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MINIMUM LICENSING REQUIREMENTS FOR

Out-of-School Time Facilities

100 &HHB-cARE OUT-OF-SCHOOL TIME LICENSING
101 Related Laws and Requirements

1. The “Child Care Facility Licensing Act” Ark. Code Ann. 20-78-201-220, as amended, is the
statutory authority for licensing ehild-earefacHities Out-of-School Time (OST) Programs.
This act created the Division of Child Care and Early Childhood Education and authorized the
Division to establish rules and regulations governing the granting, revocation, denial and
suspension of licenses for ehild-eare OST facilities and the operation of ehild
eare OST facilities in this state. The Minimum Licensing Requirements for Ehitd-Care
€enters Out-of-School Time Facilities are the Division’s rules and regulations for €hite-Care
Centers OST Facllities.

2. The Child Care Facility Licensing Act designates the Arkansas Department of Human
Services, Division of Child Care and Early Childhood Education as the administrative agency
responsible for administering the Act in accordance with the Minimum Licensing
Requirements for Ehiled-Care-Centers Out-of-School Time Facilities. The Division is
authorized to inspect and investigate any proposed or operating Ehid-Care-Centers-OST
Facilities and any personnel connected with the Eerter-OST Facilities to determine if the
facility will be or is being operated in accordance with the Child Care Facility Licensing Act
and the Minimum Licensing Requirements for Ehitd-Care-Centers-Out-of-School Time
Facilities.

3. The Child Care Licensing Unit will notify the applicable federal agency at any time they
become aware of or are advised of violations of any of the following or similar laws. The
owner should be aware of applicable federal laws which may affect the operation of the
facility, such as, but not limited to:

a. Americans with Disabilities Act (ADA).

b. Environmental Protection Agency (EPA) regulations to ensure that any renovation
or repair work on a home, child care facility, or school that was constructed prior
to 1978 shall be completed by a contractor that is certified by the Environmental
Protection Agency (EPA), when the repairs and/or renovations consist of any or
all of the following: the repair or renovation disturbs six (6) or more square feet
of the interior, the repair or renovation disturbs twenty (20) feet or more square
feet of the exterior, and/or the repair or renovation involves removing a window.

c. Federal civil rights laws state that a facility may not discriminate on the basis of
race, color, sex, religion, national origin, physical or mental handicap, or veteran
status.



4. The Licensee shall maintain Child Care Liability Insurance (Act 778 of 2009), and comply
with the following requirements:

a. Prior to the approval of an application, the applicant shall provide verification of the
required coverage to the Licensing Specialist and provide subsequent verification when
requested. (Facilities licensed prior to the effective date of this revision shall have
ninety (90) days to comply with this requirement.)

b. The Licensee shall maintain the minimum amount of coverage as follows:

Licensed Capacity of €enter-OST Facility Minimum Child Care Liability Insurance
Coverage Required

1-74 $500,000 per occurrence

75 and up $1,000,000 per occurrence

5. Laws relevant to the operation of ehild-care-OST facilities are available upon request.

6. The following standards are the minimum licensing requirements which shall be met by
persons or organizations which operate a—<hitd-eare an OST facility. In recommending a
license be issued, the Division of Child Care and Early Childhood Education works in
coordination with the local and state Health Departments, Fire Departments, City Planning
or Zoning Departments and the Boiler Division of the Department of Labor. Persons
considering opening or expanding a-ehteeare- an OST facility shall immediately contact
these individual departments for inspection and information on their separate regulations.

A prospective Licensee should request clarification regarding the codes or covenants
enforced by these departments as some may prevent the operation of a—¢hite-care OST
facility at a particular location, may limit the number of ehildrer participants in care or may
impose additional safety requirements.

7. The Licensing Unit shall share information on the location and status of new applicants
applying for a license and on facilities holding a license when a city or county requests the
information.

102 General Requirements

1. childCareCenters OST Facilities shall maintain compliance with the licensing requirements
at all times. To be in substantial compliance, the €hild-Care-Center OST Facility_shall meet
all essential standards necessary to protect the health, safety and welfare of
the ehildren-participants attending the Shild-Care-Center OST Facility. Essential standards
include but are not limited to those relating to issues involving fire, health, safety, nutrition,
discipline, staff/ehitd participant ratio and space. Failure to comply with any of the licensing
requirements for Shild-Care-Centers-OST Facilities may result in any of the following adverse
actions:

a. Denial of an application for a license or for church exempt status
b. Revocation or suspension of a license or church exempt status



c. lIssuance of a provisional license or provisional church exempt status
2. The following factors may be considered when determining the appropriate adverse action:

Severity of the deficiency cited
Number of violations cited

Frequency of violations cited

Past history of compliance
Willingness/ability to correct violations

LIS A

3. Each child-CareCenter OST Facility_shall be reviewed by the Child Care Licensing Unit to
determine whether the facility is in compliance with all the Minimum Licensing Requirements
for Ehild-Care-Centers-OST Facilities. Child Care Licensing staff shall have access to Shild
CareCenters-OST Facilities for the purpose of conducting inspections, reviews and
complaint investigations. (Clarification: In addition to rooms used for care, Child Care
Licensing Staff must also be given access to all other rooms or spaces not used
for ehitd-care. Any rooms or areas that are not accessible to ehiledrer-participants_in care
will only be viewed briefly for major health and safety issues and will not be routinely
monitored for general licensing compliance. This is to help insure that there are no dangers
such as fire hazards, which could impact the safety of the entire structure.)

4. Denial of access to the facility or to interview eh#terer-participants may result in any of the
adverse action described above.

5. Any facility that has not provided care to ehildrer participants for a period of one year shall
be closed unless a written request is made by the licensee stating why closure should not
take place. If the licensee requests that the license remain open, license fees and required
annual inspections shall be kept current.

6. Falsification of any document or the submission of false information to the Child Care
Licensing Unit or any other unit of the Division may constitute grounds for revocation of the
license. (Falsification means the submission of untrue information, whether by statement or
omission.)

103 Licensing Procedures

1. Application- An application shall be obtained from the Child Care Licensing Unit. The
completed application packet shall be submitted to the Child Care Licensing Unit for review
and approval. A completed application packet shall consist of:

a. A signed application form with a designated person who assumes legal responsibility for
operation of the ehild-eare OST facility

Name of proposed director and their qualifications

Names, addresses and telephone number of Board of Directors, if applicable

Clear written guidelines of responsibility for the Board of Directors, if applicable
Building/facility diagram

Description of the services that will be provided to the ehildrer-participants

~0 Qo0 T



g. Verification that criminal record checks and child maltreatment central registry checks

have been initiated on all owners, operators and staff members of the Ehitd-Care

Center-OST Facility.

Boiler inspection, or verification that inspection has been scheduled

Fire Department approval

Health Department approval

Zoning approval

Verification of Child Care Liability Insurance (if Child Care Liability Insurance cannot be

obtained before application, it must be obtained with proof provided to the Child Care

Licensing Unit before care of ehitdren participants can be provided)

m. A reasonable plan with a proposed budget for the financial support of the center covering
costs of staffing, building (including rent or mortgage and repairs), utilities, equipment,
safety, and nutrition.

Time for processing: The Licensing Specialist has sixty days to submit a recommendation to
the Division.

A pre-approval consultation meeting shall be required for all applicants for a license prior to
the approval of the application. This meeting shall be offered to the applicant prior to
application or within 30 days of the receipt of the application.

License- The Child Care Licensing Unit shall conduct a licensing study of each €hild-Care
€enter-OST Facility to determine eligibility for a license. The facility shall be approved by
the Child Care Licensing Unit before a license may be issued by the Division. A license for
a chite-Care-Center OST Facility shall specify:

a. The name and address of the facility

b. The owner/operator of the Ehitd-Care-Center-OST Facility

c. The number of ehitdren-participants authorized for care at the Shild-Care-Center-OST
Facility

d. The expiration of any provisional licenses

e. The type of care the Shitd-Care-Center OST Facility will be providing

License—Non-transferable- A license for a €hite-Care OST Facility or approval for a church-
operated exempt status shall apply only to the address and location stated on the license or
approval issued. It shall not be transferable from one holder of the license or approval to
another or from one place to another. If the location of a Ehitd-Care-OST Facility is
changed, or the operator of the €hite-Care-OST Facility is changed, then the license or
approval for that Ehld-Care-OST Facility shall be automatically closed on such a change.
The €hitd-Care-OST Facility shall notify the Licensing Unit of a change of location or
ownership.

Compliance—On-site inspections of Shild-Care-Centers OST Facilities are conducted by the
Child Care Licensing Unit on a routine basis to determine a facility’s continued compliance
with the standards. The caregivers shall cooperate with licensing staff during licensing visits
and investigations.



Violations of rules are documented in writing by use of the licensing compliance record.
Documentation shall include:

a. Reference to the specific rule violated

b. A factual description of the nature of the violation and how the Shild-Care-Center OST
Facility failed to comply

c. A date of expected corrections

If video recordings are made by the facility they shall be made available to licensing staff as
needed upon request.

8. The Child Care Licensing Unit shall have the authority to make both scheduled and

9.

10.

11.

12.

unscheduled visits to:

a. Conduct inspections and reviews to determine compliance with the licensing
requirements.

b. Investigate complaints involving possible violations of licensing requirements.

c. Offer consultation and technical assistance.

The Child Care Licensing Specialist may increase unscheduled monitor visits where
numerous or severe violations of standards are cited.

If a violation is of imminent threat to the health, safety and welfare of the ehildrern
participants attending the OST Program Ehie-Care-Center, corrective action or compliance
shall be obtained within 24 hours in order to insure the health, safety and welfare of the
children in care. If aChild-CareCenteran OST Facility violates an administrative standard
or standard that does not directly threaten the immediate health, safety or welfare of

the ehildren participants in care, these violations shall be corrected within a reasonable time
as mutually agreed upon by the Child Care Licensing Unit and the Shild-Care-Center-OST

Facility.

Once a violation has been corrected, the correction will be documented on the Licensing
Compliance Record and a copy provided to the Ehid-Care-Center-OST Facility.

New Provisional License- The Child Care Licensing Specialist shall recommend a new
provisional license when the facility is newly opened or a facility has been acquired by new
owners whose compliance history has not been determined. A new provisional license shall
not exceed twelve (12) months in length.

At the end of the provisional license, the Division may in its discretion:

Issue a regular license

Revoke the license

Suspend the license

Issue a successive provisional license

oo

Regular License: The Child Care Licensing Specialist will recommend a regular license when
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13.

14.

15.

16.

the facility has demonstrated substantial compliance, or when an existing Licensee with a
Regular license relocates their facility and their past demonstrates a substantial level of
compliance.

Probationary Provisional License- The Licensing Unit may issue a Probationary Provisional
license when the center is not maintaining substantial compliance due to deficiencies which
are so numerous, frequent or severe as to potentially jeopardize the health, safety and
welfare of ehildren participants. The facility and Licensing Unit shall have a corrective action
plan in place addressing the issues.

Based on the level of compliance during the period of the Probationary Provisional license,
the Licensing Unit may:

a. lIssue a Regular license
b. Suspend the license
c. Revoke the license

Suspension of License- The Division may suspend a license when the Licensing Unit

determines that the facility has serious areas of non-compliance, but the facility would be
able to resume normal operation when the harmful conditions are eliminated.

If granted, the suspension order remains in effect until the order expires or until the
Division determines that the problem necessitating the suspension order have been
resolved. The suspension of a license may not exceed twelve (12) months. If the Division
finds that the terms of the suspension order have been met prior to the expiration of the
suspension period, the Division retains the discretion to reinstate the license. If the terms
of the order have not been met, the Division may revoke the license.

Revocation of License-The Division may revoke a license when any of the following

situations occur:

a. The facility fails to maintain substantial compliance with licensing requirements.
b. The facility fails or refuses to correct cited deficiencies in a timely manner.
c. The facility fails to insure the health, safety and welfare of ehitdrer participants in care.

The revocation of a license nullifies and cancels the license. At the time of a final
determination of revocation of the license by the Division, the Division shall specify in the
revocation letter the terms of the revocation. The licensee shall not be eligible to reapply
for a license for a minimum of one (1) year or longer, if specified in the revocation order.
Related parties shall not be eligible to apply for a license for the same specified period.
(Related parties are defined as immediate family members, member of Board of Directors,
persons or entities associated or affiliated with, or which share common ownership, control,
or common board members or which have control of or is controlled by the licensee. An
immediate family member is defined as a spouse, step and in-law relationships, a child, a
natural or adoptive parent, a sibling, a grandparent, a grandchild or a son or daughter-in-
law.) (Applicants who are denied a license or registration due to this requirement may
appeal the denial to the Child Care Facility Review Panel.) Facilities wishing to be re-
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licensed must submit a new application for licensure for review and approval by the
Division. Approval must be obtained and a new license issued before the facility provides
care to a licensable number of ehildren participants.

104 License Fee

1. Each facility shall submit an annual license fee as long as the facility is in compliance with
the Minimum Licensing Requirements for Ehile-Care OST Facilities A facility license fee is
determined by combining the maximum license capacity of all licenses located within the
same premises.

a. Facilities serving up to 17 ehildrer-participants- $15 per year
b. Facilities serving 17 to 99 ehildren-participants- $50 per year
c. Facilities serving 100 or more ehitdren participants- $100 per year

2. Upon review and determination of a licensing recommendation by the Child Care Licensing
Specialist, the Specialist shall issue a Notice of License Fee Due to the facility.

3. The Division shall not issue a license unless the required license fee has been paid.

4. A copy of the license fee notice shall be submitted, at-the-time-of licensure
recommendation.

5. The fee schedule shall apply to all ehted~eare OST facility recommendations for licensure as
follows:

a. New Provisional License-(Provisional License for new operation to be issued for a period
of twelve (12) months.) A one-year license fee shall be paid prior to the issuance of a
provisional license.

b. New Regular License or Conversion from provisional to regular status-A license fee shall
be paid prior to the issuance of a new license.

c. Conversion to Provisional Status-No license fee is due for licenses converted to
provisional status during the term of a regular license.

6. A second notice of license fee due will be sent to facilities failing to submit the required

license fee (Notice of License Fee Past Due). This notice will be sent 20 days after the initial

notice of fee due. Failure to submit a license fee within 20 days of receipt of the past due
notice will result in action to suspend the license until such time as the fee is paid.

7. Refunds of license fees paid are made only when the Division does not approve issuance of
a license. There shall be no refunds of license fees paid for voluntary closure of a facility or
for Division action to revoke or suspend a license.

8. All license fees paid to the Division shall be deposited in a special Child Care Provider's

Fund. This fund shall be used to meet the cost of conducting statewide criminal record
checks, with the remaining money used for training or materials to be loaned to child care

12



providers.

105 Appeal of Licensing Actions

1. Alicensee or applicant for license may request an appeal of any of the following licensing

actions:

a. Adverse licensing actions (revocation or suspension of a license, conversion to a
provisional license or denial of an application for a license)

b. Founded licensing complaints

c. Denials of alternative compliance requests

d. Cited noncompliance with the published standards

An appeal may be initiated on any of the above actions by requesting an appeal in writing to
the Licensing Specialist or Licensing Supervisory Staff. Requests to appeal adverse licensing
actions must be mailed within ten (10) calendar days of the receipt of the notice of the
adverse action. Requests to appeal licensing actions, other than adverse, must be mailed
within twenty (20) calendar days from receipt of the notification of the action. The request
to appeal shall include a statement of the action(s) taken by the Division and the reason(s)
the licensee or applicant for license disagrees with that action. The request to appeal will be
reviewed by the Licensing Supervisor and the Licensing Administrator. If the appeal is not
resolved to the satisfaction of the licensee or applicant for license, the matter will be
referred to the Child Care Appeal Review Panel for hearing. (This appeal process also
applies to Church Operated exempt facilities.) (Additional information regarding the
appeal procedures and the Child Care Appeal Review Panel is available on
request.)

106 Alternative Compliance

1.

The Division may grant alternative compliance with the Minimum Licensing Requirements
for Ehitd-Care-Centers-OST Facilities if the Division determines that the alternative form of
compliance offers equal protection of health, safety and welfare to ehitdren-participants and
meets the basic intent of the requirements for which the eenater-program is making the
request.

The Division shall consider all requests for alternative compliance with the Licensing
requirements except those requirements that are enforced by the Department of Health,
Local Fire Marshal or State Fire Marshal's office and applicable city ordinances including
zoning.

To request alternative compliance, the following procedure shall be initiated by the person
responsible for the operation of the facility.

The applicant/licensee shall submit the request for alternative compliance in writing.

The request shall include:
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The specific standards for which alternative compliance is sought.

An explanation of how the alternative form of compliance is equal to or exceeds the

stated requirements.

c. Full justification and description of what the alternative compliance method will be and
the method by which the facility will carry out this plan to continue to provide for the
health, safety and welfare of ehilerer participants as intended by the requirements.

d. The applicant/licensee shall provide clear and supportive evidence and upon request of

the Division, and expert’s opinion on the effect of the request on health, safety, and

welfare of the ehHldren-participants.

oo

6. A separate written request shall be submitted for each requirement of which alternative
compliance is sought. The approved alternative compliance is effective for the duration of
the license unless a shorter time frame is specified.

7. The granting of alternative compliance for a requirement shall in no way constitute a
precedent. If an alternate means of complying with the requirement is granted by the
Division and the facility fails to satisfactorily implement this alternate means, the original
requirement for which alternative compliance was sought shall become immediately
enforceable.

8. The Division shall have the right to obtain an expert opinion to corroborate expert opinions
provided by the applicant/licensee.

9. The Division shall have the right to deny requests for alternative compliance when it finds
that such requests do not adequately protect the health, safety and welfare
of ehildren-participants and do not meet the intent of the requirements.

10. All requests for alternative compliance shall be answered in writing by the Division.
107 Church-Operated Exemption

Please note that all regulations included in this manual also applies to Church
Operated Exempt (COE) facilities.

1. Act 245 of 1983 defines those facilities that may apply for an exemption from obtaining of
license to operate a child care facility and the process through which such exemption may
be granted. The facility must be operated by a church or group of churches and be exempt
from the State Income Tax levied by Act 118 of 1929, as amended. The person or persons
in charge of such a facility shall submit a written request to the Division for such exemption
along with the following:

a. Verification of Tax ID ownership by the church

b. Verification that the facility is operated by a church or group of churches

c. Verification that the facility has been inspected annually and meets the applicable fire
safety and health standards

d. Certification from the facility that it is in substantial compliance with published standards
that similar nonexempt ehiteeare-OST facilities are required to meet
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2. The Division shall review each request for a church-operated exemption and reply in writing
within 60 days from receipt of such request.

3. The facility shall be visited by Division staff to verify the facility's substantial compliance with
the published standards prior to the consideration and review by the Division.

4. The Division shall consider each request for exemption and shall review the Division staff's
written report in determining a facility's substantial compliance with published standards.

5. If a facility claims and states the belief that a particular standard is of a religious nature, the
Division shall consider and make a determination on the statements that shall then be a
final action subject to review under the Administrative Procedures Act.

6. Written notification of an exemption shall be made to the facility stating the maximum
number of ehitedrenr-participants allowable, the dates of exemption and any other conditions
by which an exemption is granted.

7. Division staff shall have the authority to visit any church-operated exempt facility to review,
advise and verify the maintenance of substantial compliance at the direction of the Division.

108 Licensing Investigations
1. Child Care Licensing staff shall investigate all complaints involving the possible violation of
licensing requirements.

109 Child Maltreatment Checks

1. The following persons shall be required to have their background reviewed through an
Arkansas Child Maltreatment Central Registry Check. A check or money order fer-$16-00
made out to Department of Human Services (DHS) must be attached to each form.

a. Each applicant to own or operate a ehté At application and every two years
eare-OST facility thereafter
b. Staff members and applicants for At application or within 10 days of
employment in a—€hild—care OST facility hire/start date and every two years
thereafter
c. All volunteers who have routine contact At application and every two years
with ehildren-participants thereafter
d. Administrative staff and/or members of At application and every two years
Board of Directors who have supervisory thereafter

and/or disciplinary control over childrer
participants or who have routine contact
with ehiteren-participants

e. Student Observers At beginning of observation or within
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10 days of first observation and every
two years thereafter if applicable

f. Therapist or other persons who have Within 10 days of the time they begin
routine contact with ehitdren-participants to provide services or begin to
participate in eenter program activities

and every two years thereafter

2. If a complaint of child maltreatment is filed against any owner/operator, staff or other
person in a—<hild-care-center-OST Facility, the Child Care Licensing Specialist shall evaluate
the risk to ehitdren-participants and determine the suitability of the person(s) to supervise,
be left alone with ehildren-participants, have disciplinary control over ehidren participants or
remain in the eenter program during hours of care until the allegations have been
determined true or unsubstantiated. (Pending the evaluation of risk to ehtelrer-participants
by the Child Care Licensing Unit, the person(s) alleged shall not be left alone
with ehildren-participants.)

3. If corrective action is appropriate, the facility shall require all staff members who have had a
founded report of child maltreatment to follow the corrective action plan specified by the
Child Care Licensing Unit. Corrective action measures may vary from relevant training to
reassignment or termination. Failure to comply with corrective action plans may constitute
grounds for adverse action against the license.

4. The statewide Child Maltreatment "Hot Line™ and the Child Care Licensing Central Office
number shall be posted in a conspicuous place in the ehitd-eare OST facility. The "Hot Line"
number is 1-800-482-5964 and the Licensing Central Office number is (501) 682-8590 or
toll free 1-800-445-3316.

110 Criminal Records Check

1. The following persons shall apply to the Identification Bureau of the Arkansas State Police
for a nationwide criminal record check, to be conducted by the FBI, which shall include a
fingerprint check: (The individual is responsible for the cost of a nationwide check. Each
request must be accompanied by a check or money order made out to the Arkansas State
Police. for-$16-50)

Fingerprints submitted will be used to check the criminal history records of the FBI.
Individuals with results showing a prohibited offense shall be advised to contact the
Licensing Unit for procedures to obtain the results and for procedures to update or make
corrections to the record of their individual history.

& Each applicant to own or operate a—<¢hilg Initial application only

carefaeility OST facility.

b. Staff—who—-havenet-been—-a—resident-of Within 10 days of hire/start date and
the—State—ef—Arkansas—for—the—five—(5) every 5 years, unless they maintain
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C.

preecedingyears-All staff employed by the
facility

Note: Individuals who were employed
prior to the effective date of this
regulation will not be required to submit
a FBI check unless they have a break in
employment that exceeds 9s0 days.

Administrative persons who have direct
contact with ehHterer-participants.

Therapist or other persons who have
supervisory control, disciplinary control
over echildren participants or are left
alone with ehildren-participants.

continuous employment in licensed
child care in the State of Arkansas

H-the-persen-hasnetbeenraresidentof
Arkansas—for-5-years—Within 10 days of
hire/start date
H-the-persen-hasnetbeenraresidentof
Arkansas—fer5yrears—then at the time
they begin to provide services or begin
to participate in e€erter program
activities

2. The following persons shall be required to have their background reviewed through
Criminal Records check (which includes the Arkansas Sexual Offender Registry) conducted
by the Arkansas State Police.

a.

Each applicant to own or operate a—¢chid
eare-OST facility

Staff and applicants for employment in &
ehiteeare-an OST facility

Administrative persons who have direct
contact with ehitdren-participants

Therapist or other persons who have
supervisory  or disciplinary  control
over ehitdren—participants, or are left
alone with ehitdren-participants

At application and every 5 vyears
thereafter

Within 10 days of hire/start date and
every 5 years thereafter

Within 10 days of hire and every 5 years
thereafter

Within 10 days of the time they begin to
provide services or begin to participate
in eenter program activities and every 5
years thereafter

3. Criminal records will be returned to the division for review. Any charge/convictions listed in
this section (Section 110) that are returned will be considered regardless of whether the

record is expunged, pardoned or otherwise sealed.

No person shall be eligible to be a—€hild—eare-an OST facility owner, operator, or employee if

that person has pled guilty, or been found guilty, of any of the following offenses by any
court in the State of Arkansas, any similar offense by a court in another state or any similar
offense by a federal court. The following offenses are permanently prohibited:

| 01. Abuse of an endangered or impaired person, if felony

| §5-28-103
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02. Arson §5-38-301
03. Capital Murder §5-10-101
04. Endangering the Welfare of an Incompetent person- 1 §5-27-201
degree
05. Kidnapping §5-11-102
06. Murder in the First degree §5-10-102
07. Murder in the Second degree §5-10-103
08. Rape §5-14-103
09. Sexual Assault in the First degree §5-14-124
10. Sexual Assault in the Second degree §5-14-125

5. No person shall be eligible to be a—¢hite—eare-an OST facility owner, operator, or employee if
that person has pled guilty, or been found guilty, of any of the following offenses by any
court in the State of Arkansas, any similar offense by a court in another state or any similar
offense by a federal court. The following offenses are prohibited:

01. Criminal Attempt to commit any offenses in MLR Section §5-3-201
100.110

02. Criminal Complicity to commit any offenses in MLR Section §5-3-202
100.110

03. Criminal Conspiracy to commit any offenses in MLR Section §5-3-401
100.110

04. Criminal Solicitation to commit any offenses in MLR Section §5-3-301
100.110

05. Assault in the First, Second, or Third degree 85-13-205 - §5-13-207

06. Assault, Aggravated §5-13-204

07. Assault, Aggravated on a Family or Household Member 85-26-306

08. Battery in the First, Second, or Third Degree 85-13-201 - §5-13-203

09. Breaking or Entering §5-39-202

10. Burglary §5-39-201

11. Coercion §5-13-208

12. Computer Crimes Against Minors 8§5-27-601 et. seq.

13. Contributing to the Delinqguency of a Juvenile 85-27-220

14. Contributing to the Delinguency of a Minor 8§5-27-209

15. Criminal Impersonation §5-3-208

16. Criminal Use of a Prohibited Weapon 85-73-104

17. Death Threats Concerning a School Employee or Students §5-17-101

18. Domestic Battery in the First, Second, or Third Degree §5-26-303 - §5-26-305

19. Employing or Consenting to the Use of a Child in a Sexual §5-27-402
Performance

20. Endangering the Welfare of a Minor in the First or Second 8§5-27-205 and 85-27-206
Degree

21. Endangering the Welfare of an Incompetent Person in the §5-27-201 and §5-27-202
First or Second Degree

22. Engaging Children in Sexually Explicit Conduct for Use in 85-27-303
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Visual or Print Media

23. False Imprisonment in the First or Second Degree §5-11-103 and §85-11-104
24. Felony Abuse of an Endangered or Impaired Person §5-28-103
25. Felony Interference with a Law Enforcement Officer §5-54-104
26. Felony Violation of the Uniform Controlled Substance Act 85-64-101 - 85-64-508 et.
seq.
27. Financial Identity Fraud §5-37-227
28. Forgery 85-37-201
29. Incest §5-26-202
30. Interference with Court Ordered Custody §5-26-502
31. Interference with Visitation §5-26-501
32. Introduction of Controlled Substance into Body of Another §5-13-210
Person
33. Manslaughter 85-10-104
34. Negligent Homicide §5-10-105
35. Obscene Performance at a Live Public Show §5-68-305
36. Offense of Cruelty to Animals §5-62-103
37. Offense of Aggravated Cruelty to Dog, Cat, or Horse 8§5-62-104
38. Pandering or Possessing Visual or Print Medium Depicting §5-27-304
Sexually Explicit Conduct Involving a Child
39. Patronizing a Prostitute 85-70-103
40. Permanent Detention or Restraint §5-11-106
41. Permitting Abuse of a Minor 8§5-27-221
42. Producing, Directing, or Promoting a Sexual Performance by | 85-27-403
a Child
43. Promoting Obscene Materials 85-68-303
44. Promoting Obscene Performance 8§5-68-304
45, Promoting Prostitution in the First, Second, or Third Degree 85-70-104 - §5-70-106
46. Prostitution §5-70-102
47. Public Display of Obscenity 85-68-205
48. Resisting Arrest 8§5-54-103
49. Robbery §5-12-102
50. Robbery (Aggravated Robbery) §5-12-103
51. Sexual Offense (any) 85-14-101 et. seq.
52. Simultaneous Possession of Drugs and Firearms 85-74-106
53. Soliciting Money or Property from Incompetents §5-27-229
54. Stalking §5-71-229
55. Terroristic Act §5-13-310
56. Terroristic Threatening §5-13-301
57. Theft by Receiving 85-36-106
58. Theft of Property §5-36-103
59. Theft of Services §5-36-104
60. Transportation of Minors for Prohibited Sexual Conduct 8§5-27-305
61. Unlawful Discharge of a Firearm from a Vehicle 85-74-107
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| 62. Voyeurism | §5-16-102

6.

10.

If the licensee wishes to employ an individual with a conviction or plea of guilty or nolo
contendere for the following nonviolent offenses, they shall submit a written request for a
waiver prior to employment. § 20-38-103 (e) (3) (a) Act 990 of 2013

Theft by receiving § 5-36-106

Forgery § 5-37-201

Financial identity fraud 8§ 5-37-227

Resisting arrest § 5-54-103

Criminal impersonation in the second degree § 5-37-208(b)

Interference with visitation § 5-26-501

Interference with court-ordered visitation § 5-26-502

Prostitution § 5-70-102

Patronizing a prostitute 8§ 5-70-203
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The waiver may be approved if all of the following conditions are met:
e The individual has completed probation or parole supervision
e The individual has paid all court ordered fees, fines and/or restitution
e The individual has fully complied with all court orders pertaining to the conviction
or plea

The waiver will be revoked if after employment the individual pleads guilty or nolo
contendere or is found guilty of any prohibited offense (including the list above a-i) or has a
true or founded report of child maltreatment or adult maltreatment in a central registry.

The request for waiver and certification of approval shall be kept in the individual’s file for
the term of employment and three years after termination of employment.

If approved, the waiver is not transferable to another licensed facility.

Any person who has pled guilty, nolo contendere, or who has been found guilty of any one
of the offenses listed as prohibited above (Section 110.5, 0-62) may not work in child care
unless:

a. The date of the conviction, plea of guilty or nolo contendere for a misdemeanor offense
is at least five (5) years from the date of the request for the criminal history records
check and there have been no criminal convictions or pleas of guilty or nolo contendere
of any type or nature during the five (5) year period preceding the background check
request.

b. The date of the conviction, plea of guilty or nolo contendere for a felony offense is at
least more than ten (10) years from the date of the request for the criminal history
records check and there have been no criminal convictions or pleas of guilty or nolo
contendere of any type or nature during the ten (10) year period preceding the
background check request.

11. Anyone employed in a licensed center, COE center, licensed child care family home or a
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registered child care family home prior to 9/1/2009 with a clear background check history
may remain eligible for employment unless the employee had a conviction, plead guilty, or
plead nolo contendere to an offense listed in the above section (Section 110.6) since
9/1/20009.

200 ORGANIZATION AND ADMINISTRATION

201 Administrative Procedures

1.

The Owner and/or Board of Directors shall be responsible for operating the facility and shall
have final responsibility to ensure that the facility meets licensing requirements. Names,
addresses, and telephone numbers of Board members shall be provided to the Licensing
Specialist.

The facility shall provide a written procedure for reporting suspected of child maltreatment.
This procedure shall be followed and a call made to the Hot Line whenever there is a
suspicion of child maltreatment (1-800-482-5964). These reports of child maltreatment
shall include all allegations made to the licensee by parents, staff members or the general
public. The licensee should call Child Care Licensing for guidance if there is any question
about whether or not the Hot Line should be called regarding any situation where potential
child maltreatment is involved.

The facility shall provide a written procedure for reporting suspected licensing violations.
Serious licensing violations shall be reported to the Licensing Unit. These include, but are
not limited to, violations relating to transportation, inappropriate behavior guidance, leavirg
childrenunattended-erunsupervised, inadequate supervision, staff/ekhitd-participant ratio
violations or any other violations or any other violation that could imminently affect the
health and safety of ehitdren-participants.

Parents shall be informed in writing upon enrollment of their child that eRteren-participants
may be subject to interviews by licensing staff, child maltreatment investigators and/or law
enforcement officials for the purpose of determining licensing compliance or for
investigative purposes. €hite-Participant interviews do not require parental notice or
consent.

300 PERSONNEL

301 staff/€h#d Participant Ratio

1.

A licensee shall not have more ehildren-participants in care at any one time than the
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maximum specified on the license.

2. The following staff ehitel/participant ratios shall be maintained:

Ages of Ehildren-Participants Number of Staff Number of Children
& Birth—318-months 3 6
b: 18-months—36-menths 1 9
c. 23 -3years £ 12
& 4-years 1 15
e: Byearsto-Kindergarten Es 18
a. Kindergarten and above 1 26-18
3
4.

5
6-
*
3.

sueh—as—bfeaes—meal—pfeparaﬂeﬁ—traﬁspeﬁaﬂeﬂ—ete—All part|C|pants shall be adequately

supervised at all times. Though participants are generally required to be within the sight or
hearing of staff, OST participants second grade and above may be provided opportunities to
take part in short-term activities not within the sight and hearing of OST staff. Such short-
term activities include but are not limited to going to a restroom, transitioning to other
activities, returning to a classroom within a school building, etc. In order to minimize the
risks associated with such short-term activities, the following provisions must be adhered to:
a. The appropriateness of the degree of direct staff supervision required shall be
based on an individual participant’s ability to handle such responsibility. Only
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participants able to handle such responsibility shall be provided it.

b. Participants shall be accompanied at a minimum by another participant when
engaging in short term activities (as defined above).

c. Systems of monitoring, (ex. use of walkie talkies) shall be in place.

d. Staff shall make contact with the participant at least every ten (10) minutes. If
the participant is anticipated being gone longer than ten (10) minutes, prior to
releasing the participant , staff should make contact with the responsible adult
(ex. teacher) that will provide supervision during this extended time to ensure
that adequate supervision provisions are in place.

DDS (Developmental Disabilities Services) staff/ participant ratios shall be maintained in all
facilities that are licensed or certified by both Child Care Licensing and DDS.

Additional staff provisions shall be made for enroliment of ehildren participants with
disabilities, or participants who require individual attention.

302 Maximum Group Size

1.

Maximum group size limitations do not apply during meal times, rest times, transitions,
outdoor time periods, field trips, or the length of a special occasion, including but not
limited to a holiday party or a visit from a guest speaker.

Group size shall be limited to 2 times the number of children allowed with one staff
member. This does not apply to periodic or special group activities erte-scheolage
ehitdren—K5-ang-abeve. Existing structures licensed prior to November 1, 2002

are exempt from this requirement. However, any expansions, additions or any newly
licensed structures effective November 1, 2002 shall be in compliance.

1. There shall be a Director/persenir<charge or Site Supervisor who shall be responsible for:

a. Administering, planning, managing and controlling the daily activities of the center
b. Ensuring that the facility meets licensing requirements
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c. Ensuring the health and safety of ehildren-participants
d. Providing prudent supervision of all staff and volunteers

Directors shall be age twenty- on (21) or older and provide documentatlon of one of the
following educatlonal levels: v y

a. Bachelor’s Degree or higher Degree in Early Childhood, Child/Youth Development or a
related field from a regionally accredited college or university. (Determination of
“related field” shall be made by the Division of Child Care & Early Childhood Education.)

b. Bachelor's Degree in a non-related field from a regionally accredited college or university
plus one of the following:

e Four years of experience in early childhood education the-Birectorshalt-obtaira
o Child Development Associate (CDA) / Out of School Time Credential
¢ Nine college hours of credit in child/youth development

Individuals who have been employed in the position of Director prior to implementation of
this rule will not be required to meet the new director’s qualifications. These individuals
may change employers after this date and still qualify as director.

The director shall be on site a minimum of 50% of the program’s operational day. Directors
who oversee multiple sites or have extended operational hours shall name a site supervisor
who shall be in charge.

When the director is away from the center, there shall be a site supervisor who shall have
the ability and authority to carry out daily operations. The site supervisor shall be age
twenty-one (21) or older.

All new directors and site supervisors shall attend New Director's Orientation, PAS (Program
Administration Scale) or YPQA form B, and ERS (Environment Rating Scale) training or
introduction to YPQA (Youth Program Quality Assessment) within six months of
employment. Programs operating seasonally (90 days or less within a calendar year) must,
at a minimum, have Directors/Site Directors attend OST Director’s “Essentials” within the
first thirty (30) days. This is an orientation class sponsored by the Division. Proof of
attendance shall be maintained in the director’s file.

The director and site supervisor shall obtain fifteen (15) clock hours in early childhood
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education or child/youth development each year. Training shall be registered with the
Division of Child Care and Early Childhood Education Professional Development Registry or
Department of Education or Department of Higher Education approved. Documentation of
training shall be maintained and available for review.

7. Topics appropriate for continuing early childhood education or child/youth development
shall include, but are not limited to the following:

Child growth and development;

Nutrition and food service;

Parent Family communication and involvement;

Curriculum and-eurricttam development and implementation;
Developmentally appropriate practice and learning environments;
Behavior management guidance and positive interaction;

Emergency care and first aid;
Administration—and—management—of—eary—<childhood OST—pregrams—Program
planning, management, and leadership of early childhood/OST programs.
i Building partnerships with schools and the larger community

J. Creating a culturally competent OST Program

S@ 00 o

8. The Licensee shall notify the Licensing Unit of any change in the person named as director
and/or site supervisor within five (5) calendar days.

304 Staff Requirements

1. A person shall be considered a staff member if they have disciplinary or supervisory control
over ehildren-participants, is left alone with ehitdren-participants at any time, or is counted
in staff/ehile participant ratio, regardless if they are paid by the facility or not.

2. Staff members in a—<child-ecarecenter-an OST facility shall be age 18 years or older.
Exceptions may be allowed for individuals sixteen (16) or seventeen (17) years of age to
work in aeenter-an OST facility if they meet all of the following criteria:

a. The individual shall not have disciplinary control over ehteren—participants.

b. The individual shall not be left alone with ehitdren-participants at any time.

c. The individual shall be under the direct supervision of an adult (18 years of age or older)
staff member at all times.

d. The individual shall meet all other requirements.

e. The individual shall be a high school graduate, have a GED, or be enrolled in a high school
or GED curriculum.

3. All staff members hired-afterJanuary-1,-31996,-who te work directly
with ehildren-participants shall have a high school diploma or GED or shall be enrolled in a

high school or GED curriculum and complete the curriculum within one year of hire.

4. All staff members who work directly with erdrer-participants shall obtain at least fifteen
(15) hours of training registered with the Division of Child Care and Early Childhood

25



Education Professional Development Registry or Department of Education or Department of
Higher Education approved training each year in continuing Early Childhood Education or

child/youth development. This training shall be appreved-by-the-Bivister appropriate for
working with school age children/youth.

5. All staff members caring for ehitdren-participants shall be able to perform necessary job
functions.

6. Staff shall not engage in behavior that could be viewed as sexual, dangerous, exploitative or
physically harmful to ehitdrer participants. A caregiver shall not use profanity or speak in an
abusive manner when ehitdren-participants are present.

7. No caregiver shall consume or be under the influence of illegal drugs. (A drug test may be
required if there is reasonable cause to suspect violation of this requirement and the issue
cannot otherwise be resolved.) No caregiver shall consume or be under the influence of
alcohol while delivering care. No caregiver shall consume or be under the influence of
medications (prescription or non-prescription) which impair their ability to provide care.

305 Volunteer Requirements

1. Volunteers are those individuals who have routine contact with ehiteren participants and
assist staff in the facility. If they are left alone with ehildrer participants considered in the
staff/enitd participant ratios or given supervisory/disciplinary control over ehilgrern
participants they shall be considered staff and must meet the requirements for personnel
(Section 300) and staff requirements (Section 303).

2. All volunteers in a-ehild-eare-eenter-an OST Facility shall be 18 years or older unless the

volunteer is under the direct supervision of the director or persen-in-charge site supervisor
and has been approved on an individual basis by the Child Care Licensing Unit.
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3. Volunteers who have routine contact with children, shall have on file a physician'sstatement

or-heatth-earg-and-a child-maltreatment Central Registry check. An exception shall be given
to parents who volunteer to assist #r-on field trips, but are not left alone with participants.
Child maltreatment Central Registry checks for volunteers under age 18 must include a
parent’s signature.

Volunteers who are left alone with children must have an orientation makirg-them-aware-of
regarding program policies and practices that are related to the scope of the services they
will be providing at the facility.

Individuals who provide health services or program enrichment activities on a limited basis
are not considered volunteers. The facility shall retain a register of such persons listing
name, organization, address, telephone number, date and time in the center. (Note: This
section does not apply to therapists or others who have routine contact

with ehildren-participants. Therapists who are not left alone with ehkildrer participants_are
required to have child maltreatment background checks. Therapists who are left alone
with ehildren_participants at any time are subject to all background check required for
personnel. The therapist is entitled to a copy of the initial background/maltreatment check
results, and may share a copy with other facilities the therapist may be working in.)

306 Student Observers

1.

Students visiting the eerter-OST Facility on a regular or periodic basis to observe elassroem
aetivities-program activities, or for similar purposes, shall not be counted in the staff/ehitd
participant_ratio, shall not have disciplinary control over ehitdren-participants_and shall not
be left alone with ekildrer-participants. These individuals shall have the following
documentation on file:

a. Child maltreatment background check

Students that are conducting practicum, student teaching, or working in the same capacity
as a staff member or volunteer must meet the criteria in the appropriate section. (Sections
304 and 305)

307 Professional Development

1.

2.

All directors, site supervisors, and staff who provide direct care to children shall be
registered with the Division of Child Care and Early Childhood Education Professional
Development Registry within 30 days of hire and all training shall be registered with the
Division of Child Care and Early Childhood Education Professional Development Registry or
Department of Education or Department of Higher Education approved.

All new staff shall have a probationary period of at least 30 days during which they are
closely supervised, mentored, and evaluated. Evaluations shall be documented and
maintained in the employee file.
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3.

4.

All new staff members who provide direct care to children shall receive a basic orientation to
facility management policies, center schedules, minimum licensing standards, and
emergency procedures prior to providing care. This shall be documented in the employee
file.

All new staff, including volunteers who are counted in the ratios shall receive the following
orientation (unless the staff has prior documented training in the required areas).

1. Introduction (8 clock hours) to be completed before being left alone with children:

Proper supervision of children

Behavioral guidance practices

Shaken baby syndrome; which includes prevention (Carter’'s Law, Act 1208)
Emergency procedures in the event of severe weather, or fire, including
evacuation procedures and routes, and location and use of fire extinguishers.
e. Mandated reporter training

f. Administering medication

g. Caring for children with special needs / care plans

h. Transportation and car seat safety

i. Policies regarding release of children to authorized individuals

oo o

See Division Web Site for a list of courses, that The Division maintains contracts for, which meet
the above requirements.

2. All staff shall have 15 hours of job specific training each calendar year for the ages of
children they work with. This shall be training focused on their job responsibilities.

See Division Web Site for a list of courses, that The Division maintains contracts for, which meet
the above requirements.

5. The director, site supervisor, and 50% of the facility staff that are on site at any given time

shall have a certificate of successful completion of first aid and CPR from an approved
organization.

a. The curriculum shall conform with current American Heart Association or
American Red Cross guidelines.

b. The curriculum shall require hands on, skill-based instruction, as well as written
and practical testing. Training and certification that is provided solely “on-line”
will not be accepted.

c. The instructor shall be qualified and authorized to teach the curriculum and shall
be certified by a nationally recognized organization. (Including but not limited
to: Health and Safety Institute; EMS Safety Services, Inc.)

28



400 PROGRAM

401 Program Requirements

1.

3.

The OST program shall develop a written weekly routine listing developmentally
appropriate activities for participants and provide a copy of the routine of weekly activities
to parents when they enroll the participants.

Each ehitd-eareecenter-OST Program shall be equipped with supplies, resources, and-ndeer
and-eutdesr equipment to take care of the needs of the total group and to provide each
child participant with a variety of activities threugheutthe-day-during program operations.

The OST program shall post a daily schedule in each classroom that reflects activities that
promote physical, social, emotional, cognitive language/literacy, and cultural. Activities
shall:

a. Fheprogram-efactivitiesshall-The program shall organize its environment so that
participants may participate in activities individually and in small groups, so that the
development of each participant is supported. Be flexible and shall provide some
opportunities for a ehitd participant to choose how he will spend his time.

b. Fhepregram-shall Provide a variety of activities suitable to the ages and interests of
the ehiteren—participants.

c. Be age and skill level appropriate

d. Offer project-based, experiential activities that promote creativity and youth self-
expression

e. Offer short and long term projects

f. Offer opportunities for alternating periods of indoor and outdoor activities, weather
permitting

g. Offer alternating periods of active and quiet activities

h. Offer a balance of large and small muscle activities

i. Offer more than one (1) option for an activity including individual, small group or
large group activities

The OST program shall offer activities that target life skill development that:
a. Encourages development of critical thinking skills
b. Offers a progression of skill levels within activities

The OST program shall offer activities that integrate opportunities throughout the program
for the participants to develop personal responsibility, self-direction and leadership by
providing opportunities to:

a. Work on self-directed projects

b. Make content choices

c. Plan and conduct activities

d. Offer opportunities for leadership roles throughout the program

e. Support participant leadership through the policies and engagement strategies of the
program
Form special clubs/groups within the program
g. Plan and participate in community service

—h
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6. The OST program shall provide activities that provide recognition of achievement and
participation that:
a. Promote diversity in cultures, religion, ethnicities, abilities, etc.
b. Are representative of the varying ages, cultures, and abilities of the participants
c. Are adaptable for different levels of ability

7. School age children who leave the ehildcare-eenter OST Program to participate in other
activities shall have written permission from the parents naming the activity, date, time of
leaving and returning and method of transportation.

8. Each facility is required to provide at least four Division approved opportunities to increase
parental involvement. Examples of approved activities are listed below. (See Better
Beginnings website for resources. www.arbetterbeginnings.com)

o Parents are allowed to observe, eat meals or snacks with a participant, or
volunteer in the program.

o Conferences are held at least once a year and at other times, as needed
to discuss participant’s progress, accomplishments and difficulties.

0 A parent resource area is available with books, pamphlets or articles on
parenting and child/youth development.

o Parent meetings are held with guest speakers or special events, for
example, open house or participant’s programs.

o Parents are informed of the facilities programs and activities through a
parent’s bulletin board or regular newsletter.

o Parents participate in program and policy development through board
involvement, planning meetings or questionnaires.
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10.

11.

12.

13.

14.

There shall be sufficient lighting to provide adequate supervision of
the ehildren-participants.

Parents shall not be denied access to their child/youth at any time during hours of
operation. (Clarification: The intent of this rule is to ensure that the parent(s) or
guardian(s) is able to have contact with their child during hours of care. Itis not
intended to be a determining factor in child custody/visitation matters, nor
should it be used to circumvent court ordered custody/visitation rights or
schedules. Facilities should encourage parents to resolve custody/visitation
issues outside of the care environment. Parents should be informed that
continuing problems could result in the dismissal of their child.)

Staff shall not release a ehitd-participant to anyone who is not immediately recognized as
the ehile’s participant’s parent or as someone on the authorized pick- up list unless:

a. The individual can provide an official picture ID AND
b. The person in charge can match the ID to the individual named on
the ehilg’s-participant’s data sheet

Verification of permission for persons not on the authorized list shall be obtained by the
person in charge by calling the parent at a number listed in the ehite’s-participant’s record.
The person in charge shall view an official picture ID of the individual to verify identity.

Photos or video recordings shall not be made of any participant without prior written
permission from the parent or guardian.

Photos or video recordings of participants shall not be placed on social media or other
websites without prior written parental permission.

402 Outdoor Pey-Time

1.

or a minimum of 60 minutes during full day (operating more than five (5) hours a day) program
operations to outdoor time. OST programs are encouraged to offer daily outdoor time
opportunities to program participants.

& Such time shall be under the supervision of an adult to encourage physical
activity and the promotion of gross motor skills.

b. Such determination of required minimum outdoor time is as follows: ex. A
program that operates 15-hours (900 minutes) weekly x 20 (percent of time) =
180 minutes (3 hours) of outdoor play time offered over the course of a week.

c. The amount of outdoor time offered daily may vary as long as minimum weekly
outdoor time requirements are met.
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2. When making a determination if eriteren-participants should ptay-ettsige have outdoor
time, staff shall consider the following environmental factors:

a. When the heat index is forecast to be ninety (90) degrees or above, outdoor play time
should be scheduled during early morning hours or the length of time spent outdoors
should be reduced to avoid heat stress.

b. When outdoor ptay time occurs during the hotter part of the day, ehildrer participants
should have shaded area, an ample supply of water and should be monitored closely for
signs of heat stress.

c. When outdoor ptay time occurs during the winter months and when temperatures are
extremely cold, the time scheduled for outdoor ptay time should be reduced or
suspended depending on the temperature and other weather conditions.

403 Screen Time

1. An OST Program shall ensure that their weekly schedules are constructed in a way that no
more than 25% of the program’s total weekly program hours of operation allow participants
to engage or use electronic media, solely for recreational purposes. (Participants who
require use of electronic devices for communication or navigational purposes shall be
exempt.)

2. If television programming, videos, DVDs, or computer programs are built into an OST
Program as an activity option, the content shall be age-appropriate, non-violent, and should
have educational value.

3. Television and software rating systems shall be used to determine appropriate use.

4. Participants shall not be required to participate in recreational screen time activities and
shall be offered other choices.
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404 Field Trips

1. The safety and welfare of participants during field trips is in the hands of the staff on the
trip. The following shall be met:

a. Safety risks, field trip rules, and behavior expectations shall be discussed with
participants prior to field trip departure.

b. Accountability of children is tightly controlled and frequent “head counts” shall be
conducted while on the trip, including loading and unloading upon arrival and departure,
and during periods of transition.

c. Regardless of which mode of transportation is used, all vehicles shall be kept in proper
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operating conditions at all times.

d. Ratios shall be adjusted to a 1:9 depending on the risk associated with the field trip
activity and/or to maintain proper supervision of all participants in attendance on the
field trip. Risky activities include but are not limited to rock/mountain climbing,
horseback riding, canoeing, etc.

2. Written permission from parents shall be on file for each field trip. If the facility has a
scheduled, routine activity planned to the same location a single permission form may be
used for each program year. The written permission shall include:

a. Name and description of activity
b. Date and time of leaving and returning
c. Method of transportation to the facility

500 BEHAVIOR GUIDANCE

501 Behavior Guidance Requirements

1. Behavior guidance shall be:

a. Individualized and consistent for each child
b. Appropriate to the child’s level of understanding

c. Directed toward teaching the child acceptable behavior and self-control

2. Physical punishment shall not be administered to children.

3. The Out-of-School Time (OST) Program shall offer a nurturing, respectful, supportive and
responsive environment that supports frequent interactions between the participants and
staff. Staff shall:

a. Support participants in developing an understanding of self and others by assisting the
participants in sharing ideas, experiences and feelings

b. Provide participants age-appropriate opportunities for growth and development of their
social and communication skills

c. Assist the participants in solving problems

d. Foster creativity and independence in routine activities that shall include tolerance for
mistakes

e. Treat and model equality of all participants regardless of race, religion, culture, gender
and ability

f. Offer verbal encouragement to the participants during the course of an activity

g. Use respectful voice tone and positive guidance practices

h. Promote teamwork among participants

4. For behavior guidance practices used by the OST Program, the program shall:
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6.

C.

d.

Discuss the behavior guidance practices of the OST Program with the parents of each
participant at the time of enrollment

Provide a copy of the behavior guidance practices in writing to the parents

Have each parent verify in writing their receipt of a copy of the behavior guidance
practices

Maintain the signed verification in the participant’s record

The OST Program shall guide the behavior of the participants based on an understanding of
the participant’s individual needs and stages of development by:

a.

b.

Supporting the participant’s developmentally appropriate social behavior, self-control
and respect for the rights of others

Ensuring that the behavior management and discipline practices are fair, reasonable,
consistent and related to the participant’s behavior

Ensuring that staff are responsible for implementing the behavior management and
discipline practices of the OST Program

Ensuring that staff do not administer discipline that is cruel, unusual, hazardous,
frightening or humiliating

Acceptable behavior guidance techniques include:

Look for appropriate behavior and reinforce the ehtle-participant with praise and
encouragement when they are behaving well.

Remind the ehild-participant on a daily basis of the rules by using clear positive
statements regarding how they are expected to behave rather than what they are not
supposed to do.

Attempt to ignore minor inappropriate behavior and concentrate on what

the ehi#te-participant is doing properly.

Use brief supervised separation from the group only when the ehitd participant_does not
respond to a verbal command which instructs the ehd-participant as to how he or she is
supposed to behave.

When a misbehaving ehitd-participant begins to behave appropriately, encourage and
praise small steps rather than waiting until the ehitd-participant has behaved
appropriately for a long period of time.

Attend to the ehitdren-participants who are behaving appropriately and

other ehitdren-participants will follow their example in order to obtain your attention.

The following activities or threats of such activities are unacceptable as behavior guidance
measures and shall not be used for ehldren-participants. These include, but are not limited
to the following:

a.

C.

Using physical punishment such as biting, or biting back, jerking, swatting, pulling hair,
twisting arms, shaking, spanking, slapping, hitting, striking, kicking or exercising other
means of |an|ct|ng phy3|cal or emotlonal paln or causmg bodlly harm

aeHeHs—p{aee—Ehe—em}d—eFe%hers—at—Heleef—mjwya—Uang a phyS|caI restralnt method that

may cause injury to the participant
Using mechanical restraint, locked time-out room or closet
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Washing mouth with soap
Taping or obstructing a ehiles-participant’s mouth

Placing unpleasant or painful tasting substances in mouth, on lips, etc.
Profane or abusive language
Isolation without supervision

Placing ehHd-participant in dark area

i biting-back e ineete.
Yelling (This does not include a raised voice level to gain a child’s attention to protect
the ehild-participant from risk of harm.)

Forcing physical activity, such as running laps, doing push-ups, etc. (This does not
include planned group physical education activities that are not punitive in nature.)
Associating punishment with rest, toilet training or illness

Denying food (lunch or snacks) as punishment or punishing ehitdrer-participants for not
eating. Participants shall not be forced or bribed to eat.
Shaming, humiliating, frightening, physically or mentally harming ehkitdren-participants or
labeling ehildren-participants

Covering the faces of ehitdren-participants with blankets or similar items

600 RECORDS

601 Record Requirements

1.

All staff, ehile participant and facility records shall be kept and made available to the Child
Care Licensing Unit on request. The records shall be maintained for three (3) years unless
otherwise indicated.

Licensing compliance forms (DCC-521) shall be available at the facility for 3 years. The
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facility shall advise parents in writing that the compliance forms are available for review
upon request.

3. The facility shall maintain daily attendance records on all participants as follows:

a.

b.

Participants shall be signed in and out daily by a parent, guardian, or designee.
Electronic sign in and out systems will satisfy this requirement.
The record shall include the date and time of arrival and departure.

602 Facility Records

1. Facility Records shall be maintained on site and include:
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Attendance records on all ehiteren-participants

Transportation rosters, if applicable (maintained for one year)

Verification of current vehicle registration, if applicable

Verification of required commercial vehicle insurance coverage, if applicable
Verification of required Child Care Liability Insurance

Verification of current pet vaccinations, if applicable

Verification of annual fire