date Date of Hire

000000

HORHHXHHKX

000000

Infant Toddler

COVID-19 Vaccination Status ~ Status CDA Expiration

9/29/2025
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Complete fields identified below in the Employment
Documentation & Compensation section

EMPLOYMENT DOCUMENTATION & COMPENSATION

4 Staff no longer works here
Salary Type D— Check box Annunl Salary Amount Health Benefits
Employment Type Schedule FLSA Category Complete and
v Enter . v upload OSSE
° \ - - - L] -
Date of Hire Separatlon Date Separation Date Separation Document ¢— | Separation
03-21-2022 i (Browse...| No file sefected.
Employee Hinng Form CBC (FieldPrint) Appointment Email Form
| Browse.__| Mo file selected. | Browse. .. | Mo file selected.
(Child Protection Check (CPR) Application or Results - District of Columbia Child Protection Check (CPR) Results - Other States
| Browse.... | Mo file selected. | Browse. .. | Mo file selected.
COVID-19 Vaccination Status CONVID-19 Vaccination Document
Fully Vaccinated . | Browse. .. | No file selected.
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Review staff record for accuracy: Employment
Documentation & Compensation section

Confirm "Staff no longer works here" box is checked
Confirm accurate Separate Date is entered

Complete and upload OSSE Separation Form to Separation Document field

9/29/2025
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Save updates and notify OSSE

v MESSAGES

Add Message

Subject  Sendto Facility Mame

Mo Message records found

Date Created

Username

Click Save & close after completing
edits/updates to Employment
Documentation & Compensation
section.

After the updates are saved, notify
OSSE by sending an email to
OSSE.ChildCareLicensing@dc.gov
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Important Reminders
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Important Reminders

Complete all required fields accurately to avoid delay in approval of staff record

Supporting documentation should be legible (e.g., document is high resolution; not
blurry)

Reference the Staff Qualification Checklist for a list of all required documentation that
must be uploaded to a staff record

Review Status column of staff list and promptly upload supporting documentation for
any staff with a status of “Request to Resubmit”

Email OSSE.ChildCarelLicensing@dc.gov to request a change to an employee's Staff Type
(e.g., changing an assistant teacher to a teacher)
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Questions?

* For support creating or updating staff records in DELLT, email
OSSE.ChildCarelLicensing@dc.gov.

* Providers who are participating in the Early Childhood Educator Pay Equity Fund who
have questions about staff records should email OSSE.ChildCarelLicensing@dc.gov.
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