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CHILD CARE LICENSING PROGRAM   

Home Provisional Application Checklist

The forms listed below are part of the provisional application packet. Each form must be legibly completed and submitted with the required supporting documentation to the Child Care Licensing (CCL) Program. Use this checklist to ensure the forms have been submitted with your application packet.
	Item #
	( when submitted
	Form / Document

	1
	
	Application for Provisional Child Care License [MOA/CCL01 (CC52)]

	2
	
	Plan review fee of $30, payable to MOA (may be credit card, check, money order or cash)

	3
	
	Owner Permission to Operate a Child Care Business [MOA/CCL02 (CC72)]

	4
	
	Business License (copy) 

	5
	
	Request for Nighttime Care Specialization [MOA/CCL03 (CC53)]  if applicable

	6
	
	Request for Specialized Program Activity [MOA/CCL04 (CC54)]  If applicable

	7
	
	Administrator Designation and Qualification Form [MOA/CCL06 (CC56)] w/ supporting documents   

	8
	
	Picture ID (copy)

	9
	
	CPR and First Aid certification (copy) for ages requested on application              

	10
	
	Child Care Facility–Administrator Reference [MOA/CCL07 (CC57)] Attach 4 references

	11
	
	Child Care Facility Parent Policies [MOA/CCL10 (CC77)]  Include a copy of the Facility Parent Policies along with the Parents’ Guide to Licensed Child Care form MOA/CCL11 (CC61)

	12
	
	Alternate Outdoor Recreation Space [MOA/CCL17 (CC74)] If applicable    

	13
	
	Emergency Caregiver Designation and Qualification form (MOA/CCL20) 

	14
	
	Plant Safety Plan (MOA/CCL22)  If applicable

	15
	
	Firearms and Ammunition  (MOA/CCL21) 

	16
	
	Disaster Preparedness and Emergency Evacuation Plan [MOA/CCL14 (CC67)] Include a diagram for each level of the home

	17
	
	Well water test report (copy) If applicable, tested for Nitrates and Coliform


Documents which must be received by CCL Program before a license may be issued:
	18
	
	Final Background clearance from the BCP for all persons associated with the home/program

	19
	
	Fire Department approval (not applicable for facilities with capacity of 5 or fewer)

	20
	
	License fee of $50, payable to MOA prior to 1st pre-licensing inspection (may be credit card, check, money order or cash)

	21
	
	Proof of Comprehensive General Liability Insurance


Important information to know about the licensing process:  
It does not happen fast.  Once your application packet is submitted and reviewed for completeness, CCL will contact you to schedule Health & Safety and Record Keeping orientations.  Once items #18- # 20 are completed CCL will schedule an on-site pre-licensing visit to your home to determine compliance with statutes and regulations.  Everything must be in place and in compliance before recommendation of licensure is given.  A detailed checklist will be handed out during Record Keeping orientation.  We suggest you make a copy of this form and all documents submitted for your records.
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