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Daycare.com LLC

http://www.daycare.com
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Welcome & Opening

PRESENTER
INTRODUCTIONS
HOUSEKEEPING
INFO
EMERGENCY
EXITS
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Orientation Agenda
Role of Community Care Licensing

Licensing Requirement Overview

Application Process
Review
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Additional Orientation

Operations and
Record Keeping
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Role of Community Care 
Licensing

To protect the 
health and safety 
of children in care.

California Code of 
Regulations Title 
22, Division 12
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Responsibility of CCL
A balanced approach to 
ensure the Health and 
Safety of all children in 
Child Care Facilities:

Prevention
Compliance
Enforcement
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When is a License Required
State law requires that a license must
be obtained to provide care and
supervision for children in out-of-home
care.
Unlicensed operation is a misdemeanor
subject to a $200.00 a day civil penalty
Exempt Facilities
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Who is the Applicant?
Individual
Corporation
Partnership
Limited Liability
Company
Public Agencies
Who should attend
the required
orientations?
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There are two types of 
Licensed Child Care Facilities

Family Child Care 
Homes 

Child Care Centers
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Program Types
Infant Program:  Birth to 24 months

Toddler option: 18 – 30 months
Preschool Program:  2 years to entry into 1st

grade
Toddler option: 18 – 30 months

School Age Program:  Enrolled in kindergarten
or above, minimum age:
4 years 9 months
Mildly Ill Program

Each Program must be 
physically separate & distinct
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Limits & Terms of a License
A license is issued for a specific:

Licensee
Address
Capacity
Population

Age group
Program Type
Ambulatory Status

Licenses cannot be transferred
Change of location requires a new license



12

Sale of Facilities
Sale of a facility 
requires a new 
license 

30 days written 
notice to parents and 
Licensing

Application due 
within 5 days of offer 
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Provider Responsibilities
Compliance with 
Title 22

Download and read 
regulations
www.ccld.ca.gov
Ask questions
Take responsibility 
for understanding 
what is required

Compliance with 
other jurisdictions

Local planning 
authority
Municipal zoning
Fire codes
Taxes
Labor laws & 
worker’s comp
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Things to consider
Do Homework
Cost $
Needs Assessment
Business Plan
Finding Qualified 
Staff
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Background Clearance Requirements 
and Exemption Policies

Fingerprint clearance is required 
for all adults before working at the 
facility and for applicants

Exemption needed for all crimes 
except minor traffic violations

Certain crimes are not exemptible

Exemptions are processed by the 
Caregiver Background Check 
Bureau (CBCB) in Sacramento
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Criminal Record Exemptions 
are Public Information

CCL and the licensee are required to inform those
who ask, (including the press), if someone in a
Child Care Center has a criminal record exemption.
CCL WILL NOT give out information about the
nature of the criminal conviction.

If you have any questions, call the Caregiver
Background Check Bureau at (916) 274- 6200.
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Director Responsibilities

Full time director on site

In charge of daily operation of the 
center and record keeping

Hiring, training, and supervision 
of staff

Communication with CCL
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Preschool Director 
Qualifications
12 core semester units

Child Development
Child, Family &
Community
Curriculum

3 semester units
Administration or Staff
Relations

4 years teaching
experience in supervised
group Child Care Center

Alternatives

AA degree in child development,
2 years teaching experience and 
Administrative units

BA degree in child development,
1 year teaching experience and
Administrative units

Child Development Site
Supervisor Permit / Program
Director Permit
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Qualifications Cont.

Infant Director

12 core semester units 
including 3 units in 
infant care

3 semester units 
administration and 4 
years teaching 
experience with 
children under age 5

School Age Director

Meets the preschool 
directors requirement

Substitute certain 
alternative coursework 
and experience
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Care And Supervision

All Children shall be 
under visual supervision 
and observation at all 
times.
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Capacity Determination
Maximum capacity is limited by:

Usable indoor space (35 sq. ft/child)

Usable outdoor space (75 sq. ft/child)

Number of toilets (1 for 15 children)

Number of sinks (1 for 15 children)

Approved fire clearance request
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Indoor Space
35 square feet per child

One toilet and sink per 15 children

Separate staff restroom required

Isolation area & restroom

Age appropriate toys,
furniture, etc.
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Indoor Space cont.
Storage 
space/cubbies/napping 
equipment 
Age group separation 
Food preparation area

Sink
Hot & Cold Water
Refrigeration
Storage

Drinking water
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Indoor Space for Infants
Separate crib area
Appropriate cribs & / 
or mats
Changing tables in arms 
reach of sink
No walkers, bouncers, 
exersaucers
One sink per 15 infants
One potty chair per 5 infants being toilet trained
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Outdoor Activity Space
75 square feet per child
Shaded rest area
Bodies of water must have 5 foot fence
Cushioning material and age appropriate 
equipment 
Area enclosed by fence (min. 4 ft.)
Storage space for equipment
Age group separation
Drinking water
Safe access 
CPSC Public Playground Requirements
www.cpsc.gov
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School Age Physical Plant 
Requirements

Restrooms must 
assure individual 
privacy and 
separation of gender

Elementary School 
Site Programs
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Importance of a complete timely application
How to avoid delays

Things to remember
Keep a copy of all documents

Send originals

Never use “White-Out”

Review of required documents

Completing the Application
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Child Day Care Centers, including Public 
Agencies

Application Fees

Capacity of: 

1-30               $400.00
31-60 $800.00
61-75             $1,000.00
76-90             $1,200.00
91-120           $1,600.00
121+              $2,000.00
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Fees (continued)
For combination centers calculate fee for 
each program license, infant, preschool & 
school-age, then total.   

The fee for a change in location is equal to ½ 
the application fee.

The fee for change in capacity is $25.

*Application fee is not refundable
Make check/money order payable to 

Department of Social Services
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Section A Documents
Application (LIC 200A)

Applicant Information (LIC 215)

Criminal Record Statement (LIC 508)

Designation of Facility Responsibility (LIC 308)

Administrative Organization (LIC 309)

Monthly Operating Statement (LIC 401)

Financial Information Release & Verification
(LIC 404)
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Section A (continued)
Personnel Report (LIC 500)

Personnel Record (LIC 501)

Health Screening Report (LIC 503)

Emergency Disaster Plan (LIC 610)

Earthquake Preparedness Checklist (LIC 9148)

Facility Sketch (LIC 999)

Statement Regarding Child Abuse
Reporting (LIC 9108)
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Applicant 

Signature of 
applicant(s) 
required

Applicant(s) must 
read sections
18 - 20

Each section to 
be completed
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Applicant 
completes 
this form 

This form is not 
required for 
public agencies
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Original signature 
required
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Applicant & 
Director complete 
this form

Possible denial of 
application/exemption 
if false information 
provided.
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This form is 
signed by the 
Applicant



39

This form is not 
required for 
individual owners

This section is for 
Corporations & 
Limited Liability 
Companies
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This section 
for Public 
Agencies

Partnerships 
complete this 
section
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Budget for the 
number of children 
requested

Item 1 is not 
applicable for     
Child Care Centers

Make sure to comply 
with labor standards
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Complete 
Section 1 only!

One form required 
for each  financial 
institution

Proper signatures
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LIC 500
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Used only for 

exempt individuals
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Complete fully

Provide correct 
non-emergency 
numbers not 911

Form to be 
posted at facility

Two off site 
relocation sites 
needed
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Refer to Disaster 
Self-Assessment
Guides under the 
Child Care Advocate 
Program on the 
website.
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Please do 
not submit 
blueprints!

LIC 999LIC 999
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Facility Sketch 
(Floor Plan)   

LIC 999

Show:

• Dimensions of rooms

• Location of children’s
bathrooms

• Number of toilets/sinks

• Identify staff/isolation
bathroom(s)

• Isolation area for ill child

• Food preparation area

• Crib space (infant program)
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LIC 999
(BACK)
LIC 999
(BACK)
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Facility Sketch 
(Yard)  LIC 999

Include:

Building location 
on the property

Overall size

Show driveways, 
walkways, play 
areas, gates, 
fences 

Show any potential 
hazards: bodies of 
water, garbage 
storage areas, etc.
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Required for 
the Director, if 
Director is not 
the Applicant
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Signature 
required
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Required for 
the Applicant 
& Director

Must be current 
within 1 year

TB test also 
required
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Applicant & 
Director 
complete this 
form
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Use as a training 
tool for staff
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Section B Documents
Partnership Agreement, Articles of
Incorporation or Articles of Organization

Verification of Administrator/Director 
Qualifications

Job Descriptions

Personnel Policies

In-Service Training for Staff

Parent Handbook
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Section B (continued)
Schedule of Daily Activities

Admission Agreement & Policies

Sample Menu

List of Furniture/Play Equipment

Control of Property

Bacteriological Analysis of Private
Water Supply
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Documentation Required for 
Corporations

Legal documents describing your
business organization

Articles of Incorporation with State Seal
or endorsement

Bylaws and Amendments

Board resolution is required to designate
the applicant for a corporation
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Documentation Required for 
Limited Liability Companies & 
Partnerships 

Limited Liability Companies

Articles of organization

Operating Agreement

Legal partnership
Not required for spouses

Written agreement
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Verification of Director 
Qualifications

Transcripts from an 
accredited school with 
verification confirming 
required experience, or

Copy of Child Development 
Site Supervisor or Child 
Development Program 
Director Permit

Verification of 15 hours of 
Health & Safety Training
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Job Descriptions
One for each position

Duties &
responsibilities

Minimum qualifications
that correspond to
licensing requirements

Special skills needed
to perform job

Lines of supervision
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Personnel Policies
Hiring practices: screening employees

education & experience
verification

Informing employees that
the conditions of
employment include:

Criminal Record Clearance
FBI, DOJ, Child Abuse Index

Criminal Record Statement (LIC 508)
Physical exam & TB test within 1 year
Personnel Record (LIC 501)
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Personnel Policies (cont.)

Statement Acknowledging 
Requirement to Report Child Abuse 
(LIC 9108) Child abuse reporting 
procedures

Employee rights (LIC 9052)

In-service training

Comply with labor laws
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Admission Policies
Interview to explain program and determine 
the needs of the child

Documents required for enrollment:
Copy of Admission Agreement

Notification of Parent’s Rights (LIC 995)

Personal Rights form (LIC 613A)

Consent for Emergency Medical Treatment 
(LIC 627)
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Admission Policies (cont.)
Identification & Emergency Information (LIC 700)

Child’s Preadmission Health History – Parent’s 
Report (LIC 702)

Physician’s Report – Child Care Centers 
(LIC 701) not required for school-age children

Immunization Requirements not for school-age

Needs & Services Plan (infants & children with 
specialized needs)
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Parent Handbook
Child Care Program Description & Policies

Statement of each program, purpose, goals &
methods
Days & hours of operation
Ages of children to be served
Supplementary/optional services
Field-trips
Transportation arrangements
Food Service
Naps
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Parent Handbook (cont.)
Health & Medical Policy

Will medications be administered?

Medical or Dental Emergency
Services to be provided to injured children

Sign-in/out Procedure
Written procedure for the transfer of responsibility 
for the child between the center and the child’s 
authorized representative
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Parent Handbook (cont.)
Discipline Policies

Types of positive
discipline to be used
and discipline not
permitted

No corporal
punishment / violation
of personal rights

Parent conference

Grounds for termination
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Schedule of Daily Activities
The schedule of 
daily activities is to 
include:

Times that meals & 
snacks are served

Nap time (if needed)

Times of specific 
activities
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Admission Agreement
This is a legal contract and must
include the following information

Basic Services

Optional Services

Payment Policy
& Individual Rates

Any fee related
policies
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Admission Agreement (cont.)
Modification

Written notice required
Notice - 30 days prior to change taking effect

Refund policy
Licensing agency’s authority to inspect the facility
and interview children in care
Reasons for termination
Consent for toddler option component
Signed & dated by both parties



72

Sample Menu
The sample menu must
include

One week’s worth of
planned snacks & meals
from the 4 basic food
groups

Portion sizes

Times meals served
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List of Furniture & Play 
Equipment

Sufficient for capacity
Tables and chairs

Cots or mats

Play equipment

Age Appropriate

Safe

Varied
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List of Furniture & Play 
Equipment (continued)
Infant Program

Cribs, mats
Changing Tables

Washable surface
3” sides

High Chairs
Broad based
Washable surface

No baby walkers or
bouncers
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Control of Property
Proof of ownership

Grant deed, property tax
bill, or mortgage statement

Rental/lease agreement
Correspond with program

Include contact information
for property owner

Sub-lease must be
approved by original leasing
party

Lease Agreement
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Bacteriological Analysis of 
Water

Necessary if facility:

Gets water from a  well or private water source

If drinking water is from private source,
submit evidence of following:

An onsite inspection of the source of water, and

Bacteriological analysis that establishes the
safety of the water from proper authority.
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Application Process
Submit original application documents &
non-refundable fee to local licensing office.

Application reviewed (accepted or returned)
A receipt for fee with pending facility number(s)
sent to applicant

Individual application review meeting as needed

Pre-licensing visit conducted

If no corrections needed, final file review
conducted and license ordered



79

REMEMBER!

Applicants must attend the Operations
and Record Keeping Orientation
BEFORE the application can be
submitted
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Orientation Is Concluded




