Office of Early Childhood and Out-of-School Learning

File review for unlicensed registered
ministries

Children’s files will need to have the following records available on site:

O Child’s name
O Date of birth

Registered ministry

[0 Up-to-date immunizations

[0 Parent’s notice (signed by parents)

[] State Fire Marshal opt-out letter (occupant load is less than 50 and no smoke detector is in each room)

CCDF (Child Care Development Fund)

I Discipline policy (signed by parent)

[0 Emergency contact information (name, address, phone number)

[0 Suspension and expulsion policy (shared with parent upon enrollment)

[0 Safe transportation policy (shared with parent upon enroliment)

1 Transportation permission form (signed by parent)

[0 Safe condition policy (shared with parent upon enrollment and posted in program)

VCP (Voluntary Certification Program)

[0 Emergency medical authorization (sign upon enroliment)

0 Physical (within 30 days of admission or 12 months prior to admission)

I Infant feeding plan (sign by parent / kept current)

[0 Safe sleep policy (sign by infant’s parent)

[0 Safe transportation of food (signed by parent—only if food brought from home)
[0 Emergency plan (shared with parent upon enrollment)
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