ITEMS YOU WILL NEED TO HAVE READY FOR YOUR RELICENSING VISIT
                 Fcc#017  1/21
Please have the following items ready for your relicensing visit.  Having these items readily available will help you avoid receiving a correction order and will make your licensing visit go more smoothly.  

_____ 1. A complete copy of your policy (9502.0405, subp. 3, A-P) including your child abuse reporting policy 


  information for parents (MN Stat. Section 245A.145, subp.1), your grievance procedure (MN Stat. 245A.04, subd. 


  7), and your chemical use policy (MN Stat. 245A.04, subd. 1).

_____ 2. A completed enrollment form covering the last 12 months, including the children that are no longer 


  enrolled with you (9502.0367, 9502.0335, subp. 14. B).  Note:  This includes all children age 10 and under.  


  You must include your own children, part-time children, and all drop-ins.  Any child that has attended 


  your child care in the past 12 months must be listed.

_____ 3. Files for each child, including immunization forms, admissions and arrangements, permission forms,

  insurance notice to parents (9502.0405, subp. 4A through F, MN Stat. 245A.152).  NOTE: You must also have forms 

  for each drop-in child.
_____ 4. Daily attendance records for each child in care if you receive reimbursement from a government 


   program (Child Care Assistance Program, Early Learning Scholarship) (MN Stat. 245A.14 subd. 14)
_____ 5. ALL training certificates or copy of your Learning Record from Develop (9502.0385, subp. 2-4, MN Stat. 245A.50) 

NOTE: Your licensor must see your training certificates or your Learning Record in order for your training hours to count. Be sure to have ALL training certificates or Learning Records for your helpers, subs, second caregivers, etc.  
_____ 6. Employee paperwork including verification of all required trainings, background check clearance
  letter, physician form, and any other information relevant to their working with you at your child care.
_____ 7. Substitute tracking log that includes the substitutes name, the date that the substitute provided care, 


  and the number of hours that the substitute provided care (245A.53)
_____ 8. Emergency preparedness plan is written, available for review and updated annually. (245A.51 subd. 3).

_____ 9. Fire/Storm drill log completed for each month since your last relicensing visit (9502.0445, subp. 3. H).

_____ 10. Fire extinguisher must be serviced yearly and tagged with date of service by a licensed professional 

(MN Uniform Fire Code {98}, Section 9 and 1002.17).  The fire extinguisher must be located near the kitchen. (9502.0425 subp. 16)
_____11.  Crib Safety Inspection forms for the last 2 years, including the dates of the monthly crib inspections and  

                   annual recall checks with the U.S. Consumer Product Safety Commission. (MN Stat.245A.146)

_____ 12. The following must be posted:  

a. license (9502.0335, subp. 10), 

b. variances (if applicable) (9502.0335 subp. 8a), 

._____ 13. Current Pet Shot Records (if applicable) (9502.0435, subp. 12.C)

_____ 14. Current well water test (if applicable) (9502.0445, subp. 1. A)

