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Staff file review for licensed homes 

Staff files will need to have the following records available on site: 

□  Facility name  

□  Staff / volunteer name  

□  Date of hire  

□  Applicant must provide documentation to the division that the licensee: 

□  has completed; is enrolled in; or agrees to complete within the next three years; a child development associate 
credential program or a similar program approved by the division 

□  National criminal history check / fingerprints (consultant will check this based on info from I-LEAD) 

□  Consent form (consultant will check this based on info from I-LEAD) 

□  Drug test (upon hire or volunteer, all drug screen results must have been reviewed by MRO and a signature is required 
on any positive results) 

□  Pediatric CPR certification (current, at least one shall be on the premises at all times. Certification must include a live 
return demonstration of skills). As of July 1, 2023, CPR will be required to be kept current according to according to 
the expiration date on the CPR card 

□  Pediatric First Aid certification (current, follow the expiration date on the card. Training shall be completed within 90 
days of starting employment or volunteer work) 

□  Universal precautions (within 30 days and annually) 

□  Safe Sleep training (all caregivers / volunteers if the programs cares for infants. Must complete Module 1 and Module 
2 prior to working) 

□  Physical (within 30 days of employment / volunteer, dated no earlier than 12 months prior to date of hire / volunteer) 

□  Child Abuse and Neglect Detection and Prevention training (within 30 days of hire / volunteer) 

□  Health and Safety Modules certification (four modules in I-LEAD, within 90 days of hire and Module 4 is required if 
program is licensed for school-age) 

□  12 hours of in-service training (annually) 

□  Fire prevention and safety procedures (within one week of hire / volunteer) 

□  Medication administration and record-keeping 

Household members (not caregivers) 

□  Household member’s name 

□  National criminal history check / fingerprints (consultant will check this based on info from I-LEAD, 18 years of age) 

□  Consent form (consultant will check this based on info from I-LEAD. If under 18 years of age form must be signed by a 
parent/guardian) 

□  Physical (within 30 days of application) 

□  Drug test with results (18 years of age or older. Results must be reviewed by MRO and a signature for any positive 
results) 
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