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Welcome To The Presentation

If you are reviewing this presentation, then
you should be the individual responsible for

Preparing your Child Care Group Home

for the Initial Inspection.

mYou may be the Child Care Group Home’s:
= Certificate Holder
" Provider
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For this Dresentation. you will need:

A copy of the following items:

B New Child Care Group Home Readiness Self Checklist

For rules and regulations referred to on the Checklist
that will be used during the inspection, print a copy of
the Rules & Statutes:

m Child Care Group Home Rules & Statutes
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http://www.azdhs.gov/documents/licensing/childcare-facilities/providers/applications/sgh-initial-application-portfolio.pdf
http://www.azdhs.gov/documents/licensing/childcare-facilities/rules/Home_Rules_Instrument_Checklist.pdf
http://www.azdhs.gov/documents/licensing/childcare-facilities/rules/bccl-child-care-group-home-rules.pdf

R9-3-301.A.
Certificate Holder and Provider Responsibilities

Qualified Provider:
To qualify as a child care group home provider, you
must:

Live in the residence
Be at least 21 years of age
Have a minimum of a high school diploma or GED

And, meet one of the qualification options listed in
R9-3-301.A.1.(d-e) (next page)
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PROVIDER QUALIFICATIONS

®mDo you have
documentation
for ONE of these:

2024-05-01

m3 credit hours in child-
related college course
work

B60 hours of training in
child-related topics

=12 months of child care
experience



R9-3-301. C.
General liability insurance

®Minimum of $100,000

®m Provide a copy of the Certificate
to the Department

m Keep one copy in your files
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R9-3-301.G. Posting of Notices

m Post the following information in a place that can be
viewed when entering or leaving the home:

v’ Child Care Group Home Certificate

v Name of Provider

v Name of staff member designated to act
onh behalf of provider when provider is not

present in the home
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R9-3-301.G. Posting of Notices

m Post the following information in a place that
can be viewed when entering or leaving the
home:

v Hours of operation
v Weekly activity schedule

v The amount of time in minutes children may
watch television, videos, or DVDs (screen time)

v The current weekly menu
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A.R.S. § 36-897. 12.A. & -389.01.K
Inspection of Records

Maintain a file for all Department
Inspection documents

Records of:

® Annual inspection

m Mid-year inspection

= Any announced or unannounced
inspection/investigation

2024-05-01 BCCL Training




Staff member files:
m R9-3-301.A. 1- 4.b.

Non-staff/household member files:

® R9-3-301.A.3. and A.4.c.

Pet vaccination documentation:

= R9-3-508.1.2.

2024-05-01
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ENROLLED CHILDREN'S FILES
3 Emergency Information & Immimization Record Card

3 Proof o fimmunization or exemption attached

3 Special instructions (IEP for specialneeds)

O Attendance sheets

O Medication fonms

O Field top penmission ship

O Transportationpermission

O Modified diet, formula & written feedinginstructions
O Notices ofillness and infestation

3 Toilet traininginstructions

OTHER DOCUMENTATION REQUIRED
O Staff Attendance records
3 Dated Menus (post weekly)

O Documentation of eachacddent, emergency & injury

O Carinsurance & AZ Registration, if applicable

O Field trp plan & attendance records

3 Copies of all service andrepairrecords on vehicles

O Evacuationdrills & smoke detector checks

O Certificate of Insurance

O Documentation ofhome closures/injuries and
SmErgency responses

O Notifications of diseases orinfestations to parents

3 Gasinspection, if applicable

O Diaperchanginglog

O Documentation of suspected abuse orneglect

O Rabies Vaccination (dogs, cats & ferrets)

O Pool watertests

O Notice board postings

O Parent Handbook

O Wrtten weekly schedule

O Fire/emergency plan; evacuation plan: home floorplan

G'Foems'SGHFiles Nesded for Group Homes doc (0811 CCL. form - 217

FILES NEEDED FOR GROUP HOMES

PROVIDER AND STAFF MEMBER’S FILES
O Name, date of'birth, address, phone number

O Starting date of employment

O Immmunization statementor shot record
3 Criminal History Affidavit
OF App/ Fi

O Negative TB skin test or chest x-1ay

Clearance Card

O 2 Good faithreference checks - pravious employes
O New stafftraiming within 10 days ofhire

3 Annualtraining documentation

3 High school diploma or GED

O First aid &/or CPR certificates

O Copy of driver'slicense (if transporting)

3 Central Registry background check

) Central Registry Direct Service Position form]

PROVIDER FILE, (in addition to above)

3 Orientation Certificate of Completion

HOUSEHOLD MEMBER'S FILES

O Name, date ofbirth

O Inumumization statements or shotrecords
O Dateresident began livingin the home

O Dateresident lastresided in home, if applic.
3 Relationship to certificate holder/provider
3 TB testresults (age 12 yrs & older)

3 Fingerprint application/card, if adult

3 Criminal History Affidavit, if adult

2024-05-01

CHILD CARE GROUP HOME
Staff and Household Members” Files
R9-3:-30L A.and D]
T7+F Wame Date of Binth
Ty [ Tate] 2
Telephone & Pasitian | Relationship:
02 StanDate Hir=Dat= i
O3 End Date
O4* Immunization Statement. In Gompliance with Arizona State Law, the undersigned does hereby testify
that he/she has immunizations against measles, rubella, diphtheria, mumps and pertussis that are
current
Signature: Date:
O 5. Criminal History Affidavit , original signed & dated
O6* WVerification of Fingerprint Registration — staff & residents 18 yrs or older (ss2 ARS § 56507050 REFIIES
O Copy of the Appiicant Fingerpri iztrati ica i ication # )
O <Copy ofthe Fingerprint Clearsnce Card (expirstion date )
O ors (date )persan )
O 7* Documents required by R2-3-301.A.3 — staff & residents 12 years of age and older
[0 Mantoux TB Test Results {on orwin 12 months prior to start date) date of test results
[0 A haslthcare provider's signed ststement thst the individus| is free from TB, dsted win & months of start date
Os Good faith efforts to contact previous employers:
O Contact 1 O Contact2
Mame: Date: Mame: Date:
0O 9* [CPS Registry background check™ [ICPS Registry Direct Service Position form or Affidavit form ™
[0 DHS New Provider Orientation certificate (providerfowner) T staff & residents 18 years and older
010. Written Documentation of Training required by R9-3-302
[0 New Staff Training within 10 dsys of stariing dste (dste)
[0 Twelve (12) Hours of Annus! In-Service Training besed on starting date, including stlesst two ar more topics
YEAR:
(
O 11. Documents required by R8-3-301.A.1 or 0.1 (provider or person left in charge)
s erig )
[ High School Diploma/GED Certificate pe Verified  (name)
O Work Experience O Traininngdum‘ﬂ\Un doc. {date)
a Current License or Certification (R5-3-302 E, R5-3-408.D.2)
[ First Aid Cartificate [ CPR Certificste AZ Drvars Lieanse
(i & driver)
Expires: Expires: Expires:
RETAIN ENTIRE FILE 12 MONTHS FROM TERMINATION DATE
*Residents (household members) not involved with child care & living in the bome MUST have these documents in their files
G-Formu SEHSGH Suif & Homsehold Fes (315

BCCL Training
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http://www.azdhs.gov/documents/licensing/childcare-facilities/providers/forms/gh_staff_household_files_checklist.pdf

R9-3-301.1.

First Aid & CPR training must be documented for the staff
present in the home.
= First Aid certification - for children and infants
= CPR certification - for children and infants
Must include demonstration of sKkill

| | i
Heartsaver® 2 American

CPR AED Aesadiston.

This card certifies that the above individual has successfully completed the objectives
and skills evaluations in accordance with the curriculum of the AHA Heartsaver CPR AED
Program. Optional completed modules are those NOT marked out:

Child CPR AED Infant CPR Written test

\ Issue Date Recommended Renewal Date

2024-05-01 BCCL Training 12




R9-3-301.D.1.
Staff in charge in provider’s absence meets qualifications

® To qualify, the person must be:
= at least 18 years of age and
= A high school diploma or a GED

= Meet one of the qualification options listed in R9-3-
301.D.1.a-c (next page)
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QUALIFICATIONS for PROVIDER’S

DESIGNATED “IN CHARGE” STAFF

B6 months child care

experience
mDo you have m2 credit hours (or
documentation for  more) in child-related
ONE of these: college courses

m30 hours training in
child-related topics
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R9-3-307. D.2.
Log of communicable diseases and infestations

® Document communicable illnesses and infestations:
* Of enrolled children
* Of staff members
* Of residents

Forms can be found on the Bureau of Child Care Licensing webpage
Select the Provider Info button
http://azdhs.gov/licensing/childcare-facilities/index

2024-05-01 BCCL Training 15


http://www.azdhs.gov/licensing/childcare-facilities/index.php
http://www.azdhs.gov/licensing/childcare-facilities/index.php#providers-forms

R9-3-504.B.1-4 and F.1-5.

Fire Safety, Gas Safety and Emergency Standards

®m Have a log to record monthly
fire drills and smoke detector tests

= Drills must be unannounced
= Done at different times of day
= Conducted once a month

= |

I

L

ARIZONA DEPARTMENT Fire Drills and Smoke Detector Battery Check
MONTHLY RECORD

OF HEALTH SERVICES
G

2024-05-01 BCCL Training

1. During each monthly drill, conditions shall vary and each should be given at an unexpected
ime. Familiarize Ired ith alternate routes.
2 Emphasis should be placed upon quiet and orderly evacuation under proper discipline.
3 Record Informatlon for the Bureau of Child Care Licensing.
DATE(year) DAY TIME OF DAY EVACUATION TIME | | BATTERY CHECK
JANUARY
FEBRUARY
MAR(
APRI
MA
AUGUST
SEPTEMBER
OOOOOO
EEEEEEEE
THIS FORM FOI IONTHS THE DATE OF LAS RILL
D01 & sk cetacror bareey check log doex (11/16) CCL form - 254
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R9-3-310.A. First aid Kit
m A pair of scissors
®m Re-closable 1 gallon bags
m Adhesive tape
m Antiseptic solution or sealed antiseptic wipes
mSingle-use, non-porous gloves
m Sterile/individually packaged items:
= Sterile Band-Aids of various sizes

= Sterile gauze pads
= Sterile gauze rolls

TIP: REMOVE any sample packets of
medication, including antibiotic ointment

2024-05-01 BCCL Training
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R9-3-504 E. and F.

Accident, evacuation and = -

emergency plan

The: stall with carrest first sid eenfification are:

Enp Duse
The: staff with current CPR eertification are:

Nome Enp Duse

Huzie Enp. Due

N Exp Due

® Accessible to staff Sl

m List of emergency e

information posted on or

Thie Caeility™s addness i

Emergency Fhone Numbers (scteal phone sumbers i esse 511 ks med availshle):

next to the telephone e e

Pudson Coocrol Center:
Tpsdate every 12 munths se when Infurmatisn chanpes aceur.

Masrvinin sk plan sn the Gcfiy promes i & bewten seermshi t3 stalf sumier wed poat i sy f ity ssviny s that
s ned hurs n cpmabl iR serics on ey s Ekakon.

G o T2 M b, v & ey plm FANES: O, o 35

Forms can be found on the Bureau of Child Care Licensing webpage

http://azdhs.gov/licensing/childcare-facilities/index

Select the Provider Info button

2024-05-01
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http://www.azdhs.gov/licensing/childcare-facilities/index.php
http://www.azdhs.gov/licensing/childcare-facilities/index.php#providers-forms

R9-3-504 E.

Fire evacuation map

m Posted in each indoor area of the child care group home

approved for child care services

)

A___A Q
s D[‘:oﬂ [1]

™ -

Smoke Alarm—\lb

.~
—x

Q

,
¥
[ ]
|

Il ‘ 08
Il

\ 4 o(i)o
QO i

Primary exit

Alternative exit

--'—‘--

Meeting place &
J ap -

\l‘ 1
1 x ’
. N

b2
*h-"

2024-05-01

BCCL Training

19




R9-3-504.A.2.3.

= Smoke detector(s) must be
installed in:

= Each indoor area approved
for child care

= Each hallway
m Test the battery each month

(@ = Record test (see fire drill log)

= Replace a battery that is
no longer charged

2024-05-01 BCCL Training 20



R9-3-504 A.4. and C. TWO fire extinguishers

mOne is rated at least 1A-10BC
= Mounted in the kitchen

® The other is rated at least 2A-10-BC

® Maintained in a location accessible to staff in approved
space

2024-05-01 BCCL Training 21



R9-3-305
Sign in and out procedures for children

® Have attendance forms prepared

® Include the child’s name, date, time in and sighature
space, time out and signature space

m Additional sign in and sigh out spaces if necessary

2024-05-01 BCCL Training
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CHILD CARE GROUP HOME

JJJJJJJ

R9-3-301.A.4.d. R e E e
Staff Attendance Records

m Have a staff attendance form/system in
place

m Staff and provider must enter their time
of arrival and departure daily

G Fomeisiat 8 Vokrtsar Aserdanee (212 OCLfom- 714

Forms can be found on the Bureau of Child Care Licensing webpage
Select the Provider Info button
http://azdhs.gov/licensing/childcare-facilities/index
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http://www.azdhs.gov/licensing/childcare-facilities/index.php
http://www.azdhs.gov/licensing/childcare-facilities/index.php#providers-forms

R9-3-301. G. 7. and R9-3-406. F.
Menu

®m Prepare a weekly menu

® I[nclude names of specific foods

= State actual kind of fruit- example: “peaches”

= State actual kind of vegetable- example: “celery”
m Dated for current week

m Posted
= Conspicuous area
= Before first snack or meal is served

2024-05-01 BCCL Training
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Forms can be found on the Bureau of Child Care Licensing webpage

Select the Provider Info button
http://azdhs.gov/licensing/childcare-facilities/index
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http://www.azdhs.gov/documents/licensing/childcare-facilities/providers/forms/emergency_info_immunization_card.pdf
http://www.azdhs.gov/licensing/childcare-facilities/index.php
http://www.azdhs.gov/licensing/childcare-facilities/index.php#providers-forms

R9-3-401. B.3.

General Program, Equipment and
Health and Safety Standards

® Equipment/tables/shelves in
place

®m Toys/books set up and accessible
® Dress-up items

m Creative play materials

m Safe and ready for children’s use

2024-05-01 BCCL Training
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R9-3-401. B.3. continued...
= Arts & crafts items
= Music items
= Manipulatives

2024-05-01 BCCL Training 27



R9-3-401. B.4.
Weekly Schedule

®|ncludes activities for:
= Each child’s age and developmental level

= Routines that follow a familiar and consistent
pattern

= Qutdoor activities for large muscle development
= Stories, music, dancing, singing and reading

= Listening and talking opportunities

= Creative activities

2024-05-01 BCCL Training
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R9-3. 506. 11. and 12.
Cleaning and Sanitation

m Garbage can for food waste
= Kept clean
= Covered container
= Lined with plastic bag

m Food waste and other refuse is removed daily from the
residence or, if necessary, more often.

2024-05-01

BCCL Training
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R9-3-401. B.6.

General Program, Equipment and Health and Safety
Standards

® Drinking water available at all times

= Available for all infants
= Available for all one- or two-year-old children

= Accessible to older children

2024-05-01 BCCL Training 30




R9-3-505.D.5.6

General Program, Equipment and Health and Safety
Standards

®m Toxic substances
= Any item labeled with a child warning label and
may be a hazard to a child

= Flammable materials
Store them separate from food storage areas
Stored away from heat producing appliance or
equipment

Store these items out of children’s reach

2024-05-01 BCCL Training 31




R9-3-505. D.9. (a-f)
General Program, Equipment and Health and Safety Standards

m Keep hazardous items out of children’s reach
® These can include:
= Lawn mowers, ladders, toilet brushes, plungers
= Air conditioners, evaporative cooler, heat pump,
or furnace
= A hot tub or spa
= A pond or fountain
= An irrigation ditch, abandoned mine, or well
= A trampoline

2024-05-01 BCCL Training
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R9-3-506.5
Cleaning and Sanitation
®m Each restroom contains within easy reach of

enrolled children:

= Mounted toilet tissue

= Soap contained in a dispenser
= Singly dispensed paper towels

® Hazard free
= Cleaning items are inaccessible
= Personal toiletries are inaccessible

2024-05-01 BCCL Training
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R9-3-508.
Pet and animal standards:

m Each dog, cat or ferret has a current vaccination against
rabies

Habitats are kept clean

No reptiles in an area approved for child care services
Each pet dish is inaccessible

Litter boxes inaccessible

Pet feces cleaned up before use of outdoor activity area
Pets and animals are controlled so that:

= The cleanliness of the home is maintained

= No person is endangered

2024-05-01 BCCL Training 34



R9-3-502.
Outdoor Activity

m At least 500 square feet in size and on the premises
m Shade for all children playing in the outside activity area

m Enclosed by a 4 foot high fence (or higher) with vertical
and horizontal gaps less than 4” wide

2024-05-01 BCCL Training
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R9-3-502.
Outdoor Activity

® Equipment
= Arranged safely
= Safe fall zone requirements - resilient surface
= Tip resistant or is securely anchored

2024-05-01 BCCL Training 36



R9-3-504.D.
Gas Inspection

If gas lines are on the premises...

m A violation free inspection
= By a licensed plumber
= I[ndividual authorized by local jurisdiction

m Keep a copy of the inspection in your files
® Provide a copy to Department

2024-05-01 BCCL Training
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R9-3-309. Medications
The Department’s medication authorization form must N —
be used _ wocoucousmrom
m Prepare a written statement that specifies: e i i
= Whether or not prescription or nonprescription | £ s
medications will be administered to children
= If medications will be administered:
Designate in writing who is responsible for the e ——
administration of all medication ot e PR o
= Medication authorization form must be SR ——
completed by child’s parent or health care , —
provider e e i

Forms can be found on the Bureau of Child Care Licensing webpage

Select the Provider Info button

http://azdhs.gov/licensing/childcare-facilities/index

2024-05-01 BCCL Training
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http://www.azdhs.gov/documents/licensing/childcare-facilities/providers/forms/medical_consent_form.pdf
http://www.azdhs.gov/licensing/childcare-facilities/index.php
http://www.azdhs.gov/licensing/childcare-facilities/index.php#providers-forms

R9-3-408. and R9-301.F.e-f.
Transportation procedures

® To and/or from school:
Obtain dated, written permission from the enrolled child’s

parent before transporting the child and follow all procedures

® Include information about transportation in the document you

prepare for parents

Forms can be found on the Bureau of Child Care Licensing webpage
Select the Provider Info button

http://azdhs.gov/licensing/childcare-facilities/index
2024-05-01 BCCL Training
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http://www.azdhs.gov/licensing/childcare-facilities/index.php
http://www.azdhs.gov/licensing/childcare-facilities/index.php#providers-forms

R9-3-408.C.1.
Proof of vehicle insurance

® Must be current documentation

= For each motor vehicle used to transport an enrolled child:
= Keep proof inside the motor vehicle, with car registration
= Keep copies on premises

= Provide copies to the Department when vehicle insurance
coverage and registration change or expire

2024-05-01 BCCL Training 40




R9-301.F.e-f.
Field Trips

m Obtain dated, written permission from the child’s parent
before the field trip

® Prepare a field trip plan

®m Transportation to and from a field trip location - see
transportation requirements

Forms can be found on the Bureau of Child Care Licensing webpage

Select the Provider Info button
http://azdhs.gov/licensing/childcare-facilities/index

2024-05-01 BCCL Training
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http://www.azdhs.gov/licensing/childcare-facilities/index.php
http://www.azdhs.gov/licensing/childcare-facilities/index.php#providers-forms

R9-3-402
Sleeping and Napping:

® For each child who sleeps or naps at the home, provide:

= Cot, mat or crib
= Clean sheet to cover cot, mat, crib
= Clean blanket or sheet

2024-05-01 BCCL Training 42



R9-3-402.C.4
Sleeping and Napping -
When child is IN the crib

m Crib does NOT contain:
= Bumper pads, pillows
= Comforters, sheepskins

= Stuffed toys or other stuffed products -

including boppy pillows

2024-05-01

BCCL Training
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R9-3-507.
Diaper Changing Standards

®m Nonabsorbent, sanitizable surface
= Kept clear of items not required for diapering
= In an approved area that is not in a kitchen or
eating area
= Has access to running water and dispensed soap
within 15 feet of approved diapering location

® Follow cleaning and sanitation requirements
® Document all diaper changes

m Soiled cloth or disposable diapers are disposed of in waterproof,
tightly covered and lined containers

2024-05-01 BCCL Training
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R9-3-403.
Supplemental Standards for Infants, One- or Two-Year-Olds
= A child is not in a confining piece of equipment for more than
30 minutes while awake:
Crib, play pen, swing, feeding chair, infant seat or other
confining piece of equipment
= Allow individual pattern of sleeping, waking and eating
= Put infant to sleep on back
= Water only in bottle or sippy cup at nap time
= Change a child’s diaper as soon as wet or soiled
" Provide toys too large to swallow
= Use of a walker is not permitted
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Child Care Licensing and Group Home Certification

m Communicable Disease Information

m  Controlling Persons Guidelines

= Criminal History Affidavit **

= Diaper Changing Log

= Diaper Changing Procedure Chart

= Emergency Information and Immunization Record Card **
= Emergency Preparedness

=  Fire Drill and Smoke Detector Battery Log

m  Fingerprint Guidelines

= Fingerprint Clearance Card update Form

= Fingerprint Clearance Card Tracker

m  Foreigh Credentials Evaluation Agencies

m  Helpful Telephone List For Child Care Providers

(**indicates the Department’s approved form is required)
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http://www.azdhs.gov/licensing/childcare-facilities/index.php#providers-forms
http://www.azdhs.gov/licensing/childcare-facilities/index.php#providers-forms

Child Care Licensing and Group Home Certification
(** indicates the Department’s approved form is required)

= |ncident=Injury Report

= Immunization Information for Enrolled Children

m |ndividualized Plan

m |nfant Feeding Instructions

m Log of Accident, Injury, Emergency, lliness, Infestation and Absence

= Meal Patterns

m Medication Consent Form **

m  Poisoning Prevention

m Staff Report

= Toys and Equipment-Guidelines for Compliance

= Travel Permission Form

= Written Documentation of Corrections Instructions
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You have now completed the
Readiness Self Checklist Guide!

m Use your checklist to ensure all
the listed areas have been addressed

®m Contact the Bureau of Child Care Licensing
@602-364-2539 or 800-615-8555 from 8:00 AM — 5:00 PM
Monday through Friday for assistance (except holidays)

® And remember... go to our website for additional helpful forms and
resources!

http://azdhs.gov/licensing/childcare-facilities/index

Your State Licensing Officer looks forward
to the successful Initial Inspection
of your child care group home.
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