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Welcome To The Presentation

If you are reviewing this presentation,
you should be the individual responsible for
setting up the facility for the initial inspection.

B You may be the facility:
= Director
= Owner
= Staff
= Licensee representative
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For this presentation, you will need a copy of the following items:

B New Facility Readiness Self Checklist

http://azdhs.gov/documents/licensing/childcare-
facilities/providers/forms/new_facility _readiness_checklist.pdf

B Arizona Administrative Code, and Arizona Revised Statutes for
Child Care Facilities

http://azdhs.gov/documents/licensing/childcare-facilities/rules/bccl-child-
care-facility-rules.pdf

= The Rules Instrument used for the initial inspection will reference these rules
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R9-5-401.1
Staff Qualifications: Facility Director

To qualify as a facility director, the individual must be at least
21 years of age and meet one of the qualification options listed
in R9-5-401.1. (a-d).

The director is responsible for running the daily onsite
operations of the facility.
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All items listed must be addressed in the Statement of Services — even if not offered

R9-5-302.A. Statement of Services #1 — #8.

(sometimes known as a Parent Handbook)
B 1. Description of facility’s child care services
B 2. Hours of operation

B 3. Facility’s street address, city, state, zip code, mailing address & phone
number

B 4. Child enrollment and disenrollment procedures
B 5. Charges, fees

B 6. Child admission and release requirements

B 7. Discipline guidelines and methods

B 8. Transportation procedures, if applicable

2024-05-01 BCCL Training




All items listed must be addressed in the Statement of Services — even if not offered

R9-5-302.A. Statement of Services #9 — #18.

B 9. Field Trip procedures, if applicable

B 10. Parent responsibilities

B 11. General description of activities & programs
B 12. Liability insurance

B 13. Medication procedures, if applicable

B 14. Accident & Emergency procedures

B 15. Inspection reports are available on-site

B 16. Facility is regulated by the Department, with the Department’s
address and phone number

B 17. Pesticide application procedures
B 18. Parental access during hours of operation
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R9-5-308.A.
General facility liability insurance

Minimum of $S300,000

er incident

Provide a copy of the
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at your facility for review
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R9-5-308.A.

> Proof of vehicle insurance
= |f using a facility vehicle for taking enrolled children on fieldtrips

= |f transporting children
Examples: To/from school or home, field trips

> Keep one copy on facility premises
> Provide copy of changes to Department at time of changes
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R9-5-509.A

PREMISES.

B Current Sanitation Permit dated before the license is issued for the
following areas, as applicable:

= For your facility’s kitchen
= For the school cafeteria
= License permit from caterer, if food is catered

Contact your County’s Health Department/Sanitarian
for more information
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R9-5-309 Fire Inspection

Before license is issued, a violation-free Fire Inspection Report must be
obtained from

= Local fire department
OR
= State Fire Marshal

L] Keep a copy of the current fire inspection on facility premises

B Provide a copy to Department before the license is issued and when
requested by the Department
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R9-5-309 Gas Inspection

If gas lines are on the premises...

A violation-free gas inspection is required before a license can be issued and
must be conducted by

» Alicensed plumber
OR
* Individual authorized by local jurisdiction

Conduct a gas inspection every 12 months after license issued
. Keep a copy of the current gas inspection on facility premises

B rrovide a copy to Department before the license is issued and when
requested by the Department
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R9-5-306 Attendance Records

B Class attendance Roster for each activity area

Create a policy and procedures for staff to carry out how they will keep track

of and document the presence of children in each activity area.

Definition: Activity area means a specific indoor or outdoor space
or room of a licensed facility that is designated for use by an

enrolled child for an activity.

2024-05-01
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R9-5-515 lliness and Infestation

B A Log to record communicable illnesses and infestations is required for:

* Enrolled children
AND
e Staff members

Forms can be found on the Bureau of Child Care Licensing webpage
http://azdhs.gov/licensing/childcare-facilities/index
Select the Provider Info button
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R9-5-516 Medications

B Medications - policy and procedures
= Prepare a written statement that specifies:

Whether or not prescription or nonprescription medications will be
administered to enrolled children

= |f medications will be administered:

Designate in writing who is responsible for the administration of all
medication

B Medication authorization form:
=  Completed by enrolled child’s parent or health care provider

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

‘ Select the Provider Info button ‘
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R9-5-517.A.B. Transportation procedures

B Qualified driver
B Staff-to-children ratios are met (R9-5-404.)

B For transportation of enrolled children to and/or from school

Obtain dated, written permission from the enrolled child’s parent
before transporting child

Motor vehicle is registered, insured and inspected by our
Department prior to use
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R9-5-518.A. Field Trips
B Field Trips procedures must be documented, if applicable
B In order to transport children TO and FROM a field trip location:

Obtain dated, written permission from the enrolled child’s parent
before the child participates in a field trip.

Prepare a field trip plan

Forms can be found on the Bureau of Child Care Licensing webpage
http://azdhs.gov/licensing/childcare-facilities/index
Select the Provider Info button
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R9-5-306.A. Admission and Release of Children

B Sign in and out procedures for children
= Have attendance forms/system in place
= |Include spaces for the child’s name, date, time in and signature space, time out
and signature
= Additional sign in and sign out spaces if necessary
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R9-5-301.A.3 General Licensee Responsibilities

B Daily attendance procedures for all staff
= This includes the DIRECTOR
B Have a staff attendance form/system in place
= Staff and director must enter their time of arrival and departure every day

Forms can be found on the Bureau of Child Care Licensing webpage
http://azdhs.gov/licensing/childcare-facilities/index
Select the Provider Info button
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R9-5-514.A.1-8 Accident and Emergency Procedures

B First Aid Kit must contain the following:
= A pair of scissors

B If purchasing a commercial kit, remove medication packets

Re-closable 1 gallon bags

Adhesive tape

Antiseptic solution or sealed antiseptic wipes
Single-use, non-porous gloves
Sterile/individually packaged items:

Sterile Band-Aids of various sizes
Sterile gauze pads
Sterile gauze rolls

2024-05-01
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R9-5-514.C. Accident and Emergency Procedures

B Fire evacuation map
= Posted near the fire exits in each room

= Remain posted at all times
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R9-5-514.B.1-5/E. Accident and Emergency Procedures

The staff with currest first aid centification are:

B Accident, evacuation and emergency plan = -
= Accessible to staff = o
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= Posted in activity areas without a 2-way communication
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Updatz comgileted:
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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 BCCL Training 21



R9-5-605

B Fire and Safety
= Fire Extinguisher mounted in classroom
= Record service checks of fire extinguisher
= Anything else as required by local fire department

R9-5-605, 301
B log to record smoke detector battery checks

2024-05-01 BCCL Training
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R9-5-301 General Licensee Responsibilities

B A log to record monthly fire drills

B Drills must be:
= Unannounced
= At different times of day
= Once a month

W) ARIZONA DEPARTMENT Fire Drills and Smoke Detector Battery Check
OF HEALTH SERVICES MONTHLY RECORD
L] LICENSING
INSTRUCTIONS

1. During each monthly drill, conditions shall vary and each should be given at an unexpected
time. Familiarize children with alternate routes.

2. Emphasis should be placed upon quiet and orderly evacuation under proper discipline.

3 Record information for the Bureau of Child Care Licensing.

DATE(year) DAY TIME OF DAY EVACUATION TIME BATTERY CHECK

JANUARY

FEBRUARY

MARCH

APRIL

MAY

JUNE

Juy

AuGuST

SEPTEMBER

OCTOBER

NOVEMBER

DECEMBER

2024-05-01 BCCL Training
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R9-5-501 General Standards

B Daily activity schedule posted:
= Inside each activity area (classroom)

B Includes:

= Time and name of activity scheduled

= Example:
8:00 am Circle time
8:30 am Table activities
9:00 am Music and Movement
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R9-5-501.B.6 General Standards

B A dated, weekly lesson plan is posted in each indoor activity area
B Example:
= Circle time = introduce theme (Vehicles/Transportation)

= Table activities = transportation theme puzzles/vehicle tracing sets/paint
with cars

= Music/Movement = song, “Wheels on the bus”

= Sensory activity = hide/find mini vehicles
in play dough
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R9-5-501, 513, 514 Age Appropriate Equipment

B Equipment/tables/shelves in place
B Toys/books set up and accessible
B Dress-up items

B Sensory items

B Safe and ready for children’s use

2024-05-01 BCCL Training
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R9-5-501, 513, 514 Age Appropriate Equipment
B Arts & craft items
B Music & Science items

B Manipulatives
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R9-5-603 Outdoor Activity Areas

B Enclosed by a fence
B Open spaces do not exceed 4 inches

B Shade

B Resilient surface in fall zones
= Definition of “fall zone” (R9-5-101.47)
= Minimum of 6 inches resilient surface

B Drinking water accessible (R9-5-501.A.2)

B Hazard free and ready for use
by enrolled children

2024-05-01 BCCL Training
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R9-5-512 Cleaning & Sanitation

B Garbage can for food waste
= Liner and cover

B Floors and restrooms kept clean and sanitary
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R9-5-501.A.4 General Standards

B Drinking water sufficient for the needs of and accessible to all children:
= Indoor activity areas
= Qutdoor activity areas
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R9-5-501 General Standards

B Toxic and flammable materials AND Items labeled with a child warning label
Stored separate from food items
Inaccessible (out of a child’s reach) OR Locked

B Hazardous facility equipment
= Toilet brushes, plungers, ladders, lawn mowers
Inaccessible (out of a child’s reach) OR Locked
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R9-5-501 General Standards

B Except when used as part of an activity, the following are stored in
an area inaccessible to an enrolled child:

= Garden tools such as
a rake, trowel, and shovel;

= Cleaning equipment and supplies, such as
a mop and mop bucket.

Inaccessible means out of a child’s reach OR locked.
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R9-5-512.D. Cleaning & Sanitation

B Each restroom contains within easy reach of enrolled children:

= Mounted toilet tissue
= Dispensed soap
= Disposable, single-use paper towels in a mounted dispenser

Or
= A mechanical air hand dryer
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R9-5-303.A. Posting of Notices

B Conspicuously posted for viewing:

= An area designated near the entrance for individuals entering or leaving the
facility
= A designated location in the activity area

IEiT"'L
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.: £-1 = |
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2024-05-01 BCCL Training 34


https://www.google.com/url?url=https://www.pinterest.com/explore/parent-information-board/&rct=j&frm=1&q=&esrc=s&sa=U&ved=0ahUKEwiry9Xl5_nQAhUT9WMKHfuACU0QwW4IGjAC&usg=AFQjCNE70VEIYMzyQj0yXBiUH9E5sFQ96g

R9-5-401 Staff Qualifications: Facility Director’s Designee

To qualify as a Director’s Designee, the individual must be at
least 21 years of age and meet the one of the qualification
options listed in R9-5-401.2. (a-d).

The director’s designee is to act on behalf of the facility
director when the facility director is not present in the
facility.

2024-05-01 BCCL Training 35


http://www.google.com/url?url=http://cliparting.com/free-office-clipart-15007/&rct=j&frm=1&q=&esrc=s&sa=U&ved=0ahUKEwjruoTzstbQAhWGKWMKHcldAsE4PBDBbgg2MBA&usg=AFQjCNE9FdV77usFGRmlXlkSKnELkTfVwA

R9-5-509 Food Service and Food Handling Standards

B Menu:
= Prepare a weekly menu — one week in advance

= Include names of specific foods
State actual kind of fruit- example: “peaches”
State actual kind of vegetable- example: “celery”

= Dated for current week
= Posted in area for conspicuous viewing
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R9-5-304 Enrollment of Children

B Emergency, Information, and
Immunization Record card

B A copy of the Immunization Record
must be attached

"‘]ADHS T -
BTt Irizons Department of Heallb Services - Immunization Information.
o ‘Burexu of Child Care Licensing. 1“’-‘-:[;";)-\14
Emergency, Information and Immunization Record Card
TR Vi == T i
oo Wi 7, T i, Tam T Toaa relled -
Hwi e | =
B J |
‘ | | allnformation
= | | jshm:s
e 195004 -
& e , — —
1o 1] pcmtions
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Hym, o procatn
=
Titae @y T TO% O
M el (heart souble, oot protlem, besmg mpsmam, bania )
o N 1 vl pecesice:
O pel macmonr

Tt fcoway y NOT;
T

Cumppmbnabm ot nd o i msesty. Oys O

Telepbone Autborizstion Code (optiuly

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

http://azdhs.gov/licensing/childcare-facilities/index
Select the Provider Info button
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R9-5-402 Staff Records & Reports

B Maintain a file for each staff member

Personnel records checklist
(form available on website)

B Records must be available on facility premises

PERSONNEL RECORDS
R9-5-402.A., R9-5-403

[J7- Employes Hame Date of Birth:

“Hore Address: | Position

Telehane & | Aone_JSupersised] |
EF‘ Start Date: Hire Dale; (if diffarent)
[0+ endDate:
DA. Emergency Contact{name) ‘ Phong &

Mailing addiess

Immunization Statement: In Compliance with Arizona State

Law, the undersigned does hereby festify

thal he/she has Immunizations against measles, rubslla, diphtherla, mumps and pertussis that are

cumrent.
Emplt Date:
-7, erification of Fingerprint Regisiration free AR § 382026, R5.5203:
Cniginat signed Criminal History Aficiavi deted
Copy of the Applicant Fingerpanl Appicai o # ]
Copy of the Fingerpninf Clearance Card (expirabion dar (&3 )]
DPS contacted (date, ) Ovalid  [JNOT valid
[J&._ Documents required by RO-5-301(F)
] mantoux TB Test Resulls (o or win 12 months prior to start date). date of fost results
[J A heslih care provider's signed statement thal the individual is frea from TB, dated wiin B monlhs of star date
[Je.  Documents required by Re-5-401
aworic fied (name
[l ¥ich School DilomafGED Cerficste  tis Verifed - (name}

[ Wark Expariance

Adata)

. Written Documentation of Training required by R9-5-403

New Staff Training within 10 days of starbng date _(date

Sste)
Eighteen (18) Hours of Annual In-Servics Training based on stafing date, Including &t least & hours In areas of

child growth & development |
|

YEAR: |
osadontimaste) | | N T
HOURS: | | |
D! 1. %erm License or Certification
AZ Driver's License " "

T van drver) [JFood Handiers Gard | [ First Akd Certiicate ] CPR Cartficate

Expires: Expirss Explres. Expires
DIZ. Geod fath efforts to contact pravious employers:

O contazt 1 O contact 2

MName: Date: MName: Date:

. [JCPS Registry background check [JCPS Registry Dirac! Service Pasilion farm or Affidawi farm

RETAIN ENTIRE FILE 12 MONTHS FROM TI

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

oo ermone rosseds check i do (2113). CCLform - 256

ERMINATION DATE
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A.R.S5.§36-882.Q., R9-5-309 and 509
Department Inspection Reports

B Available to parents on request

B Maintain a file for all other inspection reports:

= Sanitation inspection or permit

= Gas inspection
= Fire inspection

B Available for review during inspections

2024-05-01
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R9-5-511.A. Sleeping and Napping

B Each child who sleeps or naps at the facility is provided with:
= Cot, mat or crib
= Clean sheet to cover cot, mat, crib
= Clean blanket or sheet available
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R9-5-501.A.10 General Standards

B Provides in one indoor activity area one cot or mat, with a sheet and
a blanket available

= So an ill or tired child can rest quietly away from other children

2024-05-01 BCCL Training 41



2024-05-01

R9-5-503.A. and 601.4. Standards for Diaper Changing
B Ensure that the diapering area is set up per rule requirements
B Required in each activity area with diapered children

inaccessible to children

DIAPER CHANGING|

A child’s diaper shall be changed as soon as it is soiled.

222
"
Ul

| BAIL

1. Diaper change surface shallbe 2.Place childon surface. Remove 3. Clean chil
seamless and

{a

smaolh, andkepl dear ofilems not

GERMS before each diaperchange!

Placesoiled disposablewipe, i inthe soi Use
diaperinto a covered, plasticlined intothe soiled di i P i Clean
container. Placesalledciothing into your hands, if needed. (Limit
alabeledplasticbagandkeepina tauhingthe environmentor

plasticlined container (for nls supplies with gloved hands.)
purpose only)unt pick-up.

5. Alter removing the contarinated

6.Wash the CHILD'S hands 7.Cleanthe diaperehanging area 8.Wash YOUR hands with
(regardless of age)with running with s0ap and water, and sanitize anthacterial soap and water. WASH
at Retum  with lion, using single AWAY GERMS! Be sure o note the
the childtothe activty area orerib.  use papertowels. diaperchange onthe dated log.
=
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R9-5-502 Supplemental Standards for Infants

B Age appropriate activities
= Active and quiet
= Indoor and outdoor
= Tummy time while awake
= Non abrasive flooring

B Keeps dated, daily, documentation of each infant including:
: Description of activities infant participated in
§ The infant’s food consumption
: Diaper changes

2024-05-01 BCCL Training
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R9-5-403, 301 Training Requirements

B First Aid certification — for child and infants
B CPR certification — for child and infants
= Must include demonstration of skill

Hea

CP

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:

| Issue Date

1
ARTSAVEH PR AED

rtsaver® 2 American

R AED ot

Child CPR AED Infant CPR Written test

Recommended Renewal Date

2024-05-01
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R9-5-603 Outdoor Activity

B Resilient surfacing is required
B Hard surface material is not used under resilient surfacing
= Unless used as a base for rubber surfacing only

B Shade for all children playing in the outside activity area

2024-05-01 BCCL Training
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Chlld Care Centers and Public Schools

Center Rules Instrument Checklist

. Center Rules Instrument (Condensed)

. Infant Daily Log

. New Facility Readiness Self Checklist

. Personnel Records Checklist

. Posting of Notices

. Recommended Accident, Evacuation & Emergency Plan
. Retention Requirements

. Staff Qualification Guidelines

. Statement of Services Checklist

. Abuse and Neglect Documentation Sheet

. Accident & lliness Log

. Arizona Statement of Citizenship and Alien Status

. Checklist for Training of New Staff Member
. Child’s Sign-In and Sign-Out Sheet by Date
. Child’s Sign-In and Sign-Out Sheet by Month

2024-05-01 BCCL Training
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Child Care Licensing and Group Home Certification
Department’s approved form must be used)
Communicable Disease Information

Controlling Persons Guidelines

** Criminal History Affidavit

Diaper Changing Log

Diaper Changing Procedure Chart

Employee’s Professional Reference Documentation

** Emergency Information and Immunization Record Card
Emergency Preparedness

Employee Training Log

Fire Drill and Smoke Detector Battery Log

Fingerprint Guidelines

Fingerprint Clearance Card update Form

Fingerprint Clearance Card Tracker

Foreign Credentials Evaluation Agencies

Helpful Telephone List For Child Care Providers

(**means the

2024-05-01 BCCL Training
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Child Care Licensing and Group Home Certification

Incident-Injury Report

Immunization Information for Enrolled Children

Immunization Verification for Staff Members

Individualized Plan

Infant Feeding Instructions

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

Meal Patterns

Mediation Consent Form

Parent Alert Notice

Poisoning Prevention

Staff Report

Toys and Equipment-Guidelines for Compliance

Travel Permission Form
Written Documentation of Corrections Instructions

2024-05-01 BCCL Training
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You have now completed the
Readiness Self Checklist Guide!

B Use your Readiness Self Checklist to ensure all
the required areas have been addressed

B Contact the Bureau of Child Care Licensing for assistance
602-364-2539 (Phoenix) or 520-628-6541 (Tucson)
from 8:00 AM — 5:00 PM

Monday through Friday (except holidays)

B And remember... go to our website for help with

forms already created for your use!
http://azdhs.gov/licensing/childcare-facilities/index

Your State Compliance Officer looks forward to your facility’s successful Initial Inspection.
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