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Hello.  Welcome to the Child Care Center Application Orientation.  

This orientation is for persons interested in obtaining a Child Care Center license, and is designed to inform potential applicants of the 

requirements necessary to apply for a Child Care Center license.    

Upon completing this orientation, if you are interested in becoming a Child Care Center licensee, you are also required to attend the 

Child Care Center Operations and Record Keeping Orientation prior to submitting an application. 

 

 

This orientation will provide: An overview of the licensing program. An overview of the laws which govern the Child Care Licensing 

Program’s inspection and enforcement authority. A description of license types, client populations, and programs. Information regarding 

background check clearance requirements. A review of staff qualifications and responsibilities. A review of physical plant requirements. 

And a review of the application process and how to complete the forms. 
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Throughout this orientation, there are links to application forms, handout materials, contact information, and other resources. Please 

take the time to download and print these forms and materials. At any time during the orientation you can click on the RESOURCES tab 

for additional information on a topic or direct access to many of the required forms. Clicking on the closed captioning button will show a 

running transcript of this presentation. 

 

 

One of the key links and supports available is the Resource and Referral agency in your area. The Resource and Referral Agency will refer 

parents to your facility and can provide training and technical assistance regarding what it takes to stay in compliance with child care 

licensing laws and regulations. 

If you have any questions about the information provided in this Orientation, have trouble with the Orientation process, or would like 

individualized help in becoming a licensed provider, you can contact your local Child Care Resource and Referral agency. Just call the 

Child Care Connection: 1-800-KIDS-793.  Or 1-800-543-7793. There is no charge for this service.  
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Upon completing this Orientation, a Certificate of Completion document, with your name, will be available to you.  Download and print 

this certificate as it must be submitted with your application. Should you have any questions about the application process, please call 

the regional office assigned to your geographical location. 

 

 

I would like to provide you with some information about the Child Care Licensing program and the important occupation of a child care 

provider. There are a variety of reasons why you may have chosen to pursue this career path, but the most important reason must be 

your love for children and the desire to ensure that all children in your care have a safe, healthy, and happy place to go while their 

parents are away during a portion of the day.  

Your role as a child care provider is a very important one and not one to be taken lightly. The first few years of a child's life are important 

in forming a basis for good education, self-discipline, and social integration. Many studies have shown that forming this basis can 

improve the chances of a child reaching his or her full potential. The choice of child care can be extremely difficult, even traumatic, for 

some parents. When parents drop their children off at a child care center, they want to be assured that their children will be in the best 

possible hands while they are away. Licensure can give parents a sense of security, but only if providers are held accountable for meeting 

requirements on an ongoing basis. 
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The Child Care Licensing Program is responsible for licensing and monitoring Child Care Centers to ensure children in care are: In a safe 

environment…With qualified people who will do no harm…Engaged in activities to encourage their development and growth… In 

programs that can document and demonstrate their success in meeting health and safety standards… And with highly trained, dedicated, 

and professional staff. 

 

 

The Child Care Licensing Program operates through 14 regional offices located throughout the state.  Each regional office has a Regional 

Manager, Licensing Program Managers, and Licensing Program Analysts. Licensing Program Analysts are assigned to particular 

geographical areas.  

Should you decide to apply for a license; a Licensing Program Analyst will be assigned to your facility. That Licensing Program Analyst will 

work with you throughout the licensing process, perform inspections of your facility, and provide you technical support in an effort to 

ensure that your facility is in compliance with all licensing laws and regulations. 
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Once licensed, it is your responsibility to be familiar, and maintain compliance, with all licensing requirements, and to protect the health 

and safety of children in your care. For those of you who decide to make child care your profession, we wish you success and welcome 

you to the child care community.  
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The mission of the Community Care Licensing Division, Child Care Licensing Program, is to protect the health and safety of children in 

child care facilities through the administration of a regulatory enforcement program. The Health and Safety Code, Child Day Care Act, and 

the California Code of Regulations, Title 22, Division 12, are the governing authorities used to regulate and enforce the Child Care 

Licensing Program. 

 

 

The Licensing Program Analyst is the key staff person who is responsible for carrying out the mission of the Community Care Licensing 

Division.  To fulfill this responsibility, the Licensing Program Analyst uses a balanced approach of: Prevention…Compliance…And 

Enforcement. 

 

The expectation is that services are delivered in a courteous, prompt and professional manner. Licensing Program Analysts strive to 

develop and sustain a well-balanced and business-like relationship with all licensees. The ability to provide advice on how to meet a 

regulatory requirement is an essential part of the Licensing Program Analyst’s role.   
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Health and Safety Code Section 1596.80 states that no person, firm, partnership, association or corporation shall operate, establish, 

manage, conduct, or maintain a child care facility in this state without a current, valid license. 

 

Health and Safety Code Section 1596.750 states that a “Child Care Facility” means a facility that provides non-medical care to children less 

than 18 years of age in need of personal services, supervision, or assistance essential for sustaining the activities of daily living or for the 

protection of the individual on less than a 24-hour basis.   

 

A child care facility includes child care centers, employer-sponsored Child Care Centers, and family child care homes. Unlicensed 

operation of a child care facility is a misdemeanor; subject to a $200 a day penalty.  

 

 

There are several different types of applicants for Child Care Centers.  An applicant can be an individual who typically owns and runs the 

entire center.   

 

 An applicant can also be a corporation, a partnership, a limited liability company, or a public agency, such as a school district. 
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There are a variety of license types for Child Care Centers.  The infant license is issued for programs that serve children from birth to 24 

months.  It is permissible for a child to stay in an infant center up to a maximum of 36 months, based on the child’s developmental needs.   

A toddler component may be added to the infant license.  The toddler component enables an infant center to care for children up to the 

age of 36 months and provides the ability to separate older infants and toddlers ages 18 to 36 months from the younger infants ages 0 to 

18 months.  

 

The preschool license is issued for programs that serve children who are two years old up to entry into first grade.  A toddler component 

may be added to the preschool license. The toddler component enables a preschool to have a special program for children between the 

ages of 18 to 36 months.  The school-age license is issued for programs that serve children enrolled in kindergarten-including transitional 

kindergarten-- or above.   

 

Although not common, there are also centers for mildly ill children.  A mildly ill child is any child who is prohibited from participation in a 

Child Care Center due to discomfort, injury or symptom of illness. Each program must be physically separate and distinct.  There must be 

a separate classroom and a separate play space for each program or age group.  Child Care Center regulations apply to all license types 

and have additional requirements specific to the different age groups or programs.  

 

 

A license is issued for a specific licensee… Address…Capacity…Age group…And program type.   

 

A license cannot be transferred.  
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The sale of a Child Care Center requires a new license, and a 30-day written notice to parents and to Licensing. Following notification to 

Licensing, and prior to entering into an admission agreement, the licensee must inform the child’s parent or authorized representative of 

the intent to sell the business. 

 

In an effort to ensure timely transfer of the property and business, the law requires Licensing to give priority to applicants involved in the 

sale of a center.  The prospective buyer must submit the application within 5 days of acceptance of the offer by the seller.  

 

 

To be compliant with Title 22, it is important to read and become familiar with the licensing regulations. The regulations are available on 

the Community Care Licensing website and are also provided on the link here.  Print a copy of the regulations and read and study them.  

Take responsibility for understanding what is required to maintain a Child Care Center license.   

 

If you have questions, call the local Regional Office. In addition, the licensee must be compliant with other jurisdictions, such as the local 

planning authority, municipal zoning, fire codes, taxes, and employment laws. 
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Do your homework.  Perform a needs assessment.  What is the need for child care in the area?  Contact the local resource and referral 

agency for assistance in this area.  Click the link to find your local Resource and Referral Agency. 

 

Develop a business plan.  Consider the costs to set up and operate your business.  Will you buy or lease a facility?  What furnishings and 

supplies are needed and how much will they cost?  Remember to factor in the outside play area, and whether the location will require a 

new play structure and cushioning material.  Determine how to find and maintain qualified staff and how to ensure the center is 

appropriately staffed at all times. 
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In this section we’ll discuss the staffing requirements for your Child Care Center starting with Criminal Record Clearances. 

  

A criminal record clearance is required for all applicants, licensees, employees, and volunteers under certain conditions, prior to working 

at the Child Care Center.  

 

 

If an individual has been convicted of a crime other than a minor traffic violation, the individual cannot work or be present in the center  

until a criminal record exemption is obtained from the Caregiver Background Check Bureau.  Criminal record clearances are obtained 

through the Department of Justice, Federal Bureau of Investigation, and Child Abuse Index Check. Fingerprints must be submitted 

through the Live Scan process, which is electronic fingerprint imaging. For more information on the Live Scan process click on this link.  

The Live Scan application can be downloaded from the Community Care Licensing website or click on this link to download. To schedule 

an appointment and determine the location for the nearest Live Scan office, call 1-800-315-4507. 

 

Once an application is received and determined to be complete, new applicants will be assigned a pending facility number.   

The pending facility number must be indicated on the Live Scan application. This ensures that the applicant and all staff are associated to 

the correct facility in the Licensing Information System database.  Active criminal record clearances may be transferred from one licensed 

facility to another. To transfer a clearance, submit a Criminal Record Clearance Transfer Request Form, LIC 9182, to the local Regional 

Office with a photo I.D. and request the clearance be associated to the new facility number. 
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Criminal Record Exemptions are processed by the Caregiver Background Check Bureau. To learn more about the criminal record 

clearance or exemption process, visit the webpage by clicking this link, Or call the Caregiver Background Check Bureau, at 1-888-422-5669. 

 

An exemption is needed for persons convicted of all crimes except for minor traffic violations.  Misdemeanors, felonies and convictions, 

even if they occurred a long time ago, require an exemption. Individuals convicted of serious crimes such as robbery, sexual battery, child 

abuse, elder or dependent abuse, rape, arson, or kidnapping are not eligible for an exemption. 

 

 

Criminal record exemptions are public information. When asked if an employee of a Child Care Center has a Criminal Record Exemption, 

Licensing and the licensee are required to divulge that information. This includes inquiries from the press.   

 

While Licensing does not give out the nature of the crime, the name of the individual is disclosed because it is public information. 
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The administrator of a Child Care Center may be the licensee (if an individual), or any member of a governing board of a corporation,  

provided the individual is at least 18 years of age and has the following qualifications: Knowledge of the requirements for providing the 

type of care and supervision children need, and the ability to communicate with such children. Knowledge and ability to comply with 

applicable laws and regulations.  Ability to maintain or supervise the maintenance of financial and other records.  Ability to establish the 

center’s policy, program and budget. Ability to recruit, employ, train, direct and evaluate qualified staff and to terminate employment of 

staff. 

 

The licensee must ensure there are provisions for continuing operation and carrying out of the administrator’s responsibilities during any 

absence of the administrator. While large facilities may have a designated administrator separate from the director, small facilities may 

choose to have the director be responsible for the administrator duties. 

 

 

There must be a director or substitute director on site at all times. The director is in charge of the daily operation of the center including 

all of the record keeping…Hiring, training and supervision of the staff…And enrollment of new children.   

 

While the director is also the primary person in communication with Licensing, it is the licensee that is held accountable for ensuring the 

facility maintains compliance with licensing laws and regulations. 
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To qualify as a preschool director, the individual must meet one of the following:  High school graduate or GED and twelve units in child 

growth and development, or human growth and development…Child, family and community, and program or curriculum development… 

And three units of administration or staff relations.   

 

Four years teaching experience in a licensed Child Care Center or comparable group child care program is also required. Or an Associate 

of Arts Degree in child development which includes 3 semester units of administration or staff relations and two years of teaching 

experience.  Or a Bachelor of Arts Degree in child development which includes 3 semester units of administration and one year teaching 

experience.  Or a child development site supervisor permit or program director permit issued by the California Commission on Teacher 

Credentialing. 

 

 

Infant program director qualifications are the same as the preschool director with the following exceptions: At least 3 units must be 

related to the care of infants. Four years teaching experience must be with children under the age of 5. 

 

A school-age director must meet the preschool age director qualifications. Other course work may be substituted for the child growth 

and development and child family and community. The alternate course work must be equivalent or more pertinent to caring for 

elementary school-age children.  
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In addition to the academic and professional experience requirements, at least one director or teacher at each center must complete 16 

hours of health and safety training…Including pediatric cardiopulmonary resuscitation (CPR), pediatric first aid… 

And preventive health practices, including one hour of childhood nutrition.    

 

The pediatric CPR and first-aid certifications may be obtained from the American Red Cross, the American Heart Association, any vendor 

approved by the Emergency Medical Services Authority, or by an accredited or approved college or university. The preventive health 

practices certification may be obtained from an EMSA approved vendor or accredited or approved college or university. The pediatric CPR 

and pediatric first aid must be renewed prior to expiration. Online courses are not acceptable for this training.  

 

 

All children shall be under visual supervision and observation at all times. This includes while children are napping and in the restroom. 

 

Lack of supervision is one of the most commonly cited deficiencies.  
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In this section we will discuss the types of rooms, spaces and equipment your child care facility must have in order to become licensed. 
 

 

 

Indoor activity space for a Child Care Center must include:  at least 35 square feet per child…And have one toilet and sink for every 15 

children.  There must be a separate staff restroom…And an equipped isolation area and restroom for children who get sick.    

 

Also, there must be a variety of age-appropriate toys and furniture, in good condition and sufficient quantity, to allow children present to 

fully participate in planned activities. 
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Indoor activity space must include a food preparation area…A sink.  Hot and cold running water.  Refrigeration.  And storage.   

 

There must be individual storage space assigned to each child for clothing, personal belongings, and bedding. Storage space must also 

be provided for play materials and napping equipment such as floor mats or cots. Drinking water must be available. In combination 

centers, indoor space must be physically separated based on license types. 

 

 

Indoor activity space for infants must be physically separate from the crib area.  Cribs are required for all infants who are unable to climb 

out of a crib. Floor mats or cots must be provided for infants who are able to climb out of a crib.  The changing table must be within an 

arm’s reach of a sink.   

 

Centers that offer toilet training are required to have one toilet and one sink for every 15 infants…And one potty chair for every 5 infants. 
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There must be at least 75 square feet of outdoor activity space per child.  The outdoor activity space must be safely accessible for 

children and include a shaded rest area. All bodies of water must be made inaccessible by a five-foot fence or pool cover strong enough 

to completely support the weight of an adult.  Cushioning material and age- appropriate equipment are required.   

 

Outside play space must be enclosed by a fence that is at least four feet high and provide for age group separation. There must be 

drinking water readily available to the children. You are encouraged to follow the Consumer Product Safety Commission’s “Public 

Playground Safety Handbook” when setting up your outdoor activity space.   

 

 

School-age programs have a few different physical plant requirements. For example, restrooms must assure individual privacy and may 

not be used by boys and girls at the same time.  Restrooms may not be shared with preschoolers or staff.   

 

For elementary school site programs, use of the elementary school restrooms is permissible. If a child becomes ill, the staff restroom 

may be used.   

 

A room used as a classroom by a school-age child care program, operated on a functioning school site, does not have to meet the square 

footage and toilet requirements.  
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This section will cover the completion of the application, how to avoid delays, important things to remember, and a review of all required 

documents. 
 

 

 

Make sure you allow enough time for the application process to occur.  To avoid delays, it is important to submit a thorough and 

complete application packet. Include a check for the correct fee amount for the program or programs you plan to offer.   

 

Here are some other things to remember: Original signatures are required. Never use white out. Never fax the application.  Applications 

may be hand delivered or mailed.  For your records, keep a copy of all documents submitted, including the application. 
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Click on the “Licensing Fees” link to find the correct Application fee.  Application fees are based on the license type and capacity. Centers 

that have more than one license type are referred to as combination centers. For a combination center, calculate the fee for each license 

type.   

 

For example, if you are applying for an infant center and a preschool, determine the fee based upon the capacity for each license type, 

then add the fees together and submit one check for the total amount.   

 

Make the check or money order payable to the Department of Social Services. Application fees are not refundable. 

 

 

It is time to review the forms required for a complete application.   

 

Please take the time now to click on this link and download and print the application booklet.  

 

Pages 3 and 4 of the booklet contain links to important forms which should also be downloaded.   

  

The booklet is broken up into two sections - Section A and Section B.  Section A documents will be covered first.  
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The Application for a Child Care Center License is form LIC 200A.  In Section 1, enter the name of the applicant or applicants, corporation, 

limited liability company, or agency.  Check the appropriate box in Section 2. Since this is a new application, the “Requested Action” would 

be, “Initial Application”.  In Section 3, fill in the applicants name and address. Check the appropriate box in Section 4. In Sections 5 

through 8, fill in the facility name, address and the person in charge of the facility. In Section 9, fill in the applicable program type.  

In Section 10, write in the capacity and range of each age group.  Include the total capacity at the bottom of that section.  Fill out each 

section completely. Complete Sections 11 through 16 with the appropriate information. In Sections 17 to 19, read the applicant’s or 

licensee’s responsibilities. Provide an original signature at the bottom of the application. 
 

 

The Applicant Information form, LIC 215, must be completed by all applicants - each individual, each partner in a partnership, or chief 

executive officer, or authorized representative of a corporation. Each applicant will provide their name, education, references, prior 

licensure status, business experience, and other personal information. 

 

An original signature is required at the bottom of the second page. 

 

This form is not required of a public agency Child Care Center applicant. 
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The Criminal Record Statement, LIC 508, must be completed by the applicant, and the director as well as all center staff.  This form is 

confidential. Answer YES or NO to each of the questions…And then fill out the information in the box at the bottom. Failure to disclose a 

prior criminal conviction will result in an automatic denial of an application or exemption request.  Make certain that the employees are 

aware of the consequences of providing false information.   

 

If “YES” is checked for any of the questions, a detailed description of the incident and its outcome must be given on the back of this form.  

A Criminal Record Statement, LIC 508, must be submitted with the application for both the applicant and the director. Original signature 

and date are required on both page one and page two. 

 

 

The Designation of Facility Responsibility, LIC 308, identifies the person authorized by the licensee to have responsibility over the center 

and to run the day-to-day operations for the licensee.   

 

The director is also responsible for communicating with Licensing during site visits and for signing any Licensing reports or documents.  

 

This form must be signed by the applicant.  This form is never signed by the director unless the director is also the owner or licensee. 
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The Administrative Organization, LIC 309, is not required for individual owners.  This form is for corporations and limited liability 

companies.  This form identifies the organization, the board officers, and any person having a beneficial ownership of ten percent or 

more in the corporation or Limited Liability Company.  The information on this form must match the application, LIC 200A.  The terms of 

office must match the article bylaws.  

 

There is a section on page two of the LIC 309 for public agencies. The very bottom is for partnerships. 

 

 

The Monthly Operating Statement (LIC 401) establishes the estimated gross profit based on income from caring for children, less 

operating costs. Item one is not applicable to Child Care Centers. The information on this form demonstrates that an applicant has 

budgeted for the number of children requested.   

 

With regard to payroll and employee benefits, be sure to comply with labor standards. The budget should be based on what the center 

will need to operate fully staffed and at capacity.   

 

The form must include the name of the preparer, and the original signature of the applicant. 
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The Financial Information Release and Verification form, LIC 404, provides financial information that is verified by a financial institution.  

Complete section one only.  Ensure all account numbers are accurate. A separate form must be completed for each financial institution 

where banking is conducted.  

 

Original signatures are required on each form. The local Licensing office will send this document to the designated financial institution 

and obtain the information required. Licensing must receive the verified information directly from the financial institution, and therefore, 

will not accept verification provided by the applicant. 
  

 

 

The Personnel Report form, LIC 500, is a staff roster. All planned employee positions must be shown on this form. Include days and hours 

staff will be on duty. The form must reflect adequate staff coverage for all hours of operation.   

 

List the director and/or the administrator and any teachers or other staff hired at the time of application. List vacant positions by title and 

indicate “To Be Hired.”  If the form does not show that the director or administrator is there full time, a qualified substitute must be 

designated to act during their absence. For example, if the director of a Child Care Center is not opening and closing the center, then a 

qualified substitute must do so. 

 

Page two of the Personnel Report is for staff exempt from criminal record background check requirements.  

The second page of the LIC 500 must be signed by the applicant, licensee or a designated representative.  The signature must be original.   
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The Personnel Record, LIC 501 is required to be submitted for the director, if the director is not the applicant.  This form provides 

information about the director’s qualifications. The director must sign the Personnel Record under penalty of perjury that the statements 

recorded on the form are true and correct. 

 

 

The Health Screening Report, LIC 503, is required for each applicant and the director. The Health Screening Report must: Demonstrate 

that the individual’s health condition allows them to perform the type of work required…Be completed by or under the direction of a 

physician…Be current within one year prior to employment or within 7 days after employment…Provide a TB clearance from within the 

last year…And proof of immunity to or immunization against influenza, pertussis and measles.  

 

If the applicant is a corporation, there must be a health screening --with a TB clearance--for the board president, the chief executive 

officer, or the person designated by board resolution. The LIC 503 must be signed and dated by a qualified medical professional.  The 

signature must be original.   

 

Licensing will not accept photocopied signatures on this form. 
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The Emergency Disaster Plan form, LIC 610, is a plan developed by the applicant to enable the facility to handle any emergency that may 

arise and to protect the safety and well-being of each child. A separate LIC 610 is required for each component of a child care program. 

 

Indicate on this form how your staff will handle an emergency situation…And emergency numbers of the appropriate agencies.  Make 

sure that the correct non-emergency numbers are provided and not just 911.Indicate the facility exits…And temporary relocation sites.  

The plan must show a relocation site away from the facility that can accommodate the number of children in the facility. 

 

Indicate the utility shut off locations, first aid kit and other equipment like smoke detectors, carbon monoxide detectors and fire 

extinguishers. Remember to sign and date the form.  This completed form must be submitted with the application, and posted in the 

center.    

 

 

The Earthquake Preparedness Checklist, LIC 9148, is a form to assist licensees in being prepared in case of an earthquake.  Please refer 

to the “Disaster Guide for Homes and Centers” by clicking this link.   

 

It is also available on the Child Care Licensing website, Child Care Advocate Program webpage.   

 

A copy of this completed form must be attached to the Emergency Disaster Plan, LIC 610.  
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The Facility Sketch, LIC 999, is required for all indoor and outdoor space. The first page of the LIC 999 is for a facility sketch showing the 

floor plan of the indoor space.  It must show the dimensions of all rooms.  Designate the use of all rooms, and circle the names of the 

rooms that will be used by children and staff. Identify rooms to be used by non-ambulatory children and identify the location and 

number of toilets and sinks. For an infant program, show the crib space separate from the play space.  
 

 

 
The second page of the LIC 999 is for a facility sketch of the outdoor space.  Among other things, the outdoor sketch must show buildings 

in the outdoor space, including the facility, the parking lot, storage areas, driveways, fences, gardens, the playground and any other 

outdoor space intended for use by children. Also show the location and dimensions of major equipment--including playground 

equipment--and any swimming pools or other bodies of water. 

 

For combination Child Care Centers, a separate sketch showing indoor and outdoor space must be submitted for each component.  

There must also be one sketch showing the entire facility and the relationship between the indoor and outdoor space of all components,  

as well as any other uses of the buildings. 
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It is now time to review the documents required in Section B.  Section B describes the supportive documents that must be submitted with 

the application.   
 

 

 

These are the documents which must be submitted with your application if the licensee is a Partnership, Corporation or Limited Liability 

Company. Information contained in the partnership agreement…Articles of incorporation…Or articles of organization. 

 

Identify who is ultimately responsible for which functions in the center. This information is especially critical when unresolved problems 

need attention.   

 

Licensing must know whom to contact regarding the operation of the facility.   
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Notes: 

If the applicant is a partnership between two individuals, not related by marriage, a copy of the partnership agreement and all 

documents governing the partnership must be provided. This includes the name and principal business address of each general partner.  

It also must contain a description of the obligations and duties of each general partner, and whether or not each can act on behalf of the 

others. Ultimately, each partner in a partnership is responsible and liable for the obligations of the license.  

 

If the partnership is a limited partnership, only the general partner will be on the license and sign the application. However, the names 

and addresses of the limited partners must be provided.  Limited partners do not sign the application. 

 

 

Corporations must submit a copy of the Articles of Incorporation with a state seal from the state in which they are incorporated.   

Out-of-state or foreign corporations must submit proof of registration with the California Secretary of State’s Office in order to do 

business in California.  

   

Corporations must also submit the constitution and bylaws with amendments…The board resolution that authorizes the submission of 

the application and designates a representative to act on behalf of the corporation…The Board officers’ names, titles, business addresses 

and phone numbers…And the name of each person owning more than 10% stock in the corporation.  
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Limited Liability Companies must submit a copy of their Articles of Organization stamped by the Secretary of State…An operating 

agreement…And names, titles, business addresses, and phone numbers of all managing members, managers, and non-managing 

members holding a ten percent or more interest in the Limited Liability Company.    

 

 

 

To verify the qualifications of an administrator or director, the following documents must be submitted with the application: Transcripts 

from an accredited or approved college or university…Or a copy of a Child Development Site Supervisor Permit or Child Development 

Program Director Permit…And written references verifying experience.  
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For the director or teacher that attends the 16-hour Health and Safety Training, verification must include: Current pediatric first aid and 

pediatric CPR course completion cards issued by the American Red Cross, the American Heart Association, or by any vendor approved by 

the Emergency Medical Services Authority…And a course completion card for the preventive health practices course or courses issued by 

a training program approved by EMSA…Or a certificate of Completion or certified copies of transcripts from an approved or accredited 

college that identify the number of hours and specified courses taken for the training. 

 

One hour of Childhood Nutrition training is also required. 
 

 

 

Clear, concise, and relevant job descriptions must be developed for each position.  The job descriptions must include the duties and 

responsibilities…Minimum qualifications that correspond to licensing requirements…Special skills needed to perform the job…And lines 

of supervision.   
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Personnel policies must include: Work hours and shifts. Employee rights.  Child abuse reporting procedures. Documentation that 

indicates which employees will be informed of their responsibilities to obtain training on how to report child abuse to Licensing, as well 

as to the child protective agency. Personnel policies must describe regulatory requirements such as staff coverage. Staff qualifications.  

Work schedules.  And conditions of employment.  

 

 

 
Hiring practices must describe how employees are screened for the required education and experience. Explain in-service training 

requirements, how many times throughout the year the employees will be required to attend, and identify who will be conducting those 

trainings.  Make sure you comply with labor laws. 

 

Inform employees that the conditions of their employment include: A criminal record clearance statement of prior criminal convictions. A 

criminal background check.  A Child Abuse Index check. A physical exam and health questionnaire.  A TB clearance. And Immunity to or 

immunizations against influenza, pertussis and measles. 
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As part of the plan of operation for the facility, establish a plan for in-service training for staff.  The plan must address:  Which staff will 

receive training -- new versus ongoing staff. Procedure for determining which staff will receive training. Who will provide the training, and 

the topics to be covered in the training.  Topics covered must be pertinent to the facility type and the duties performed. 

 
 

 

 

The Parent Handbook is an informational tool designed to let parents know how the child care program operates. It should include a 

description of the child care program, admission policies, and discipline policies. The program description should be a general overview 

of program philosophies and goals, and the basic and optional services and activities to be provided by the program.   

 

It should explain what the public should know about the center, and must include: Days and hours of operation…Ages of children to be 

served…Any and all supplementary or optional services…Field trip provisions…Transportation arrangements…And food service provisions. 
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Child Care Program description and policies should also include: A health and medical policy.  Will Incidental Medical Services be offered? 

If so, describe those services. These may include administration of Epi-Pen and Epi-Pen Junior…Inhaled medications…Blood glucose 

monitoring…Insulin shots…Gastronomy tube and care…Or carrying out other medical orders. 

 

The Parent Handbook should also include a medical or dental emergency plan.  What services will be provided to injured children?  

Sign in and sign out procedures. There must be a procedure for the transfer of responsibility for the child between the center and the 

child's parent or authorized representative. 
 

 

 

The Parent Handbook should also contain your Admission Policies. Admission policies and procedures relevant to the category of 

children in care.  The policies should include acceptance and retention limitations and the criteria for determining the appropriateness of 

placement, given an individual child’s needs. An interview with parents to explain the program and determine the needs of the child must 

be included in the admission policies. 

 

Documents required for enrollment include: A copy of the Admission agreement…Notification of Parents’ Rights form, LIC 995…Personal 

Rights form, LIC 613A…And Consent for Emergency Medical Treatment form, LIC 627. 
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Additional documents required for enrollment include: Identification and Emergency Information form, LIC 700…Physician’s Report - 

Child Care Centers form, LIC 701…Child’s Preadmission Health History form, LIC 702--Immunization Requirements...And a “Needs and 

Services” plan for infants and children with special needs. 

 
 

 

 

Discipline policies should describe the types of discipline that will be used and under what conditions each type will be used.  Also state 

the type of discipline which is not permitted.  Neither corporal punishment, nor any violation of personal rights, is ever allowed 

regardless of parental discipline practices or parental permission. Also, describe the parent conference process…And grounds for 

termination of attendance. 
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The schedule of daily activities must include: The times that meals and snacks are served…Nap time…And times for other activities such 

as circle time and outdoor play. 

 

 
 

 

 

The admission agreement is a legal contract with the parents.  It must include the basic services…And any optional services that will be 

provided… 

 

Reasons for termination of attendance…And, if applicable, written permission from the child’s parent or authorized representative when 

the program has a toddler option component. 

 

The admission agreement must document the Licensing agency's authority to inspect the facility and interview children in care. 

 



Child Care Center Application Orientation                                                                                            Page 37 

 

NationalEdOnline 2018 

 

The Admission Agreement should also state the payment policy and individual rates…Including any fee-related policies such as late fees 

and returned check fees, as well as any policies related to refunds.  

 

The admission agreement must be signed and dated by all parties involved.  Any modifications to the admission agreement require the 

licensee to provide 30 days written notice to the child’s parent or authorized representative.  

 
 

 

 

A sample menu must be submitted and must include: One week’s worth of planned meals and snacks from the four basic food groups… 

Portion sizes…And the times meals will be served. 
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You must also provide a list of indoor and outdoor furniture which will be sufficient for the number of children in care.   

 

The list would include tables and chairs…Cots and mats…And play equipment. Furniture and equipment must be age-appropriate…Safe… 

And appropriate for the various activities provided. 

 

Infant programs are required to have safe cribs, mats, and cots available for napping. For an infant who is capable of crawling out of a 

crib, a mat or cot must be used.  The Consumer Product Safety Commission new and improved federal safety standards which apply to 

full-size and non-full-size cribs prohibit the traditional drop-side rail cribs.   

 

Child care facilities must use only compliant cribs that meet the new federal safety standards. For more information on the new crib 

standards, please click on the “Federal Guide for New Crib Standards” link. 
 

 

 

Control of property is established by the following documents: A grant deed, property tax bill, or mortgage statement…Or a rental or 

lease agreement.   

 

The rental or lease agreement must correspond to the facility…And include the contact information for the property owner. A sublease 

must be approved by the original leasing party. 

 



Child Care Center Application Orientation                                                                                            Page 39 

 

NationalEdOnline 2018 

 

The bacteriological analysis of water is to be completed only if the facility obtains its water from a well or private water source.   

 

If drinking water comes from a private water source, the applicant must submit evidence that an onsite inspection of the water…And a 

bacteriological analysis has been conducted by the proper authority to establish the safety of the water.   
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We’re almost there! Here are the final steps to completing the Child Care Center Application process.   

 
 

 

 

 

After completing this Orientation and the application, the original application documents and the non-refundable fee must be sent to the 

local Licensing office.  Click on this link to find the address and contact information of the Child Care Licensing Regional Offices. 

 

If it is determined that the application is incomplete, it will be returned to the applicant with a letter stating the reasons it is being 

returned. An individual application review meeting may be scheduled with the applicant if there are items that need to be discussed.    

 

 A receipt for the fees, with the pending facility number, will be sent to the applicant.  After the application is processed and all required 

clearances are received, the local Licensing Office will schedule and conduct a pre-licensing visit.   

 

If no corrections are needed, the final file review is conducted and the license is ordered. 

 

Please be aware that facilities must be licensed FIRST before operating and advertising their business. 
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Every county in California has a state-funded Child Care Resource and Referral agency-R and R-- that can help you start your business 

and become a successful child care provider. Here are some of the free services which R and R’s can provide: Individual assistance with 

the licensing process and help with setting up and maintaining your business. Assistance with marketing your business, including free 

referral services to families seeking child care in your area. Information about Food Program funding which your child care program can 

access. Workshops, training and other resources that will:  Help you maintain and develop your business. Improve your knowledge about 

child development and quality child care. And assist you in meeting health and safety requirements. R and R’s also have Lending Library 

services…And provide community resources to support you and the families you serve. 

 

Call 1-800-543-7793 or 1-800-KIDS-793 to connect with the local R&R in your area.  

Click on the BACK button to make any changes. 

 

 

We hope this orientation was helpful to you in preparing your application to become a Child Care Center licensee.  

Remember, before an application can be submitted, applicants must complete this orientation, and the Operations and Record Keeping 

Orientation.   

 

Download and print your Certificate of Completion for this orientation from the MY CERTIFICATES tab on the main page.  

A certificate from both orientations must be submitted with the application.   

 

Please keep copies of all documents submitted including the certificates from both orientations. 
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Congratulations, you have now completed the Child Care Center Application Orientation.   

 

Please take the time to fill out our survey to let us know how we can improve this orientation. 

 

 

 

 


