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Gettin Started in Child Care Child Care Centers and Grou Homes 

Child Care Regulations on the Internet 

.The Department of Public Welfare (DPW) regulations for operating child care facilities are on the Internet. These 
are the most up-to-date versions of the regulations. 

Regulation for Child·Care Centers (55 Pa. tode, Chapter 3270) 

A child care center offers care for seven or more children who are not related to the operator. A child care 
center must have a Certificate of Compliance (license) from DPW in order to operate. This regulation can be 
found on the internet <lt: 

http://www.pacode.com/secure/data/055/chapter3270/chap3270toc.html 

Regulation for Group Child Care Homes (55 Pa. Code, Chapter 3280) 

A group child care home offers care for seven to twelve children who are not related to the operator. 
A group child care home must have a Certificate of Compliance (license) from DPW in order to operate. 
This regulation can be found on the internet at: · 

http://www.pacode.com/secure/data/055/chapter3280/chap3280toc.html 

Regulation for Family Child Care Homes (55 Pa. Code, Chapter 3290) 

A family child care home offers care to four, five or six children-who are not related to the operator. A family 
child care home must be located in a h9me and must have a Certificate of Registration from DPW in order to 
operate. This regulation can be found on the internet at: 

http://www.pacode.com/secure/data/055/chapter3290/chap3290toc.html 

Regulation for Licensure or Approval of F;'lcilities and Agencies (55 Pa. Code, Chapter 20) 

. This regulation provides rules for applying for a Certificate of Compliance (license), frequency and 
content of DPW inspections, preparing and issuing a Certificate of Compliance, conditions under which 
a Certificate ofCompliance may be denied, not renewed, or revoked and the DPW licensure or approval 
decisions that may be appealed. This regulation applies only to child care centers and group child care 
homes. This regulation can be found on the internet at: 

http://www. pacode.com/secure/data/055/chapter20/chap20toc.html 
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Negative Sanctions and Drug Related Offenses 

The regulations relating to child care facilities address several reasons that a certificate of compliance may be taken 
away. It is important that you are aware of those reasons. Your actions and the actions of your staff impact continued 
operation of your child care facility. Below are regulations that detail conditions that may result in the loss of a certificate 
ofcompliance.. 

The Department of Public Welfare has zero tolerance relating to the sale, usage or deliver'{ of illegal drugs at a child care 
facility by any legal entity, operator or facUlty employee. Any such action will resuli in removal of your certificate of 
compliance. Additionally, no individual who has been convicted of or who is awaiting trial on criminal charges·described 
in the regulation may be present in the facility (see Pa. Code §§3270.32(c) and 3280.32(c), relating to suitability of 
persons in the facility). 

55 Pa. Code §20.71. Conditions for denial. nonrenewal or ·revocation. 

(a) The Department may deny, refuse to renew or revoke a certificate of compliance for any of the following: 
(1) Failure to comply with this chapter (55 Pa. Cod'e Chapter 20). 
(2) Noncompliance with the Department's program licensure or approval regulations (55 Pa. Code Chapter 3270 or 


3280, as applicable). 

(3) Failure to submit an acceptable plan to correct noncompliance items. 


· (4) Failure to comply with the acceptable plan to. correct noncompliance items. 

(5) Mistreatment or abuse of clients being cared for in the facility or receiving service from the agency. 
(6) Gross incompetence, negligence or misconduct in operating the facility or agency. 
(7) Fraud or deceit In obtaining or attempting to obtain a certificate of compliance. 
(8) lending, borrowing or using the certificate of compliance of another facility or agency, or knowingly aiding or 


abetting the improper granting of a certificate of compliance. 


(b) The Department will review and may deny, refuse to renew or revoke a certificate of compliance if a legal.entity, 
owner, op~rator or staff person: 

(1) Has been convicteq of a felony. 
(2) Has been convicted of a crime involving child abuse, child neglect, moral turpitude or physical violence. 
(3) Has serious mental illness which might create a risk to the clients, which shall be determined and documented by a 

licensed physician or a licensed psychologist. 
(4) Has evidenced drug or alcohol addiction within the past year, which shall be determined and documented by a 

licensed physician. . 
(5) Has been named as a perpetrator in an indicated offounded report of child abuse in accordance with the Child 


Protective Services Law (11 P. s. §§2201-2224). 


55 Pa. Code §3270.32. Suitability of persons in the facility. 
(a) The operator shall comply with the· Child Protective Services Law (CPSL) and with 55 Pa. Code Chapter 3490 (relating 
to protective services). 
(b) Questions relating to the requirements of the CPSL shall be directed to the appropriate regional child day care office. 
(c) The operator may not allow an individual to enter the facility if the operator knows that the individual has been 

convicted or is awaiting trial on charges involving a crime of child abuse, child neglect, physical violence or moral 
corruptness, 

55 P·a. Code §3280.32. Suitability of persons in the facility. 
(a) The operator shall comply with the Child Protective Services Law (CPSL) and with 55 Pa. Code Chapter 3490 (relating 

to protective services). 
(b) Questions relating (o the requirements of the CPSL shall be directed to the appropriate regional child day care office. 
(c) The operator may not allow an individual to enter the facility if the operator knows that the individual has been 

convicted or is awaiting trial on charges involving a crime of child abuse, child neglect, physical violence or moral 
corruptness. 
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Gettin(! Started in Child Care Child Care Centers and Group Homes 

Steps to Take Before You Open a 
Child Care Center or Group Child Care Home 

Have you chosen a location? 

Is this site a safe place for 
children and families? 

Is there enough space at this site 
to meet,requir_ements for child 
ca_re and active play space? 

Does this site need renovations 
to meet regulation 
reqUirements? 

Check with local zoning regulations to make sure child care is an 
allowed use. You may have to choose another site or try to geta 
Zoningvariance. 

Notes: 

Check proposed site for hazards to children, families, and staff. 

Notes: 

Compare the proposed site with regulations. 
Is there enough indoor play space? 

.Is there active play space indoors or outdoors? 

Notes: 

look at the regulations" for ilghting, wate~, heat, ventilation, stairways> 

paint, ~£urface requiremen"ts; etc. 

Note." renovations that need to be. made. 


'· 

Notes: 

Local realtors 
Community leaders 

Department of Public·welfare 
regulations for Child Day Care 
Centers or Group Child Care 
Homes 

See regulations for 
measurement and use of 
in~oor child care SPC!Ce and 
measurement and use of play 

space. 

Department of Public Welfare 

regulations for your facility­

Child DayCare Cente'rs or · 


Group Child. Care Homes 


Date completed: 

Date completed: 

Date completed: 

Date completed: 

*Items marked with an asterisk("') are required parts of the application package for child care centers and group homes. 
Other itemS may be necessary, depending on how the child care facility will be organized and operated. 
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Gettin Child Care Centers and Grouo Homes 

Who conducts inspections for 
the Uniform Construction Code 
in your area? 

Who will ?wn your business and 
how will it be run? 

Will your business be part of a 
corporation? 

Request a site visit from a local building inspector before you buy or 
re~t a buildi~g: for a child care site: This will give you an idea of work 
that will need to be done to meet the Uniform Construction Code. 
Contact local municipal office to determine if that office conducts 
inspections or if you will need to call the Pennsylvania Department of 
Labor and Industry for the inspection. 

Notes: 

I Paperwork needs to be completed depending on how your business 
will be owned and run. 

If your business will be part9f _a C9fP9f~tio,n, C<?ntact corporate office 
or file for Articles of Incorporation with the Pennsylvania Department 
of State Corporation Bureau. 

See Certificate of Occupancy 
seCtion, in this handout 
mantiai for more information 

about determining if a local 
municipality conductS fire 
safety inspections and what to 
ask for. · 

Loc;al business attorney 
Lotai accountant' 
Department of State 

Business 
www.paopen4business.state.p · 

~ 

Local business attorney 
www.d0s.state.pa.us 
"A Beginner's Guide to Starting 
a Small Business in 
Pennsylvania"- on. the Web at 

www.paopen4 
business.state.ba.US 
"A Guide to Business 
Registration in PA"- on the 
Web at 

Date completed: 

Date: 
·Corporate office . 
contacted 

Date: 
File paperwork .for 
Articles of Incorporation 

0 Doesn't apply 

*Items marked with an asterisk("') are required parts of the application package for child care centers and group homes . 
.Other items may be necessary,· depending on how the child care facility will be organized cind operated. 
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Will your business be part of 
Limited Partnership (lP)? 

Will your business be part of 
limited liability Partnership 
(llP)? 

Will your business be part of 
limited liability Company (llC)? 

If your business will be part of a limited Partnership, you'll need to 
file for a Certificate of limited Partnership with the Pennsylvania 
Department of State Corporation Bureau. 

If your business will be part of a limited liability Partnership, you'll 
need to file for a Statement of Registration for a Domestic limited 
liability Partnership with the Pennsylvania Department of State 
Corporation Bureau. 

If your business will be part of a limited liability Company, you'll 
need to file a Certificate of Organization for a Domestic Limited 

Liability Company with the Pennsylvania Department of State 

Corporation Bureau. 


Local business attorney "A 
Guide to Business Registration 
in PA"- ofl the Web at 
www.dos.state.pa.us 

local business attorney "A 
Guide to ·Business Registration 
in PA"- on the Web at 
www.dos.state.pa.us· 

Local business attorney '1fJ:. 
Guid~ tO Business Registration 
in PA"·- ~:m the Web at 
www.dos.state.pa.us 

Date: 
File paperwork for 
Certificate of limited 
Partnership 

Doesn't apply 

Date: 
File paperwork for 
Statement of 
Registration for a 
Domestic limited 
liability Partnership 

D Doesn't apply 

Date: 
File paperwork for 
Certificate Of 
Organization for a 
Domestic limited 
liability Company 

Doesn't apply 

*Items marked with an' asterisk(*) are required parts of the application package for child care centers and group homes. . . 
Other items may be necessary, depending on how the child care facility will be organized and operated. 
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Will your child care be run as a Non-profit operations need certificate of tax-exempt status (REV­
profit or non-profit business?_ 1220) to include with application. 

Will your business have a If your business will use a fictitious name, file Application for 
fictitious name? Registration of Fictitious· Name with PA Department of State 

Corporation Bureau. 

PA Department of Revenue 
WVN~.revenue.state.pa.us 

See Profit/Non-Profit section 
in the handout manual for a 
comparison. A copy of REV­
1220 and instructions to 
complete the forin are in the 
Tax Information section of the 
handout manual. 

PA Department of State 
.Corporation·Bureau 

www.dos.state.pa.us 
See Fictitious Name-section in 
handout manual for 
·appliCation and instructions to 
complete it. 

Date: 

Form completed and 

sent for tax-exempt 

staws 


I Date:· 
I Certificate of Tax 

Exempt Status received 

D Doesn't apply 

Date: 

Form filed to register 

fictitious name 

Date: 
Rictitious name approval 

received 

D Doesn't apply 

*Items marked with an asterisk(*) are required parts of the application package for child care centers and group homes. 
Other items may be necessary, depending on how the child care facility will be orgar:tized cind operated. 
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Getting Started in Child Care Child Care Centers and Grouo Homes 

Do you need a Federal Employer 
Identification Number 
{Federal EIN)? 

*Do you have a current (l~ss 
than one year old) clearance 
indicating you do not have a 

II· history of child abuse? 

If you need an EIN, complete and file SS-4- Application for Employer 
Identification Number. 

Complete the Pennsylvania Child Abuse History Clearance Form. 
Submit completed form, with processing fee, to: 
Department of Public Welfare 
Child line and Abuse Registry 
P.O. Box 8170 

Harrisburg, PA 17105-8170 


www:irs.gov 

"Do you need an EIN?"- and 
EIN application form (SS-4) in 
the Tax Information section of 
this handout manual. 
Instructions for completing 
form are included. Apply by 
mail, online, fax, or phone. For 

more information: "A 
Beginner's Guide to Starting a 
Smail BUsiness ih =, 

Pennsylvahicl"...:.. on the Web at 
www.revehue.state.pa:us 

Department of Public Welfare 
Childlirie and Abuse Registry, 
See Background Checks 
section. in this handout manual 
for form. Instructions for 
completihgthe form are 
included. 
Download the. form from the 
web at: 
http:(/WWW.dpw.state.pa'us/u 
cmprd/grou0s/webcontent/do 
cuments/form/s 001762.pdf 

Date: 

EIN form (SS-4) filed 

with IRS 


Date: 

EIN number received 


0 Doesn't apply 

Date: 
Child Abuse History 
Form completed and 
sent 

Date: 
*Response form 

received 


*Items marked with an asterisk(*) are required parts of the application package for child care centers and group homes. 
Other items may b~ necessary, depending on how the child care facility will be organized, ancf_operated. 
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~~'Do you have a current {less 
than one year old) 
Pennsylvania criminal record 
clearance? 

!I< Do you have a current {less 
than one year old) FBI Criminal 
History Clearance? 

Complete Request for Criminal Record Check form. 
Submit completed form, with processing fee, to: 
Pennsylvania State .Police 

Central Repository -164 
1800 Elmerton Avenue 
Harrisburg, PA 17110-9758 

Contact Cogent at 
https:/ /www.pa.cogentid.com/index_dpw.htm 

or call 888-439-2486.­

Pennsylvania State Poiice Date: 
See Background Checks Request for Criminal 

section in thiS handout manual Record 
for form or complete and·. Check form completed 
submit form· online at: and sent 

•http:/lwww.dpw.state.Pa.us/u · 
cmprd/groups/webcontent/do IDate: 
cuments/form/s 001769.pdf *Response form 

received 

See Background Checks IDate: 

se.ction in this handout manual · Registered for 

for instructionS to get an FBI fingerprinting 
Criminal History Clearance. 

Date: 
Completed 
fingerprinting 

Date: 
*Re.SP6Dse received 

from Child line 

*items marked with an asterisk(*) are required parts ofthe application package for child care centers and group homes. 
Other items may be necessary, depending on how the child care facility will be organized and operated. 
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Getting Started in Child Care Child Care Centers and Group Homes 

bo you live outside of 
Pennsylvania? 

*Have you completed and filed 
the forms and policy statements 
to your Bureau of Equal 
Opportunity Regional Office? 

. ~ . 

. If you don't have a current (less than one year old) FBI Criminal 
History Clearance, contact Cogent at 
https:(/www.pa.cogentid.com/index_dpw.htm 
or call 888-439-2486 
or contact the fingerprinting system in your own state of residence to 
obtain a FBI Criminal History Clearance. Completed forms must be 

submitted to Child line for review at the following address: 


Department of Public Welfare 

Childline and Abuse Registry 

P.O. Box 8170 

Harrisburg, PA 17105-8170 


Complete Civil Rights Compliance Questionnaire Attachment 1, 

Nondiscrimination Policy Statement of Equal Employment 

Opportunity, and Nondiscrimination in Services Policy Statement. 
Submit to PA Department of Public Welfare, Bureau of Equal 

Opportunity regional office. 


See Background Chec:ks 
section in this handout manual 
for instructions to get an FBI 
Criminal History Clearance for 
people who live outside of 
Pennsylvania. 

PA Department of Public 
Welfare, Bureau of Equal 
Opportunity (BED). See 
Bureau of Equal Opportunity 
section in this handout manual 
for Contact infdrmation for 
BED RegionaiOffices, Civil 
Rights Compliance 
Questionnaire-.'and fdrms. 

Date: 
Made arrangements for 
fingerprinting 

Date: 
Completed 
fingerprinting 

Date: 
*Response received 
from Childline 

Date: 
Civil Rights 
questionnaire and other 
Bureau Of Economic 
Opportunity forms and 
policy statements 
completed and sent. 

Date: 
"'Letter of verification 


received 


*Items marked with an asterisk("') are required parts of the app!ic<itiori package for child care centers and group homes. 
Other-items may be necessary, depending on how the child care facility will be organii:ed_~nd operated. 
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"'Do you have a Gertificate of 

Occupancy for the building 
Where your child care center or 

group home will be located? 

Are you ·planning to participate 
in the child care subsidy and/or 
the Reference and Referral 
program? 

A building fire safety approval inspection needs to be completed and 
a Certificate of Occupancy obtained. 

Complete form: Tax Information: Child Day Care Center and Group 
Day Care Home 

Attach a letter, form, tax form, of application from the IRS, with the 

Employer Identification Number (EIN) pre-printed on it. 

Local municipality where the 
building is located or the 
Pennsylvania Department of 
Labor and Industry. See 
Certificate of Occupancy 
section in this handout manual 
for more information on who 

to call and ,hh'at to ask for 
when scheduling an 
it1Spection, 

See Tax Information section in 
this handout manual for a copy 
of the Tax Information form. 

Date: 

Called to schedule 

inspection 

Date: 

Scheduled inspection 


Date: 

•certificate of 
Occupancy· received 

Date: 
Tax Information form 

completed 

0 Doesn't apply 

*Items marked with an asterisk(*) are required parts of the application package for child care centers and group homes. 
·other. items may be necessary, depe~ding on how the child care facility will be organized,and operated. 
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     Getting Started in Child Care                                                                                      Child Care Centers and Group Homes   

Make Sure Your Application Package is Complete 

Use this checklist to make sure your application package for a Certificate of Compliance is complete before mailing it.  Incomplete 
application packages will be returned without processing. 

� *Completed Application for Certificate of Compliance 
� *A copy of the Certificate of Occupancy from your local municipality or Labor and Industry 
� *Original Child Abuse History clearance form for the legal entity or legal entity representative and the responsible person, 

clearance must be less than 3 months old 
� *Original Criminal Record Check from the Pennsylvania State Police for the legal entity or legal entity representative and the 

responsible person, clearance must be less than 3 months old 
� *Original FBI Fingerprinting Criminal History clearance for the legal entity or legal entity representative and the responsible 

person, clearance must be less than 3 months old 
� * For Group Homes operating in a residence: Original Child Abuse History clearance, Original Criminal Record Check and Original 

FBI Fingerprinting Criminal History clearance for everyone 18 years of age and older, clearance must be less than 3 months old 
� *A copy of the verification from the Bureau of Equal Opportunity stating that you have completed and filed the Civil Rights 

Compliance Questionnaire 
� *A copy of a signed certificate documenting that a representative of your legal entity attended orientation training “Getting 

Started in Child Care” 
� * Certificate of completion of the mandated reporter training: Recognizing and Reporting  Child Abuse: Mandated and Permissive 

Reporting in Pennsylvania  
� A copy of the Articles of Incorporation if you incorporated your child care business 
� A copy of the Certification of Limited Partnership if your child care business is part of a limited partnership 
� A copy of the Registration for a Limited Liability Partnership (LLP) if your child care business is part of a limited liability partnership 
� A copy of the Certification of Organization for a Limited Liability Company (LLC) if your child care business is part of a limited 

liability company 
� A copy of the Certification of Tax-Exempt Status or 501(c)(3) if your child care is a non-profit business 
� A copy of the fictitious name approval form if you plan to use a fictitious name for your child care 
� Completed “Tax Information:  Child Care Center and Group Child Care Home form if your child care facility will participate in the 

child care subsidy and/or Resource and Referral programs – proof of Federal Employer Identification (FEIN) from the IRS must be 
attached 

� Make and keep a copy of all the material in our application package before mailing it 
 
*Items with an asterisk (*) are required in every application package 

Complete application packages should be mailed to the Regional Office of Child Development and Early Learning (OCDEL) that serves your 
county.  Please refer to the map included in the information you received at your orientation session. 

North Central Region OCDEL     Southeast Region OCDEL 
DGS Annex Hillcrest #53      801 Market Street 
P.O. Box 2675       Suite 5132 
Harrisburg, Pennsylvania 17105     Philadelphia, Pennsylvania 19107-3126 

or 
North Central Region OCDEL     Western Region OCDEL 
100 Lackawanna Avenue      11 Stanwix Street 
Scranton State Office Building     Suite 240 
Scranton, Pennsylvania 18503     Pittsburgh, Pennsylvania 15222 
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INSTRUCTIONS FOR COMPLETION OF AN APPLICATION FOR A 

CERTIF1CATE OF COMPLIANCE FORA CERTIFIED CHILD CARE CENTER OR 


. A GROUP CHILD CARE HOME 


APPLICATION PURPOSE: 

Ob!!!l New Facfllty: A new agency/facility 

Renew Kdstlng Facility: An agency/facility applying to renew their existing Certificate of Compliance. The name and address of the 

Agency/Facility and the name of the legal entity should be the same as it is on the existing Certification of Compliance, 

Change of Facllity!Legal Entity Information: An agency that bas had an update of previously submitted information such as an 

agency/facilitY name change, ~gency~facility address change or a change in the legal entity nafne. 


IDENTIFICATION: 
1. 	 LOCATION NAME, PHYSICAL ADDRESS, MAILING ADDRESS, EMAIL ADDRESS, ·' 

TELEPHONE NUMBER, CELL PRONE NUMBERi 
Iodicate name,. physical address, mailing address, email addraas, telephone and ceU phone number of the physical location where 
lhe child care services are provided. Ifthe application is for a renewal of an existing certificate, the name and adrbess of the 
location should be the same as on the previous application. A post office box may not be entered in !be physlc:a] address 
informati~n. · 	 _... ­

2. 	 LEGAL ENTITY NAME, PHYSICAL ADDRESS, MAILING ADDRESS, EMAIL ADDRESS, 

TELEPHONE NUMBER, CELL PRONE NUMBER: 

Indicate name~ physical address, mailing address, email address, telephone and c_ell phone number of the legal entity. 

A poSt office box may not be entered in the physical address ihlormation. 


3. 	RESPONSIBLE PERSON: 

Indicate the full1lallle aod title of the person who is responsible for the daily operation of the facility. 


4. 	 COUNTY AND MUNICIPALITYrrOWNSHIP/BOROUGH: . 

Iodicate the name ~f the county and municipality/towushiplborough in which the facility location where child care services are 

provided is located. 


5. 	 TYPE OF FACILITY: 

Iodicate the type of child care fucility you wish to operate: Clu1d Care Ceoter or Group Child Care Rome. 


6. 	 TAX IDENTIFIER: 

Iodicate the FEIN of the person, partnership, association, organization, corporation or governmental body responsible for ilie 

operation of the facility: · 


1. 	TYPE OF OPERATION: 
Profit: Qperating with the expectation ofproviding a financial benefit to someone or. something other than the facility itself. The 
focus upon the Ultimate aim of the enterprise, not the financial results of an_y particular period of operation. The focus is also upon_ 
the particular premises involved and not the legal entity which operates the facility. A non profit legal entity may be considered as 
operating a faoility for profit if the particular premises involved provides a finailcial benefit to the parent legal entity. Any legal 
entity not possessing a certificate of tax exempt status from the Internal Revenue Service will be considered operating for profit 
unless it provides satisfactory proof othenv:is.e. 
Non-Profit: Operating· other than for profit Copy oftax exempt certificate sbould be submitted with the initial application. 

8, 	 TYPE OF OWNERSHIP: 

Identify the type of owners!)ip. 


9. Please answer YES or NO a:nd explain any YES response on a separate sheet of paper. 


10•.Please answer YES or NO and explain any YES response on a separate sheet of paper.· 


11. Please answer YES or NO and explain any YES response on a separate sheet of paper •. 

ATTACHMENTS: 
Attach =tCertificate of Ocenpancy, Articles ofIncorporation, State Fictitious Name Approval, Tax Docnmentation, Bnreau of 
Equal Qpportuillty Compliance Letter 

DECLAJiATION: 
The Declaration mnst be .,;igoed by the legal entity. If the legal entity is a partnership, association, or organi2ation, the person 
authorized to sign such documents must sign. Where the legal entity is a COiporation, the sigusture must be of a corporate officet. Type 
or print the name and title of the pernon signing. 
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Office of Cblld Development and Early Learning 

~ CommouwoallhofP"""YMmia APPLICATION FOR CERTIFICATE OF COMPLIANCE 
~ Department ofPublic Welfare TO OPERATE A CHILD CARE CENTER OR 

A GROUP CHILD CARE HOME 

NAME 

em 	 tiP CODE CirY ("".dSmte) ZIP CODE 

CELIPHONENUM1JER MNI>UREIELEPHONENUMBER 

+1J.LOCATION 	 Same as above 2B. LEGAL ENTITY MAILING 

P.O. BOXOF NUll/lER fDlti SIRS£1 	 J:O . .BOX or NUMBER cmrJS11{EE1'. 

Zll'CODE 	 ZIP CODE 

COUNTY and 

s. 	 TYPEOFFACJLITYO 
. Child Care Center 0 Group Child Cere Home 

6.TAX 	 1. TYPE OF·OPERATION FEIN-----------­
Tax lyp&, !& number and IRS doo!Jmentation must be provfdedln order to parliclpaie in the subsidized chUd care program or DPR0FIT ONON·PROHf 
resouroe and referral, or both. 

8. TYPE

D INDIVIDUAL GENERAL PAKJ'NBRSHIP 0 LIMITED PAR1'NERSHJP . . 0 LIMITED LIABILITY PARTNERSHIP 

D ASSOCIATION D cciRPoRATJON D SCHOOL DISTRlCf 0 LlM!TED LIABILITY COMPANY 

0 	criT oovER.NMEI'fr 0 COUNTY GOVERNMENT 0 STATE GOVERNMENT 0 OTI!BR GOVERNMENT 

OOTHER 
9. CONVICTION oi- NAMED A PERP.RTRATOR(lfmll}olf'loftkd4tt~9thro=tll II incksiPe. ap!afr<M a~te~wifpapuJ NO· 

Has the Fe.cility/Location above in 1~ or the Legal Entity above in 2A. or the Respons1"ble Person/Operator/Owner 
above in 3, or 'the person signing tb:is application ever beeil. denied a Certificate or license, had a Certffi.cate ofCompliance ar 
licen&e revoked, or had a Certificate ofCompliance or license non-renewed in Pennsylvania or in any other state? 

10. 	HAS TilE LEGAL ENTITY, OWNER, OR OPJli!ATOR NO 

ever been convicted ofa feloni..convicted ofa' crime involving child abuse, child neglect, moral turpitude. or 
physical violence; named a perpetrator in an indicated or founded report ofchild abuse in accordance with the 
Child Protective Service 

11. 	 1S THE LEGAL ENTITY, OWNER, OR OPERATOR CURRENTLY CHARGED NO 
WITHARELONY OR MISDEMEANOR? 
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• • ······,:.: ··>':·:''•:.·•.··•·····•;•·.·· : ·">>••> F•''j_·~< . .. ·:-,\~;;•.:.·, 
Ifthis is anJnilia!Application fur a new facility I agency or change o~name oflegal entity, submtt copies oftlw following documents wilh this Application. 

. Certificate of Occripnncy (zssuedjrom Department ofHealth, Department ofLabor and Industry or mum'cipalityJ 

Articles of Incorporation (if the fadlity or agency is operated by a corporation.) . 
. State FiCtitious Name Approval (if the facility or agency is operated for profit and a jkticious name is used.) ­
Registration of a Limited Liability Corpomtion (LLC), Limited Liability Partnership (LLP) or Limited Partnership (LP) 
Certificate of Authority or Registration to do.businesS in Pennsylvania (if the business.was formed out3ide ofPennsylvania.) . Bureap.of Equal Opportunity Compliance Letter . Certificate of Tax Exempt status {ifyour business is non-profit) . Tax Documentation (as in item 6) 

n'rer.t;< ". ···>"· 
. 
:·. ·:· .·. ~:·. .. ~::,;;.,;·~ .~ ....• •;:.. • •• . -~·;;,;,;,:·: ·C:>} 

I understand that the CertifiCate ofCompliance wm be issued to m~ on the Condition that I will opemte'the above-named facility or agency in accor­
dance with the laws of the Commonwealth of Pennsylvania and with the rules and regulations of the Department ofPoblic Welfare; Title VI and-Title 
'VII of the Civil Rights Act of 1964; the Age Discrimination Act of 1975; the Rehabilitation Act of 1973 and the Pennsylvania HUID.Bll Relations Act 
of1955, and the American WrtltDisabilit:les Act of 1990. 

Speoi.fi.cally, the_ above named facility will not permit discrimination on the basis of color, ra~ religiOuS. creed, ~bility, ancestry, national origin, 
age or sex in any aspect of service delivery and employment 

I hereby declare that the information given in this application is true to the best ofmy knowledge. 

---·-- • prl>r:w~ NJME/Jm.E . 

/H'"Ir4n the lAgol EmiJ? If q cwpor<tlia11, *.- idhi-Wnl Pr1¢ be <:> ~ <:>J]icer.) 


- M>DRESS ·---· 

S/GNATU8E OF mELEGALiNrrrtJREPRESENTAITYE 

DA1E(iiiii/t!dl}))-7) 

22 


http:Bureap.of


23 




How to Get a Certificate of Occupancy for a Child Care Center or 


Group Child Care Home (not located in a private home) 


In order to receive a Certificate of Compliance or registration to operate a child day care·facility, the applicant for a 

Certificate of Compliance must submit to the Department of Public Welfare a Certificate of Occupancy showing that 

the building is in compliance with the Uniform Construction Code {UCC} and is acceptable for use as a child day care 

facility. 


The requirements regarding the information that must appear on a Certificate of Occupancy are attached. 

INSTRUCTIONS: Refer to and follow the instructions below to obtain the required Certificate of Occupancy. 

• 	 To obtain a Certificate of Occupancy, the owner of the building that will house the facility must contact the 

municipalitY in which the building is located. Municipality means city, town, borough or township. 


• 	· The building owner must know the type of child care facility that will operate in the building i.e., child care center 
or group child care home. . . 

• 	 The building owner should say the following when contacting the municipal authority: 
1. 	 I want to establish a (type of facility- child care center, group child care home) at (building address). 
2. 	 I need a Certificate of Occupancy confirming the building meets the requirements of the UCC. 
3. 	 How do I comply with the requirements of the UCC and obtain a Certificate of Occupancy? 

IF THE MUNICIPALITY DOES NOT ENFORCE THE UCC: 

If the municipal authority reP.resentative says the municipality does not enforce the UCC, the building owner must 
obtain a Certificate of Occupancy from the Department of Labor and Industry (L&I). 

You can obtain information regarding the L&l application process for building, structure and facility permits on the 
Internet by following the steps below: 
1. 	 Access the Uniform Construction Code website at www.dli.state.pa.us/codes. 
2. 	 On the menu on the left side of the page, click on "L&I Enforcement". 
3. 	 Click. on the link for Plan Review and Inspection Requirements. 
4. 	 Scroll down the page and click on the link for H. Application Requirements: Building. Structure and Facilitv Permits 

to access instructions regarding how to apply for a Certificate of Occupancy from L&l and links to the required L&l 
forms. 

1he contact information for L&l is as follows: 

Department of Labor & Industry 
BOIS Building Plan Review Division 
651 Boas Street, Room 1600 
Harrisburg, PA 17121-0750. 
Telephone 717.787.3806 options 1, 8 
Fax 717.783.5002 

* * * * * * * * * * * *.* * * * * * * * * * * * * * * * *· *** * * * * * * * * * * * * * * * * 
NOTE: Facilities located in the City of Philadelphia have a different procedure. Please see the 
information relating to opening a child care facility in Philadelphia included in this manual. 
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How to Get a Certificate of Occupancy for a 


Group Child Care Home (located in a private home) 


In order to receive a Certificate of Compli~nce to a'per'ate a child day care facility, the applicant for a Certificate of. 
Compliance must submitto the Department of Public Welfare a Certificate of Occupancy showing that the building is in 
compliance with the Uniform Construction Code (UCC} and is acceptable for use as a child day care facility. 

The-requirements regarding the information that must appear on a Certificate of Occupa(lcy are attached. 

INSTRUCTIONs': Refer to and follow the instructions below to obtain the.required Certificate of Occupancy: 

•· 	 To obtain aCertificate of Occupancy, the owner of the private residence that will house the group day care home 
must contact the mwiicipality in which the private residence is located. MunicipalitY means city, t6iNn, borough 
or township. 

. 	 . . 

• 	 The building owner should say the .following when contacting the municipal authority: 
1. 	 I want to establish a group day care home in a private residence.. . 
2. 	 I need a Certificate of Occupancy confirming the building meets the R·3 Requirements for a group day care 

home in a private residence. 
3. 	 How do I comply with the R-3 Requirements and obtain a Certific~te of Occupancy? 

• 	 ·The requirements for an R-3 Certificate of Occupancy for a group day care home located in a private residence are 
attached. 

IF THE MUNICIPALITY DOES NOT ENFORCE THE UCC: 

If themunicipal authority-representative says the municipality does not enforce the UCC, the building owner must 

obtain a Certificate of Occupancy from the Department of Labor and Industry (L&I). 


You can obtain information regarding the L&l application process for building, structure and facility permits on the 

Internet by following the steps below: 

L Access the Uniform Construction Code website at www.dli.state.pa.us/codes. 

2. 	 On the menu on the left side of the page, dick on "L&I Enforcement". 
3. 	 Click on the link for Plan Review and Inspection Requirements. 
4. 	 Scroll down the page and click on the link for H. Application Requirements: Building, Structure and Facility Permits 

to access instructions regarding how to apply for a Certificate of Occupancy from L&l and links to the required L&l 
fu~. 	 . 

The contact information for L&l is as follows: 

Department of Labor & Industry 
BOIS Building Plan Review Division 
651 Boas Street, Room 1600 
Harrisburg, PA 17121.,0750 
Telephone 717.787.3806 options 1, 8 
Fax 717.783.5002 

* * * * * * * * * * * * * * * * * * * * * * * ** * * * * * * * * * * * * * * * * * * * * * * * 
NOTE: Facilities located in the City of Philadelphia have a different procedure. Please see the 
information relating to opening a child care facility in Philadelphia included in this manual. 
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Requirements for R-3 Certifkate of Occupancy for a 

Group Child Care Home (located in a prilmte home) 


• 	 A home· where child ·day care s·ervices are provided for less than 24 hours for 7 to 12 children is an R-. 
3occupancy if the home is used primarily as a private residence and the provision of day care services is 
accessory to the principal use ofthe home as a residence. 

• 	 Aday care facility that is an R-3 occupancy which provides day care services to 7to 12·children as a group day 
care home shall comply with all of the following: 

1. 	 Have an interconnected smoke detector system. 

2. 	 Have a fire extinguisher rated for Class Bfires in the kitchen and other cooking·areas. 

3. 	 Meet the exiting requirements for an R-3 occupancy and licensure under 55 Pa. Code Chapter 3280 
(relating to group child day care homes). 

* * * ** * * * * * * * * * * * * * * * * * * * * * * * * * ·* * * * * * * * * * * * * * * * * * 

NOTE: Facilities located in the City of Philadelphia have a different procedure. Please 
see the information relating to opening a child care facility in Philadelphia included in 
this manual. 
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. Certificate of Occupancy Requirements 

According the· Pennsylvani~ Department of Labor ~nd Industry's regulation for administration of the Uniform 
Construction· Code WCC), a certificate of occupancy must include the following information: 

1. The permit number and address of the building, structure or facility . 

. 2. The permit holder's·name and address. 

3. 	 A description of the portion of the building, structure or facility covered by the occupancy permit. 

4. 	 The name of the building code official who issued the occupancy permit.· 

5. 	 The applicable construction cod·e edition applicable to the occupancy permit. 

6. 	 The use and occupancy classification under Chapter 3 (Use and Occupancy Classification) of the "International 
Building Code," when designated. 

7. 	 The 1ype of construction defined in Chapter 6 (Types of Construction) of the "International Building Code," 

when designated. . · 


8. 	 If applicable, special stipulations and conditions relating to the permit and board of appeals' decisions and 

variances for accessibility requirements granted by the Secretary. 


9. 	 The date of the'final inspection. 

PLEASE NOTE: 

. A certificate of occupancy should include the above information; however, some muni~ipalities may not produce 
certificates that include all of the information required by regulation, 

Prior to submitting your certificate of occupancy to the Department of Public Welfare as proof that the building 

complies with the UCC, review your certificate of occupancy to.be sure it includes the following minimum 

information: 


1. 	 The permit holder's name. 
2. 	 The building address. 
3. 	 A statement that the building is approved for occupancy under the UCC. 

If the certificate ofoccupancy you provide to the Department of Public ·welfare along with your application for a 
certificate of compliance. to operate a child day tare center or group day care home does not include the 
minimum informdtion. described above, the Department will not accept the certificate as proof of compliance 
with the UCC. 

* * * * *-* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * 
NOTE: Facilities located in the City of Philadelphia have a different procedure. Please see the information 
relating to opening a ·child care facility in Philadelphia included in this manual. 
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CITY OF PHILADELPHIA 

Requirements for Operating a Commercial Day Care: 


CHILD CARE CENTER AND GROUP CHILD CARE HOME NOT IN A RESIDENCE 


The procedures for obtaining the required occupancy permitto operate a commercial day care 
Le., a child care center or group child care home not located in a residence, 1n the City of 
Philadelphia are different than the procedures in other municipalities.- Each step of the following 
instructions must be completed in order to obtain the required occupancy permit to submit along 
with your application for a certificate of compliance.- For farther information; call the 311 Call 
Center or 215-686-1776 (ifcalling outside Philadelphia), or see the website at www.phila.gov/li 

1. 	 Obtain a Business Privilege License from the License Issuance Unit of Licenses & Inspections, 
located on the concoUrse level of Municipal Services Building, 1401 JFK Blvd. The one time fee 
for this license is $300.00. Available on-line at: www.phila.gov/li 

2. 	 Obtain a Business Tax Number from the Revenue Department at Municipal Services Building 
or at www.phila.gov/revenue 

3. 	 Obtain a Zoning Permit from the Zoning Unit of Licenses & Inspections. Fees will vary. 
Contact the zoning unit for additional information at (215) 686-2455. 

4. 	 Obtain a Certificate of Occupancy from the Building Permit Unit, Concourse Level of the 
Municipal Services Building or at: www.phila.gov/li. Three sets of building plans will be_ 
required. 

5. 	 Contact the Department of Public Health: 
a. 	 Plan Review Section/Requirements at (215) 685-7405 
b. 	 Food Safety Certification class at(215) 685-7498 
c. 	 Health Inspection at (215) 685-7342. ALL child care facilities are required to have a health 

inspection to obtain a food license. The health inspector will issue a license eligibility 
report once the inspection is passed. 
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Getting Started in Child Care 	 Child Care Centers and Group Homes 

6. 	 Contact Licenses and Inspections by calling the 311 call center to request your fire inspection. 
The 311 operator will assign your request to the inspection in your area. The inspector will 
contact you within 5-7 business days to schedule your appointment or 215-686-1776. The fire 
inspectorwill forward to ybll a "verification of compliance" once the fire inspection has 

·passed. 

' 
7. 	 Submit the following, upon receipt, to the License Issuance Unit, Concourse Level, Municipal 


Services Building, 1401, JFK Boulevard: 

a. 	 License Eligibility Report 
b. 	 Verification of Compliance 

This completes the initial licensing requirement for the City of Philadelphia. 

REMEMBER: 

• 	 Your food preparation and serving license must be renewed every year. 

• 	 Call your District Office to schedule your annual fire inspection. 
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CITY OF PHILADELPHIA 

Licenses & Inspections Fire Safety Requirements for 


Commercial Day Care: 

CHILD CARE CENTER AND GROUP CHILD CARE HOME NOT IN A RESIDENCE 


Your fire inspection will include, but may not be limited to the following: 

. . . - .. 


• 	 A Certificate of Occupancy ~r a departmental letter that a Certificate of Occupan~y i~ NOT required. 

• 	 ·Fire Alarm System based upon the building's occupancy classification. 

• 	 Sprinkler/Fire Suppression System (if required by the building's occupancy) 

• 	 Emergency Lighting 

• 	 Illuminated Exit Signs 

• 	 System Certifications (originals posted on site) i.e. fire, suppression, generator, etc. 

• 	 Pull Station Signage 

• 	 Fire Extinguishers visibly mounted and tagged on each level or within every 75 feet of space (minimum 

5 lbs.) 

• 	 Fire Evacuation Plan 
Note: for 1~4 occupancies (more than 5 children under the age of 2 X) plans must be reviewed and 
approved by the Fire Prevention Unit of the Philadelphia Fire Department - {215 }686-1382 prior to 
obtaining your inspection. 

• 	 Shelter In Place Plan 

• 	 No double cylinder key locks or locked rear yard gates. Panic door hardware on occupant loads of 100 

or more. 

• 	 No blocked exits. 

• 	 Two means of egress on each floor occupied. (.Exceptions may apply) 

To schedule an appointment for a fire inspection, contact· 


Licenses & Inspections by calling the 311 call center. 
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CITY OF PHilADELPHIA 
Requirements for Operating a 

GROUP CHILD CARE HOME LOCATED IN A RESIDENCE 

The procedures for obtaining the required permits to operate a GROUP CHILD CARE HOME 

LOCATED IN A RESIDENCE in the City ofPhiladelphia are different than the procedures in other 
municipalities. Each step ofthe following instructions must be completed in order to obtain the 

required occupancy permit to submit along with your application for a certificate of compliance. 
For further information, call the 311 Call Center or 215-686C1776 (if calling outside Philadelphia), 
or see the website at www.phila.gov/li. 

8. 	 Obtain a Business Privilege License from the License Issuance Unit of Licenses & Inspections, 

located on the :concourse level of Municipal Services Building, 1401JFK Blvd. The one time fee 

for this license is $300.00. Available on-line at: www.phila.gov/li 

*~*You will also be required to apply and pay for an annual Family Child 
Care license ($50.00). Your Family Child Care license will be issued once 

your inspections have been completed and approved . 

. 

9. 	 Obtain a Business Tax'Number from the Revenue Department at Municipal Services Building 
or at www.phila.gov/revenue 

10. Obtain a Zoning Permit from the Zoning Unit of Licenses & Inspections. Fees will vary. 
Contact the zoning unit for additional information at {215) 686-2455. 

11. Apply for a Certificate of Occupancy: After receiving your zoning use permit, you must apply 
for a Certificate of Occupancy from the Building Permits Services Unit, Municipal Services 

Building- Concourse Level before receiving your fire inspection. 

12. Contact the Department of Public Health: 

a. 	 Food Safety Certification class at {215) 685-7498 Make certain that you specify the 


residential group class (maximum 12 children). 

b. 	 Health Inspection Approval (License Eligibility) at {215) 685-7342. The License Eligilbity 

report is a dated document that is acceptable for 30 days from the date of issue. 
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Getting Started in Child Care 	 Child Care Centers and Group Homes 

13. Fire Inspection: Once your health inspection has beencompleted, you are now ready for your 
fire inspection. For additional information regarding your fire inspection, see the next page. 

14. Contact your fire inspector at your area District Office. You may call the 311 call center for 

the telephone number of your District Office. 


15 . .Fire safety approval: Once you have passed your fire inspection, the fire inspector will issue 
your fire safety approval and issue your license Within three business days .. 

This completes the initial licensing requirement for a 

GROUP CHILD CARE HOME LOCATED IN A RESIDENCE in the City of Philadelphia. 


REMEMBER: 

• 	 Your City of Philadelphia group child care/food prep/serve license (3126) must be renewed 
every year. The license expires the last day ofFebruary each year. 

• 	 Once your payment of $50.00 has been received your ANNUAL fire inspection will be 
automatically submitted to the inspector in your area. 
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CITY OF PHILADELPHIA 

Licenses & Inspections Fire Safety Requirements for a 

GROUP CHILD CARE HOME LOCATED IN A RESIDENCE. 


The following fire safety requirements apply to a GROUP CHILD CARE HOME LOCATED IN A 

RESIDENCE in the City of Philadelphia. .. 


·Your fire inspection will include, but may not be limited to the following:· 

• 	 Smoke Alarms -.hard-wired inter connected smoke alarms on each floor of your home. 

·• 	 Carbon Monoxide Alarms· Installed within 15 feet of the entrance of every bedroom and 
installed in the sleepi~g' area(s) of the day care. 

• 	 Fire Extinguishers- At least one portable fire extinguisher with a minimum rating of 2-A:lOBC 
(5 lb. extinguisher) visibly mounted in your child care area(s) and in your kitchen or other 
areas of cooking. For new purchases- save receipt and packaging from box. For existing 
extinguishers, they must have a current tag from an authorized extinguishing company. 

• 	 Means of Egress- No double key cylinder locks on egress doors or locked rear yard gates. 

• 	 Portable Heating Devices- Portable heating devices that produce an open flame shall not be 
used in buildings during the operating hours of a Residential Child Care facility. 

• 	 Before requesting your fire inspection the following steps MUST be completed: 
1. 	 Zoning Use Permit 
2. 	 Bu~iness Privilege License 
3. 	 Tax Account Number 
4. 	 Obtain Food Safety Certification 
5. 	 Obtain Health Department Inspection 
6. 	 Obtain a Certificate of Occupancy 

To schedule an appointme'itt forafire inspection, contact 

Licenses & lnspt;!ctions by calling the 311 call center. 
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SEND TO CHILDL!NE AND ABUSE REGISTRY, DEPARTMENT OF PUBLIC WELFARE, 
P.O. BOX 8170 HARRISBURG, PA 17105-8170 
APPLICATIONS THAT ARE !NCOMPLEfE ILLEGIBLE OR RECEIVED WITHOUT FEE Vvlll 
BE RETURNED UNPROCESSED. IF YOU HAVE QUESTIONS CALL 717-783-6211 

IN THIS SPACE PRINT APPLICANTS FULL N.AME AND ADDRESS (DO NOT USE !NffLALS) 

NAME SOOAL SECURI!Y NUMBER 

"STREET 
AGE DATE QFBIRTH 'DAYTIME PHONE NO. 

OTY.STATE 
ZIP CODE 

SEX

DMDf 
COUNTY YOU UVEIN 

CHILD CARE 0 VOLUNTEER&A copy of your PROCESSED 'Request 0 CVVEP (C.offimunfty Work Experience Program 
for Criminal Record" (Form SP4-164) must be Participant)
attached.. Out-of-state residents must also attach a 
copy of their PROCESSED FBI clearance (Form
FID-258). 

CAO PHOW:; NO 

as 

Af'PUCANT'S SIGNATURE DATE 

DO NOT WRITE IN THIS SECTION - CHILDLINE USE ONLY 

0 APPLICANT IS LISTED IN A REPORT OF CHILD ABUSE OR A 
REPORT FOR SCHOOL EMPLOYEE (SEE BELOW). 

VS<lAER VERIFIER'S SUPERVl SOR 
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c-c-cc-----c-c-c-o--c7.-cc-c,------:-has requested a certification which includes a clearance of 
his/~er name against the child abuse, school employee, and criminal history reports. 

The resu Its of the child abuse and school employee report clearances are listed in Section II on the 
reverse side. The results of the criminal history reports are listed belpw. Out-of-state residents 
must have criminal history clearance from both the Pennsylvania State Police and the FBI. The 
voluntary certification may be obtained every two years. 

It is the responsibility of parents and guardians to review this information to determine the 
suitability of the applicant as a substitute caregiver. 

0 	Applicant is named as the perpetrator of a "Founded" child abuse or school employee report 

whiCh occurred In_ the last five years. . 


D Applicant Is named as the perpetrator of a "Founded" child abuse or school employee report 
which occurred over five years ago. 

Applicant is named as the perpetrator of an "Indicated" child abuse or school employee report.D 

D Applicant is not named as the perpetrator of any child abuse or school employee report 
contained in the Statewide Central Register. 

D Record exists and contains convictions which prohibit hire in a child ·care position. Report 
attached. 	 · 

D Record exists, but convictions do not prohibit hire in a child care position. Report attached. 

Record exists, but no convictions are shown. This does not prohibit hire in a child care D 	position. Report attached. 

D No record exists. Report attached. 

D 	Record exists and contains convictions Which prohibit hire in a child care position. Report 
attached. 

D 	Record exists, but convictions dO- not prohibit hire· in a child care position. Report attached. 

0 	 Record exists, but no convictions are shown. This may not prohibit hire in a child care 
position. Report attached. 

D· 	No record exists. Report attached. 

D 	No FBI clearance required. 

VffiAER OATE VER!FlER'S SUPERVISOR 	 OATE 

CY 113 ~ 12199 
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Gettin Started in Child Care 	 Child Care Centers and Grou Homes 

Instructions to Complete: 

Pennsylvania Child Abuse History Clearance Form 


The Child Abuse History Clearance form may be printed off the web at: 
http://wwW.dpw.state.pa.us/ucnlprd/groups/webcontent/documents/form/s 001762.pdf 

DIRECTIONS 

Please read the Instructions prior to downloading the form. To request a supply of the forms, please call {717) 783-621~. 

1. 	 Typeor print clearly and neatly in ink Section I only. 

2. 	 Address must be Applicant1s current home address. 

3. 	 All information mUst be complete"d in fuii ..(The form asks for all _previous na.rTies, addresses, and household members. 
since 1975). This information must be provided to the best of your kn.ow!edge and belief. If necessary, attach additimial 
pages. 

4. 	 Application must be signed. 

5. 	 Enclose a $10.00 money order for each application. No cash or personal checks accepted. Agency or business checks are 
acceptable (Mailing address is on the actual form in the top left text box). 

6. 	 Do n~t send any postage paid return envelopes. 

7. 	 Application should be placed in a business-sized or larger envelope prior to mailing. 

8. 	 One block must be checked for Purpose for Clearance. Do not check more than one block. 

A. 	 Check the Volunteer Block if performing a service {paid or unpaid) for organizations such as Big Brothers/Big Sisters, 
·Boy Scouts, Little League or churches. A copy of your Criminal Record Check results obtained within the past year 
must be attached. Do not send original Crinlinal Record results. lf you are not a Pennsylvania resident, you must also 
attach a copy of your FBI results obtained within the past year'. This block should not be checked for anyone 
vol~;mteering in schools. · 

B. Check the *school Block if you are a prospective student teacher or prospective employee or contractor of a public 
· or private school (School District, IU, Charter School, Career & Technology Center, Private Academic School, Non-· 

Public School). See information below that applies to school emp.loyees. * 

C. 	 Check the Foster Care Block if applying for foster parenting or custody of a child. 

D. 	 Check the Adoption Block if in the process or planning to adopt a child. 

E. 	 Check the Child Care Block if planning to work in a child care setting or if all other blocks do not apply. 

F. 	 Check the CWEP Block if you are participating in a Department of Public Welfare training program. The signature and 
phone number of the County Assistance Representative is required. 

Clearance results will be mailed to you within 14 days from the d9te that the clearance is received in our office. There will be 
no replacements after 90 days.· 

FAILURE TO COMPLY WITH THE ABOVE INSTRUCT10NS WILL CAUSE CONSIDERABLE DELAY 
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PENNSYLVANIA STATE POLICE 
REQUEST FOR CRIMINAL RECORD CHECK 

r 	 This form is to be completed in ink by the requester - (information will be mailed to FOR CENTRAL REPOSITORY USE ONLY 
the requester only). If this form is not legible or not properly ComPleted, it v.ill be CONTROL NUMBER 
returned unprocessed to the requester. A resPonse mav take four weeks _or longer. 

Warning: A person cofTlfrits a misdemeanor of the lhifd degree ff he/she makes a written false 

statemen~ which he/she does not believe lo ~e lrue. 


AFTER COMPLETION MAIL TO: 

TRY OUR WEBSITE FOR A QUICKER RESPONSE PENNSYLVANIA STATE POLICE 
https://epatch.state.pa.us 	 CENlRAL REPOSITORY -164 

1800 ELMERTON AVENUE 
HARRISBURG, PA 17110-9758 

NAME/. 
REQUESTER Local Numbar717-425-5546 

1-888-QUERYPA (1-888·783-7972)
ADDRESS 

DO NOT SEND CASH OR.PERSONAL 
CHECK. 

CITY/STATE/ CHE_CK ONE BLOCK
ZIP CODE 

INDIVIOUAlJNONCIUAlNAL JUSTlCE AGENCY- ENCLOSE A 
CERTlAED CHECK/MONEY ORDER IN 1HE AMOUNT OF 

0 
$10.00, 	PAYABLE TO: 

~COM!tOtlJ!:EA.LT/1Qf a;:UW!r!.YA!lfAH 
THE FEE IS NONREFUNDABLE 

CONTACT TELEPHONE NiJMBER (INCLUDING AREA CODE) FEE EXEMPT-NONCRIMINAL JUSTICE AGENCY -NO FEED 

I I I - I I I - I I I I 
NANEJSUBJECT OF RECORD CHECK (FIRST/ (MIDDLE) 	 (lASl) 

MAIDEN NAME AND/OR ALIASES SOCIAL SECURITY NUMBER 	 DATE OF BIRTH SEX 
(MM1Dp1YYYY} IRACE 

The Pennsylvania State Police response will be based on the comparison of the data pr9vided by the requester 
against the information contained in the files of the Pennslf_lvania State Police Central Reg,ositO[Y. on/~ 

REASON FOR REQUEST: All <+< $10:00 
-MAKE ALL MONEY ORDERS PAYABLE TO; ~LT~·fifi£{!f~:~t~"'~ ... 

............CHECK BOX THAT MOST APPLIES TO oOf TI11S I ................ 


0 INTERNATIONAL ADOPTION 'INTERNATIONAL ADOPTION MUST BE NOTARIZED. 

t:J ADOPTION (OOMESllC) 	 [J EMP!..OYMENTfSCREENING [J PASSPORT 

[] ATIORNEY 	 0 FOSTER CARE [] PRIVATE INVESTIGATIONS 

D BANKING 	 0 HEALTHCARE 0 SOCIAL SERVICES 

C BAR ASSOCIATION 	 0 HOUSING 0 TENANT CHECK 

0 CHURCH 	 0 INSURANCE UCENSE 0 VISA 

0 CHILD CARE 	 0 MENTAL HEALTH 0 VOLUNTEER AMBULAHCEIFIREF!GHTER 

CJ EDUCATION 	 0 NURSE AID TRAINING t:J VO!..UIITEER 

C ELDER CARE 	 0 OTHER 

[J EMERGENCY MANAGEMENT 

0 ACCESS & REVIEW· {NOT FOR EMPLOYMENT PURPOSES. MUST BE MAILED INTO THE CE!rrRAL REPOSITORY.) 

AVAILABLE ONLY TO SUBJECT OF RECORD OR LEGAL REPRESENTATIVE WITH LEGAL AFFIDAVIT ATTACHED 
FOR THE pURPOSE OF REVIEWING YOUR CRIMINAL HISTORY. 

.. 

Homeland Security /s Everyone's Responsibility- Pennsylvania Terrorism Tip Line 1-888-292-1919 
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Gettin Started in Child Care 	 Child Care Centers and Grou Homes 

FBI Criminal History Clearance 

Who Needs an FBI Criminal History Clearance? 

• 	 Anyone who applies for a Certificate of Compliance to operate a new child care center or group child care home 
• 	 All employees who work in child care centers or group child care homes - · 

InstruCtions to get FBI Criminal History Clearance . 

1. 	 Register with Cogent online through the web site, www.pa.cogentid.com, and be sure to click on: 

pehl1sylvadia 
. ·o:e:~A-11-T~ENl:' OF-_ P_U Bl:fC 'W•Illf.-A.REO 

Department of Public Welfare (DPW) 

or by calling 1-888-439-2486. 

2. 	 The fee for processing the FBI Criminal History Clearance is $33.00. Choose one of the following ways to pay: 

• 	 Pre-pay, using a credit card or debit card, by selecting Register Online on the web site www.pa.co'gentid.com 
• 	 Pre-pay by phone, using a credit card; by calling 1-888-439-2486. 
• 	 Bring a cashier's check or money order, made out to "Cogent Systems," to the fingerprint site. No cash or 

personal checks will be accepted. 

3. 	 Go to the fingerprint site of your choice. No appointment is needed. Locations and hours for fingerprint sites can 
be found on the web at www.pa.cogentid.com, clicking Department of Public Welfare (DPW) as described at #1 
above. Under (/Print Site locations/' select and open 11 Print locations and Hours. 11 

4. 	 The FBI will send the completed federal criminal history record check to the Childline Registry. 

5. 	 ChildUne will forward a letter with the results to the applicant. This letter will serve as the FBI Criminal History 
Clearance. 

If you or an employee live outside of Pennsylvania 

Out-of-state residents can get an FBI Criminal History Clearance in either of the following ways: 
• 	 Register with Cogent, following the same instructions as Pennsylvania residents (listed above). 
• 	 Obtain fingerprinting and processing through your state of residency's system. These results should be sent for 

review and interpretation to: 

Childline and Abuse Registry 
P.O. Box 8170. 

Harrisbwg, PA 17105-8170 


• 	 There is no cost for Childline's review. An official letter from Childline serves as the required FBI Criminal History 
Clearance. 
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PENNSYLVANIA DEPARTMENT OF STATE 

CORPORATION BUREAU 


Application for Registration of Fictitious Name 
54Pa.C.S. § 311 

,-------------------------, Docwnentwill be returned to the 
Name name and address you enter to 


the left 

Address 
 ~ 

City 	 State Zip Code 

Fee: $70 

In compliance with the requirements of 54 Pa.C.S. § 311 (relating to registration), the undersigned entity(ies) desiring to register a 
fictitious name under 54 Pa.C.S. Cb. 3 (relating to fictitious names), hereby state(s) that: 

1. The fictitious name is: 

2. 	 A brief statement of the character or nature of the business or other activity to be carried on:under or through 
the fictitious name is: 

3. 	 The address, including number and street, if any, of the principal place ofbusiness (P.O. Box alone is not 

acceptable): 


Number and street 	 City State Zip County 

4. 	 The name and addres~ including number and street, if any, of each individual interested in the business is: 

Naroe Number and Street City State 
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DSCB:54-31l:-2 

5. 	 Eaeh·enticy,.otherthan an individual, inierested' in.sucfubusiness isJaieo): 

PARegisl<Jred Office, ifan)' 


Name. Form. of:Organizaiion OrganlzihgJurisdictjon: 


Principal Office Address 


RARegisteredbffice,:ifany 


6. 	 The applicant is fil,inillar with the pl:o¥isions of54 Pa.c.~. '§ 332 (relatilm•to eff~ct.oftegistration).and 
unqeistaiids th,at:rj]iilg un<.ler the Fictiti0u~Nlinies.:/l.('t <lees notcreate;$y'exelusive·or ather right iti)he 
fictiti:¢ps:nairi~: 

7;., Optional): The name(s) ofthe agent(s), ifany;'ariy om0otwhom_is au$orizetl':to eX,ecute•jiJl1en~entzto; 
·withdrawals-from or (;allCellaiioi> of thisTegistration in behalfofall th,en existfug parties to the registration; iS(afe): · · · - · · · · · · · - · · · · ­

IN TE~TJ]yi:OJ'.!Y WHEREOJ!, the 1Jndersigried haVI( caui;e(l this A.PPli.catioJ1 for Registratioll of Fictitious 
Name.to b'e eX,ec1.lted 1;hls 

___ day of---,.~----· 

_Indiv.i:duai Signature Infiivi(\ual ~ignal1.Jre 

.Indiyidual Signatme Indiyidusl signatme 

Entity: Ninne Entity }\fame 

Signature 

Title Title 
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Department of State 
Corporation Bureau 

P.O. Box 8722 
Barrisburg,PA 17105-8722. 

(717) 787-1057 
We~ site: www.dos.state.pa.us/corps 

In'structions for Completion of Form: 

A. Typewritten is preferred. Ifnot, the form shall be completed in black or blue-black ink in order to permit 

reproduction. the [!ling fee for this form is $70 made payable to the Department ofState. 


B. Under 15 Pa.C.S. § 135(c)(relating to addresses) an actual street or rural route box number must be used as an 

address, and the Department of State is required to refuse to receive or file any document that sets forth only a post 

office box address. 


C. 	 The following, in addition to the filing fee, shall accompany this form; 

(I) 	Any necessary copies otform DSCB: 17. 2. 3 (Consent to Appropriation ofName). 

(2) 	Any necessary governmental approvals. 

D. For general instructions relating to fictitious name registration see 19 Pa. Code Subch. 17C (relating to fictitious 
names). These instructions relate to such matters as voluntary and mandatory rygistration, general restrictions on name 
availability, use of corporate designators, agent for effecting amendments, etc., exec\}tion, official advertising when an 
individual is a party to the registration, and effect of registration and non-registration .. 

E. 	The name of a commercial registered office provider may not be used in Paragraph 3 ~lieu of an address. 

F. 	 Insert in Paragraph 5 for each entity which is not an individual the following information: (i) the name of the entity 
and a statement of its form of organization, e.g., corporatio~ general partnership, limited partnership, business trus~ 
(ii)the name of the jurisdiction under the laws of which it is organized, (iii) the address, including street and number, 
if any, of its principal office under the laws of its domiciliary jurisdiction and.(iv) the address, including street an& 
number, if any, of it_s.registered office, if any, in this Commonwealth. Ifany of the entities has an assoCiation which 
has designated the name of a commercial registered office proVider in lieu of a registered office address as pennitted 
by 15 Pa.C.S. § 109, the name of the provider and the venue county should be inserted in the last column. 

G. Every individual whose name appears in Paragraph 4 of the form must sign the form exactly as the name is set forth 
in Paragraph 4. The name of every other entity listed in Paragraph 5 shall be signed on its behalf by an officer, truStee 
or other authorized person. See 19 Pa. Code§ 13.8(b) (relating_ to ex.ecution), which permits execution pursuant to 
power of attorney. A copy ofthe underlying power of attorney or other authorization should not be submitted to) and 
will not be received by or filed in, the Department 

H. 	An entity (which includes an individual) that registers a fictitious. name is required by 54 Pa.C.S. § 3ll(g) to 
advertise its intention to :file· or the filing of an application for registration offictitious name. Proofs of publication 
of such advertising should not be submitted to the Department, and will not be received by or flled in the Department, 
but should b~ kept with the permanent records of the business. · 

I. 	This fonn and all accompanying documents shall be mailed to the address stated above. 
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For-Profit and Not-For-Profit Children's Programs 

Similarities and Differences 


TAKEN FROM: THE BOTTOM LINE FOR CHILDREN'S PROGRAMS 

WHAT YOU NEED TO KNOW TO MANAGE THE MONEY 


BY GWEN G. MORGAN, GRYPHON HOUSE, i999 


FOR-PROFIT NOT-FOR-PROFIT 

. 

... 
SIMILARITIES 

May take-in less money than it spends. Same 
May take-in more money than it spends. Same 
Must pay close attention to the bottom line. Same 
Must operate in a competent businesslike manner Same 
to survive. 
Is committed to a central mission. Same 
Is private, with a public purpose. Same 
Could exploit children for money. Same 
Is regulated to reduce risks to children. Same 

-
START,l)P CAPITAL AND OTHER BORROWING· 

Can get small business loans, economic Has difficulty finding start-up dollars;· can borrow 
development dollars, investment, venture capital, or from banks if they have collateral, or from personal 
other equity. friends, relatives. 

Can borrow on credit cards. Can borrow on credit cards. 
-

Has diff)culty getting gifts from individuals, Easily has access to charitable gifts if granted tax 

foundations, United Way, etc. because not tax- exemption. 

exempt. 


Securities laws permit a variety of equity Cannot issue equity and debt instruments to raise 

instruments to raise capital. capital. 
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FOR-PROFIT 	 NOT-FOR-PROFIT 

~ 

TAX STATUS AND ASSETS 

Assets subject to public trust Upon dissolution, must give to another not,for-
Dissolution may distribute to principals and profit organization. 

·investors 

Pays taxes, claims deductions 	 Eligible to apply fortax exemption. If granted, is 
exempt from federal, state, and local income tax on 

Assets subject to public trust 	 proceeds of exempt activities, and most 
investments; FUTA; state franchise tax; often sales, 
use, gasoline and property tax; may receive reduced 
bulk postal rates. 

OPERATING FUNDS 

Not eligible for some government funds for Usually eligible for government funds 
children's services 

May return income to the organization for Must return income to the organization for 
improvement and expansion, save or invest improvement and expansion; save or invest 

May distribute profits to investors as return on · May not distribute profits to investors; may pay 
investm.ent interest on loans 

. 
OPERATING FUNDS 

Proprietary form of organization has greatest Not-for-Profit Board has traditionally had charitable 
liability; owner's personal assets are at risk immunity; degree of immunity is no longer clear 

.Corporation is accountable rather than individual 
Board members; but law is changing in direction of 
potential personal liability for Boa'rd members ' 

. 
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FOR-PROFIT NOT-FOR-PROFIT 

PERCEPTION BY OTHERS· 

May. be perceived by human service field, 
academics, and government people as commercial, 
exploitatiye; negative perception is very strong in 
some communities, less so in others. 

Perceived by many businesses as competent, 
professional, businesslike. 

Perceived by not-for-profit sector as low quality, 
motivated by money rather than the interests of 
children. 

Perceived generally as altruistic. 

Perceived by many businesses as less competent, 
run by volunteers, wasteful, inefficient, not 
competent, not professionally businesslike. 

Perceived by for-profit sector as wasteful of tax 
dollars, concerned for own interests rather than of 
the interests of children. 

CONTROL 

Proprietary form of organization offers greatest 
individual control. For-profit corporation must have 
a Board of Directors, which can have a small number 
of members; trend is toward greater Board 
responsibility. 

Responsive to source of capital. 

Not-for-profit corporation must have a Board of 
Directors; trend is toward greater Board 
responsibility. 

Responsive to community represented by Board. 

EASE OF CONVERSION 

Owner/directors have had difficulty converting to Easier to convert from not-ior-profit to for-profit; 
non-profit because their own money is tied up in the can also set up for-profit, separate, associated 
organization; can create a separate not-for-profit. org0nization; can also engage in a few activities 

producing unrelated business income. 
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,.G"etwti'-"ng;_S_,t""a..,rte;e,duilLn~C""hi.,ld,_,C,.,aecre.,______~···~ --------'C'"hW!il"'d-'C"'aJSre,_.C"'e"'n"'te"'rs,_a"'n"'d'-'G"'r"'-ouillpLH'-'o'i!m'-"e""s 

BUREAU OF EQUAL OPPORTUNITY REGIONAL OFFICES 

In order to receive a certificate of compliance, you must complete a Civil Rights Compliance Questionnaire. Mail 
the completed questionnaire and all attachments to the appropriate Bureau of Equal Opportunity (BEO) Regional 
Office which serves the county in which your facility is located. County listings and contact information for each 
BEO regional office can be found below: 

Bureau of Equal Opportunity 

DPW-BEO Central Regional Office 


Room 225, Health & Welfare Building 

625 Forster Street 


Harrisburg, PA 17120-2675 

(717} 787-1127 


Please contact the BEO Central Regional Office in Harrisburg for facilities located in the following 

counties: Adams, Bedford, Blair, Bradford, Cambria, Centre, Clinton, Columbia, Cumberland, Dauphin, Franklin, 

Fulton, Huntingdon, Juniata, Lackawanna, Lancaster, Lebanon, Lehigh, Luzerne, Lycoming, Mifflin, Monroe, 

Montour, Northampton, Northumberland, Perry, Pike, Snyder, Somerset, Sullivan, Susquehanna, Tioga, Union, 

Wayne, Wyoming and York. 


Bureau of Equal Opportunity 

DPW-BEO Southeastern Regional Office 


801 Market Street, Suite 5034 

Philadelphia, PA 19107 


(215} 560-2230 


Please contact the BEO Southeast Regional Office in Philadelphia for facilities located in the following counties: 
Berks, Bucks, Carbon, Chester, Delaware, Montgomery, Philadelphia and Schuylkill. 

Bureau of Equal Opportunity 

DPW-BEO Western Regional Office 


301 Fifth Avenue 

Suite 410, Piatt Place 


Pittsburgh, PA 15222-1210 

(412} 565-7607 


Please contact the BEO Western Regional Office in Pittsburgh far facilities located in the following counties: 
Allegheny, Armstrong, Beaver, Butler, Cameron, Clarion, Clearfield, Crawford, Elk, Erie, Fayette, Forest, Greene, 
Indiana, Jefferson, Lawrence, McKean, Mercer, Patter, Venango, Warren, Washington and Westmoreland. 
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CML RIGHTS COMPLIANCE QUESTIONNAIRE CertlflccueJLicanslng Number: 

NEW: RENEWAL:__ ::• .'--- ·Type of System: · · 

__Multi-facility (One owner, many sites) Legai.Entity Name . 	 ~Multi,type (One owner, many services) 
__Single site (One owner, one site)Responsible Official Mr.() Ms.. () _Mrs. ( ) 
__Other (specify) 

. ·,, ... Title· 
Address . .. 

PROGRAM: 	 TYPE OF- ' .. 
. ·.·, 

:·. •). 

. 	 . S<!rvlce
City 	 County State 
ZIP CODE 

.· Personal Care .Home 

Phone#: ( ) . 
Child Day Care :. · ,.. ' .. 

Facility Name . . ' 

~hild Welfare S_ervlC<! 
Public). 	 .. . .· '•.Address Child Welfare Service •·..,>·' 

(Private) .City 	 County State Office of MHSASZIP CODE 

Off1ce of Mental ..Facility Administrator/Director Retardation 

.IPhone#: ( ) emaH address: 
! 
' 

NOTE: . 	 . .. . 
Please attach a $eparate 81/2 x 11 sheet to complete answers. Please denote license number on additional 
sheets.. Be suni to number your corresponding answer. 	 . 

Nondiscrimination in Employment and Services 

1) 	 Has the facllitydeveloped a nondiscrimination in service policy statement and a nondiscrimination in 
employment policy statement, signed by the responsible official, that advises 
clients/resldehtslpaientslguardians, the public and employees that services and employment are.provided In 
a nondiscriminatory manner, without regard to race, sex, color, national origin (address Issue of !,imited 
J;nglish ,Eroficiency, in the service policy only), ancestry, religious creed, disability, and age? 

_Yes Provide copy (ies). 	 _No 

2) 	 How are the policies disseminated to clients/residents/parents/guardians, the general public and employees 
of the facility? Check all that apply. 

_Employee/Client Orientation Staff Meetings/Conferences _Language Card 
_Written Announcements =Interpreter Services _Other (explain) 
_Posfings (specify locations) _Sign Language 

_3) 	 Does the facility currently serve Non-English speaking clients? 

. _Yes (ify~s. explain method used to communicate with them) _No 

4) 	 If the facility advertises its services and employment opportunities to the public, does the facility include the 
nondisclimination clause in brochures, media notices and/or posters? 

1 
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_Yes (provide sample of AD) _No (Explain) 

5) 	 Are clients, residents, parents/guardians informed that complaints of discrimination may be filed with the U.S. 
Department of Health and Human Services' Office of CMI Rights, the DPW Bureau of Equal Opportunity 
(BEO) andfor the Pennsylvania Human Relafions Commission (PHRC)? 

_Yes {Explain how.the content is disseminated) _,No {Please Explain) 

6) 	 Has lnfonnation been provided to all staff regardingt_heir rights to file complaints of employment discrimination 
based on Tille VII of the CMI Rights Act of 1964, Secfion 504 of the Rehabilitation Act of 1973, the Age 
Discrimination Act of 1975, andlcirthe Pennsylvania Human Relations Act of 1955, _as amended with the 
PHRC or Equal Employment Opportunity Commission -(EEOC)? 

_Yes (Please specify method used to inform staff) No 

_Employee orientation _Staff meetings/conferences 
_WriHen announcements _Other (explain) 

7) 	 Are re5troonis, drinking fountains (e.g. human needs facilities)_accesslble to disabled cfieiitsl residents/ 
parents/ employees/ visitors? · ­

Yes 	 _- No (Explain). 

8) How are minorities and persons with disabilities or with LlmHed English Proficiency Integrated Into programs 
and activities? · · · · 

Please Explain 

9) What methods are employed to make services accessible to those who may have mobility or sensory 
impairments? CHECK ALL THAT APPLY _ ­

_Building modifications _Program relocation wHhin the structure _.Other (specify) 
_Auxiliary aids _Program relocation to another structure 

10) Does the facility's nondiscrimination policy state that a reasonable accommodation will be provided for 
employees/clients with a disability (e.g. hearing, speech, vision, mobiiHy impairments)? Have any been 
granted/denied in the past 12 months? Please Explain. ' 

11) IJIJithln the last 12 months, have any complaints of discrimination been filed with PHRC or EEOC? List each 
and explain In detail the current status. 

Governing Board - If Applicable 

1) 	 What policy or crHeria Is used to select Board members? 

2) 	 If the facility has a Board, describe methods and materials used to orient the Board to Hs Civil Rights 
compliance requirements. 

The information submitted Is, to the best of my knowledge, true and we intend to be bound by it. 

'-'-,-,--- ­
Responsible Official Name (Print) Signature 	 Date 

NOTE: An unannounced facility on-site review may be conducted by BEO. (Rev 1-05) 
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Attachment I 
. •.:;.

License Number____ 

Facility__________:___ 


Language of curomt Limited English Proficient Clients . 
. • - •. r·. 

curren.tenent&Served 
Black Hispanic White · Native· Asian/Pacific Others 

American Islander 
M F M F M F M F M F M F 

Total 
. 

Total Cli!lntAdmissions in the Past 12 Months 
Black Hispanic White Native AsianiPaciflc Others .. 

American Islander. 
M. F M F M F M F M F M F . . ...Total . . ., . 

Spanish Chinese Russian Cambodian Vietnamese Other 
_isoecifv Dialects) rsoecifv Lanouaoel 

!-,:· 

Board Comoositlo.n .,. Should be reflective of commun ltv and client base -If NO Board mark NIA· 
Board Member Race Sex Disability .. Group Represented Date Term 
(Names may be omitted) · * ·ExPires 

. 

. .-

. . 

.. . 

. 

-

* Race Code: 8 = Black, H =Hispanic, W =White, NA = Native American, A/PI =Asian/Pacific Islander 

Employment nformation- Current Emplovees 
Classifications Total Staff Black Hispanic . Wnite Native Asian/ 

American Pacific Others 
Islander 

M F M F M F M F M F M F ·. M F 
... 

. . 

. 
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. . 

Forrecruitment purposes: Minority/Women/Disabled Groups Cont11cted 


norma thenum ero c1en rve 0 •CurrentCHentl f tlon: PIease filiin b 1 r ·ts$1> dbel w 
Method of 

Name of OrganizaUon Group Represented Purpose of Contact Date of Name of Person 
Contacted (Minority/Women!Disabled) Contact Phone/Mail . Contact Contacted 

. . 

. 

Workforce should show panty In keepmg With commumty/client base served. 

Current Employees Enrolled in Training Programs -listing of any courses offered over the 
past 12 months 

Training Course 
·TIHe 

Total Black Hispanic VVhtte 
Native 

American 

-

Asian! 
Pacific 

Islander 
Others 

M F M F M F M F M F M F M F 

... 

Completed by MH/MR ONLY 

Service Offered under 
license number: 

Total 

M F 

Black 

M F 

Hispanic 

M F 

White 

M F 

Native 
American 

M . F 

Aslant 
Pacific 
Islander 

M F 

Others 

M F 
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SAMPLE# 1 


SUBJECT: 	 Nondiscrimination Policy Statement 

Equal Employment Opportunity 


.- ·- ' . . 

TO:· 	 Staff \ 

FROM: (,... Insert Director's Name and Signature) 
. '.', ..: 

::.;;·;. 

An open and equitable personnel system will be established and maintained.· Personnel 
policies, procedures and practices w·ill be designed to prohibit discrimination on the basis of 
race, color, religious. creed, disability, ancestry, national origin (including limited English 
profjciency), age; or·.sex. . '· · · ,_, . 

':. .. , .. , 	 ·' ·: ·. . . .:.· 

Employmentopportunities shall be provided for applicants with disabilities and reasonable. 
accommodation(s) shall be made to meet the physical or mentallimitations.of qualified . 
applicants or employees. 

Ariy employee, who believes they have been discriminated against, may .file a complaint of 
discrimination with any of the following. 

Department of Public Welfare 
Bureau of Equal Opportunity 
Room 225, Health & Welfare Building 
625 Forster Street 
Harrisburg, PA 17120-2675 

U.S. Department-of Health. and Human Services 
Office for Civil Rights . · 
Suite 372, Public Ledger Building 
150 SotJth Independence Mall West 
Philadelphia, PA 19106-9111 

PA Human Relations Commission . 
Harrisburg Regional Office 
Riverfront Office Center· 
1101 S. Front Street, 5th Floor 
Harrisburg, P A 17104 

Insert address of appropriate 
Sureau ofEqual Opportunity 
Regional Office 

(See Steps before you open section in this 
manual for a list of Bureau of Equal Opportunity 
Regional Office addresses.) 
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<:. 

(;OMrJ10NWEALTH OF PENNSYL V ~NIA (II>- Use Privat~ Lett~rhead) 
,::;.,, 	 . ·­

· SAMPLE#2 

SUBJECT: Nondiscrimination in Service.s 

TO: 	 Patients/Clients/Residents/Parents . 

( ... Insert one of the above, as applicable) ' 


FROM: 	 (.,.. Insert Director's Name and Signature) 

•• ,1 

Admissions, the provisions of services, and referrals of clients shall be made without regard to 
race, color, religious creed, disability, ancestry, national origin (including limited English 
proficiency), age or sex:· · · · ' · '~' · ·· 

Program services shall be made accessible to eligible persons with 'disabilities through the 
most 'practical and economically feasible methods available. Th'ese methods include; but are 
not limited to, equipment redesign, the provision of aides, and t~e use of alternative service 
delivery locations. Structural modifications shall be considered only as a last resort among 
available methods. · · , 

Any individual/client/patient/student (and/or their guardian) who believes they have been 

discriminated against; may file a complaint of discrimination with: 


(J;>- Insert Provider/Facility's Name) 

(I>- Insert Address) 


Department of Public Welfare P A Human Relations Commission 

Bureau of Equal Opportunity 
 Harrisburg Regional Office· 

Room 225, Health & Welfare Building Riverfront Office Center 

625 Forster Street .11 0•1 S. Front Street, 5th Floor 

Harrisburg, PA 17120-2675 Harrisburg, PA 17104 


U.S. Department of Health and Human Services Insert address of appropriate 
Office for. Civil Rights · Bureau of Equal Opportunity 
Suite 372, Public Ledger Building Regional' Office 
150 South Independence Mall West 

Philadelphia, PA 19106-9111 (See Steps:before you opeh section in this 
manual for fllist of Bureau of Equai Opportunity 
Regional Office addresses.) 
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Gettin Started in Child Care 	 Child Care Centers and Grou Homes 

Employer Identification Number (EIN) 

EINs are used to identify the tax accounts ~f employee's sole proprietors, corporations, partnerships, 
estates, trusts and other entities. 

If you do not already have an EIN, you need to get one ifyou: 

1. 	 Have employees; 
2. 	 Have a Keogh plan; 
3. 	 Operate your business as a corporation or partnership; or 
4. 	 File an employment tax return to report employer withholding taxes, unemployment· 


compensation contributions, etc. 


Getting an EIN 

EINs are issued by the Internal Revenue Service (IRS). You can get an EIN through the mail or over the 
Internet by completing the Application for an Employer Identification Number (Federal Form SS-4). 

You can find Form SS-4 at the IRS Office nearest you or online at www.irs.gov. For information on the 
EIN, or to request Form SS-4, contact the IRS at 1-800-TAX-1040 for information; or 1-800-TAX-FORM for 
the EIN form. 

If you apply online, you can get an EIN immediately. If you apply by mail, file Form SS-4 at least four to 
five weeks before you need an EIN. Even if you do not receive your EIN by the time a return is due, file 
the return. Write "Applied for" and the date you applied for the number in the space provided for the 
EIN. 

How do I find out what Pennsylvania tax accounts I need? 

Every business is different, so it is impossible to adequately cover all the taxes for which you must 
register.· Generally, if you are incorporated and are doing business in Pennsylvania, you need to register 
with the Bureau of Corporation Taxes and Corporate Net Income Tax. 

Taken from: "Starting a Business in Pennsylvania: A Beginners Guide'~, www:paopen4business.stat~.pa.us 
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How to Apply for an EIN 

You can apply for an EIN online, by telephone, fax, or mail depending on how soon you need to use the EIN. 

1. 	 Apply Online 
Note: This is a free service offered by the Internal Revenue Service at www.irs.gov, Beware of websites on 
the internet that charge for this free service. 

The internet is the preferred method to use when applying for an E!N. Visit the IRS website at www.irs.gov 
(keyword "EIN") and check out the Interview-style online EIN application. The application includes embedded 
help topics and hyperlinked keywords and definitions so separate instructions aren't needed. The information 
you submit is validated during the online se-ssion. Once you've completed the application, you will receive your 
EIN immediately. You can then download, save, and print your confirmation notice. (This feature is not 
available to Third ·Party Designees.) The online application is fast, free, and user-friendly! 

The application is available during the following hours: 

Monday- Friday 6:00a.m. to 12:30 a.m. Eastern time 

Saturday 6:00a.m. to 9:00p.m. Eastern time 

Sunday 7:00p.m. to 12:00 a.m. Eastern time 


2. Apply by Telephone 
If you don't have internet access, you can receive your EIN by telephone and use it immediately. When 
applying by phone, IRS suggests that you complete Form SS-4 before the call so that you will have all relevant 
information available. Then, call the Toll-Free EIN number (1-800-829-4933) between 7:00a.m. and 10 p.m. 
local time, Monday through Friday. The person making the call must be authorized to receive the EIN and 
answer questions concerning the Form SS-4. 

An IRS representative will use the information received from you or your representative to establish your 
account and assign you an EIN. Write down the number you are given imd keep it for your records. 

3. Apply by Fax 

You can receive your EIN by fax within four (4) business days. Fax your completed Form SS-4 to 859-669-5760. 

The fax number is available 24 hours a day, 7 days a week. Be sure to provide your fax number so that an IRS 

representative can fax the EIN back to you. Do not fax an application and also call the EIN to!Hree number for 

the same entitybecause a duplicate EIN may be assigned. By using this method, you are authorizing IRS to fax_ 

your EIN without a cover sheet. 


4. Apply by Mail. 

You can receive your EIN by mail within about four (4) weeks. Ensure that the Form SS-4 contains all of the 

required information and mail the application to: Attn: EIN Operation, Oncinnat.i, OH 45999. An EIN will be 

assigned and mailed to you. 


Taken from: "Understanding Your f/N",Publication 1635, www.irs.gov 
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OMB No. 1545-00!13Fonn 	sS·4 Application for Employer Identification Number 
(R~ ..JaniJal)' 2:010) (For use by employers,_corporations, partnerships, trusts, estates, churches, EIN 

government agencies, Indian tribal entitles, certain Individuals, and others.) 

_Dep31tmant oLthe Tre:asury 


• fnt~>mal RIMimr& saMee ~ See. sePa-rate Instructions for eacih nne. ._. Keep a: coPY·for your:recor:ds . 

1 	 legal name of entity (or Jndi'Jidual) for whom -the EIN Is .~lng reques1ed 

:>.;:: 2 Trade name of bUSiness Of different Hom name on !ina 1} 3 Executor, admln!Slrat!X, truste_e, ncare ofn narite 
~ 

~ 

~ ~. Malring address (rOOJll, 8pt., suite no. and street, or P.O. box) Sa Street address· Of _different)(~ 'not enter a. P.O. box.) 


·£ 
5. 4b Cit)~. state,·and ZIP code _9f foreign, see Instructions) :Sb City, state, and ZIP code Qf foreign, see instructions) ... 
0 


.County and_ state .y;l:Je_re prihcJpal buSiness ls.located
" 6 --· . ~ 
7.a-	 ~arne of .responsible party 7b SSN, ITIN, or E!N 

Sa !s:this application tor a limited liabilty company (l.LC) (or . 8b It-Sa ls "Y.es,~ ·enter the number of 
·a foreign equivalent)? 0 Yes 0 No LLC members ... 

- 0 Yes D NoSo lf Sa Is "Yes,u was the LLC organized In the United states? ...... ,..... , ... 

9a Type of eiltitY (CheCk-Only one. boX). Caution. If Sa Is ''Ye!>, • see .the InstruCtions to~. the· correct. bo>:·t6 qheck. 


D .Soia ProPrietor (SSN) · ! ,; . 0 Est~te {SSN of decede~t) 

0 Partners~p 0 Plan administrator (fiN_~ 

0.·corporation· {ertt8r form number to be filed)·)!.- 0 Trust (TIN o(grantor) 

0 P:erSonal.ser:vice corporation 0 Natloo_al G~a-~d . [j State/local government 

·o ChUrch or fuch*CO,'ltfo!led o{ganlz~>t!on 0 Farmers_' coop!lfative 0 F~eia! ;0\i~~nvrdiifary
d ·Oiher-noilpr~fit organlZ:ation (specify). )1.- 0. REM!c' 0 lndtan tribal govemffieDtsieni:erPiises
0 other (specifY) .,.._ Group Exem tion Number (GEN} If any ,.__ · · 

. 9o ·If a corporation; na:me tbe 'State of foreign. country State For:eJgri·cOuntry 
Of appli~ble) .where indorporated ­

~~a~wn _f~(.applyirig .(ch&ck only one ~ox) D aanking purpo·se (specify purpose) ,._ ______"--_::.____:___ 

·o· Started n~w busln~ss (speCify type)' ~ _____ 0 Changed type of organ\zatiq,n (specify new-type) ,..·----~-"'--
0 Purchased going business 

D Hii-ed employees (Check the box and see line 13.) 0 Created a trust (specify type)·;... ------------ ­
0 Compllarice ·with IRS wtthholdlog regulations 0 Q'eated a ,Pension plan (speicffy type),._ -----~-----
0 Other (sPecify) ,._. · . 

11 	 Date busine?s started or acq>Jired (month, day, year). See,ins~ctions. ·12 CloSing molith of accounting year 

=-~,.---,--c~-c--,------,.,--,-----c7---cc-----,-,,-----i14 lf Yol.l expect.YoUr eniployment tax ·~abll]\y to be $i;ooo 
i3 Highest number of employees expected In the next 12 months (enter 4 II none).- o(Jess tn·a full calendar. year and want to'flle.Foirn 944 

·e;nhual.IY ln?te"ad ofF9f.rfl~ 941 quart~ly, cheCK_ heire_.. 
lf no employees expected, skip line 14. :(Your employment tax- llabll!ty.genera!ly \vii! be:$1,000 

or less if yOu eXPect to.pay·$4,000 or tess in total 
Agrl_cultur~ Household Other wages.)' lfY9!-J.·.d9 -n9t checl< this bpX, you m~t fjleI I ·Form.9A1 for ev!)ry quarter. 0 

15 Rrst date; wages or annuities were paid (month, day, yeaQ. Note. If applicant Is a withholding agent, enter date Income will first-be paid to 
ri.onresldffilt 8:Jien (month, day; Year:) • • , . , . , , , · . ; , , • . • ,._ · - · 

16 	 Check one box tha1 best deScribes the prtnclpal activity of your business. 0 HeaHh ~re·& socl!ll assistance 0 V'Jholesale·~J:gentlbroker 
0 COnstructiQn · 0 Rerita1 &leasing D Tran~~xtatlon & viafepoosing ·o Acc:ommodati.~ &foOd s()Nice. 0 Wnolesale:.Othef. 0 :Ret?JI 

0 Real estate 0 Manufacturing ·0 Rnan'c9 & insuranCe 0 ·other {SpecifY) 

H 	 Indicate principal One ot merchandise sold, specific construction work dD:'!e, products produced, ·or services provided 

18 Has the appticant entity._ shown on line 1 ever applied for and received an ElN?' D Yes 0 No 

·If "Yes~ \'vrite previous EIN here )!.- ; 


Comp!!ll:~ !his section onlf if you want to au!hortz.~ the named l!ufrliOua! to receive t&·enbly's E\'-1 aml answer queStions· abOOt.lhe comfletion of !his torffi. 
Designee's name 	 [);.signee'S telephone numb« (inoludi...a:ea rod~Third 

Party 	 { ) -
Designee Address and Zl? code 	 Designea's fax numbei" ~ area ocda~ 

( ) 
llfldsr penalties o/ ~rt~ry, I declare mat l have enmiood tilis appfl:::olion., and to !he best o! rcy kntrMedga and belief, it is true, rorr~~ and romp!eta. Applicant's tdephone numbf:J" fmdudearea cede) 

Name and title {type or print dearf0 ,.._ 	 ( ) 
AppfcanF.s rax..lltll'llb€tr (include a-sa code) 

Signature ,._ 	 Date ,.._ ( ) 

For Privacy Act and Paperwork Reduction Act Notice, see separate instructions. Cat No. 16055N form SS-4 _(Re-.•. 1·2010) 
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Form SS--4 (Rev. 1~2010) 

Do I NeedanEIN? 
Ala Forni- SS-4·if tt'le apPlicant entity does not already have·an E!N but ls requ!red-to:stiow a:n 8N-on·.any return; statement, 
Or Other document.1 See- also the- separate lristructions ·tor each !InS 00 FOim SS~4. 

IF the appll.cant... 	 AND ..• THEN..,• 

Startsd a new business Do.e§l no.t cUrrently have (nor expect-to h;:tve) Complete lines 1., 2, 4a-8a, 8b--c Of 'appHCabi6), 9a, 
. ~rilpiQY~!'!~ ~ SbQf ~ppllc~ble), alld 1o-14· arid 1\ic.18- ·' · 

H!r.~ {qr Will hire) emploY.eeS, 	 Does-.nOt already"have an EIN Complete lines 1,. 2, 4a--i3, ?a-'b Qf '!PP)eable), Ba, 
Jnduding household employees 	 Sb-c Qt~pplicable), Sa, :sf;> Otappicable), 1<!-'18. 

Opened--a. bank account Needs an EIN for. banking purposes only .Corrip!efe.!Jnes 1-5b, 7a-b ·41 ap¢1icab!B), aa,:sp.:..c 
(rt applicable),.Sa, Sb Of applicable), 10, and 18. 

Chang_ed type of organization 	 Either the legal character of the organization or its COmplete lines 1-18 (as applicable). 
.,._ 	 -· 

O\_'me~fp ChaniJ~<f:'(fOr e;<'ample~ you !ncorpof!lte a 
sole proprietOJ;3hip or form a partn~rshfP) 2. 

Purchased a going buSiness 3 	 Does. not ·already haveoan E/N. Complete ilnes 1-18 (as·appllc;ilile). 

.c'rea:ted a irust 	 The_-frust is other than a grantOr-truSt or an IRA Completellnes H8 (as applicable). 

frust 4 -·· 


Createa a pen'SiOri pJrut a~fa 	 NOE!ds an EIN tor reporting purposes. Compl~te: lines 1,_ 3, 4a .~~._-9a, -~_q 1 _ 'and 18. 
plan "aijminiStra_tor_s 

IS a for6ign· perso11 neeping an Ne:eds 3D EIN t_o .c.9!l1P!ete a FqirrJ W~s (other than Com(?lete· Jines 1---<?b, 7~-b (SSN 9f ITJN ¢tional1 
EIN to comply with IRS Fonn W~SEQQ, avoid withholding on portfolio assets, Sa, 8b-c '(lfappficable), :sa, 9b (If applicable), 'lq, 
v-ilthh.olding· regUlations· -. or cla!m tax trea~ betlefrt~ 6 . alid 18. .. · 

Is· administering an estate NeedS an EIN to report estate inconie·on F"o.rm 104-1 Compete lines 1-<l, Sa, 1Q.C12, 13-17 Of ~P!>iCable), 
. arid 18. · 

Is a withholding agent for Is an agent, broker, fiduci~. rriabager, tenant, or Conlpl~t£fUries 1, 2, ·3 Of app!l9able), 41i:-5b, }a:-b .Qf 

.taxes-qn non~wage Jncom~ Spouse who Is feciutre_d tQ ~Je Form 1P42-, Annual appli9abre),"8a, 8b-c Qf aJ>P!icable), Sa; Sb Qf 

paid tO- an-allen o.e., WithhofdlngTax Rett.Kn for U:S. sOurcaJncome.of qpp!lcable), ·1o,.and 18. 

Individual, corporation, or Fotelgn Persons · 


.partnewh/p, etc.} 

Is a state or "lOcal agen·cy Serves as a tax reporting agent for pub!tc assistance Complete-llnes 1·, 2·. 4a,-5b; 9a,.10,_ and 16. 


redplants under Rev. Proc. 80-4, 19~0~1 C. B.· 58i r 


Is a slngle~merf!b:er LLC 	 Ni:lecfS ah EJt~·to file Form .6832; ClS:SsificatiOfl COmpfet~ !lnes 1-18 (as·app!lcable). 

.EJectJ6n·, _16r filing· 6inploYmeht tax, relul"f!S' and 

·e_Xcise-·tax ret~ms, or for state i"eportfng·p_urposes· 8­

Is an s corporation 	 Needs an 8N.to·file-Form 2653, Election by a Small Complete lines 1-18 (as. applicable). 
Blislhess··eorp~rati?O 9 . 

1 For"·axample, a .Sole.pioprietorshlp_Or·-self~employed farm"er '.'1!-10 establiShes a quafdied retirement plan, o(is r(lcjuired to tile-axcise, emplcyment, alco[lOI, 

toi{a~o,.o_r..fir~rms rE!turns, must ha_v:e an Eli\!_.Ap~iship, corpQr.atiop, ~M_IC (real estate:m-ortgag·a_ifl.v~~6nt conduitfnonprofit.organiz<\iiQn_ 

(chur_ch, dub, etc.), or farm"ers' cooper~tive m~ i:.!se an E!N fa-at}y-tax-~~lated purpos:e even it the entitY. does;n.otha_v.a emp!cyeys_._. 


z H~ever-, do nPt.apply fa~ nr11{ EIN.if_ t~ eXisting .e.ntity_-on!Y (~ changed'_itl; _busin.~ss name, Mels_cie:d _on F.~~ ??32:to c~ge·ihe. ~ay it ls taxed (or-~ 

cover¢d by th"e default Cultis), or-. (C) teFminated' its parlnersf\ii> status·booa~ "ilt !e~t 50% af"the totirl interests- in parlnershjp _capital 8:rld profits were ·sold or 

6Xctian(Jed within·a 12-month period. _The EIN-Of th<i terminated j:>artneriihlp,sholid--continue to b&'Usad. see HagU!atioi.ls section 301.6109'-1(d)~Qij. 


3 Do nOf Usa"the·EJN of thlfpriOr b.usirless i.nie;Ss yot!·QeC?~:ne-th~ •oy.rrier" of a oorporatiO!;l,by ayq~irin!fitS stocK. · 

4 However, grantOI" trusts ttiat do~nOtiile usiflg OptiOnal Method 1 and IRA·tru.sts·tha.t are i"eqUiied to.file:Fomi"990---T, Exeinpt Organization Busihess- ·trcome Tax 
Return,-must have an~EIN. For more information-ori g:antOf trusts, seeifie·JnStnlctions 19r·Form 1041. 

s A Plan -administrator fs the person Of grouP. ·ot persons _sp._e;,:iiie~.fasll)e__ adiniriistratOf by the:instr!Jmtint under vihi.ch the ·ptan is ·op_e(a:ted. 
·s- En'\ifies applyi!1g to be a O!J<i1ified !ntermedfa;y {Q~ nOOd a 0:!-EiN ev~ ffihey alr~dy have an. EIN. See Rev. Proo. 200.6-12.. 
7 See also Househokf·emf)!oyer ~m·page- 4 ot~ instructions. Note. State. or !ocal agenci~ may need ~ E!N-for other reasons, for• e>;.amR!e; hired employees. 
s See OIS!egarded entities-on page 4 of1he insWCtiahs fOf details On comPfeting.Eofm -ss-:4-for·an LLC. 
9 An existing corporation that is electing or revoking S corporation status should use its previaus!y~assigned EIN. 
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REV-12201-S + (9-o8)(I} PENNSYLVANIA EXEMPTION 
CERTIFICATE This fonn cannot be used to 

obtain a Sales Tax LicenseCHECK ONE:~pennsylvania 	 Numb;r, PTA License NumberW" DEPAATMENT Of REVENUE 	
0 STATE OR LOCAL SALES AND USE TAX or Exempt Status.

0 STATE OR LOCAL HOTEL OCCUPANCYTAX 


. BUREAUOF 
BUSINESS TRUST RJND TAXES 0 PUBLIC TRANSPORTATION ASSISTANCE TAXES AND FEES (PTA) 

PO BOX 280901 0 VEHICLE RENTAL TAX (VRT) • Read Instructions 

HARRISBURG, PA 17128-ogot On Reverse Carefully(Please Print or Type) . 

THIS FORM MAY BE PHOTOCOPIED- VOID UN !JESS COMPLETE INFORMATION IS SUPPLIED 

CHECK ONE: 	 0 PENNSYLVANIA TAX UNIT EXEMPTION CERTIFICATE (USE FOR ONE TRANSACTION) 


0 PENNSYLVANIA TAX BLANKET.EXEMPTJON CERTIFICATE (USE FOR MULTIPLE TRANSACTIONS) 


Name of Seller, Vendor, or Lessor 

Street 	 City State ZIP Code 

NOTE: Do not use this form for claiming. an exemption on the registration of a vehicle. To claim an exemption from taxior a motor vehicle, traDer, semi-trailer 
or tractor with the PA Department of Transportation, Bureau of Motor Vehicles, use one_o~ the following forms: 	 . 

FORM MV·1 Application fOr Cerllficale ofTrtle (first time registratio-ns} 

FORM MV-4STVehlcle Sales and Use Tax Retum/AppllcaUon for Registration {other registrations) 

Property and services purchased or !eased using this certificate are exempt from tax because: {Select ihe appropriate paragraph from the- back of this fonn, 
che-ck ihe corresponding block below and !nserllnlormatlon requested.} 

0 1. 	 Property or services wl11 be used directly and predominately by purchaser In performing purchaser's opernUon ·of: 

0 2. 	 Purcllaser is alan: 

0 	 3. Property wl!l be resold under License Number . (If purchaser does not have a PA Sales Tax Ucense Number, 
lndude a staterrient under Number 7 explaining why a number Is not required.} 

0 4. 	 Purcllase-r Is alan: 
. 

holding Exemption Number 

0 5, 	 Property or services will be used directly and predominately by purchaser performing a puh!lc utility service. 

0 PA Public Urnlly Commission PUC Number and/or 0 US Department of Transportation MCIMX 


D 6. 	 Exempt wrapping supplies, License Number . (If purchaser does not have a PA Sales Tax Ucense Number, 
indude a statement under Number 7 explaining why a number Is not required.} 

0 	 7. Other 


{Explain in detail. Additional space on reverse side.) 


I am authorized lo execute this Certificate and daim this exempUon. Nlisuse of lhis Certificate by seller, lessor, buyer, lessee, or ihelr representative is 

punishable by tine and imprisonment 

Name of Purchaser or Lessee Signature EIN Date 


_, 

Sireet 	 City Stale ZIP Code 

. 

1. 	 ACCEPTANCE AND VALIDilY: 
For this certificate to be valid, the sener/lessor shall exe-rcise good falth In accepting this certificate, which Includes: (1} "tile certificate shall be completed 
properly; {2} the certificate shall be In lle- seller/lessor's possession within 60 days from the- date of sale/lease; -(3) the- certificate does not contain informa· 
Uon which Is knowingly false; and (4) fle property or se!Yice Is consistent wiih the exempUon to which the customer Is entiUed, For more lnformation1 refer to 
Exe-mpfi?n Certificates, Title 61 PA Code §32.2.kt invalid certificate may subje-ct the seDer/leSsor to the tax. 

2. 	 REPRODUCTION OF FORM: 
This form may be reproduced but shall contain the same Information as appears on this fonn. 

3. 	 RETENTION: 
The seller or lessor must retain "!his certificate for at least four years from the date of the exempt sale io which the certificate- applies, 
DO NOT RETURN THIS FORM TO THE PA DEPARTMENT OF REVENUE. 

4. 	 EXEMPT ORGANIZATIONS: 
This form may be used in conjunctiOn with form REV-1715, Exempt Organization Declaration of Sales Tax Exe-mption, when a purchase of $200 or more fs 
made by an organization which Is registered with 1he- PA Department of Revenue as an exempt organlzaUon. These organizations are assigned an exemp­
tion numrer, be~nning with the two dlglls 75 (example: 75·00000·0). 
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GENERAL INSTRUCTIONS 
Those purchasers set forth below may use tJ!s form In connecUon with !he claim for exempllon fortJe foDowing taxes: 

a. st8te and Local Safes ai1d Use Tax; 

·b. PTA-rental fee or tax on Jaases of motor vehicles; 

c. 	 Hotel Ocwpancy Tax IT referencadWi1h 1he symbol (e); 
d. 	 PTA fee on the purchase of iires If referenced v.;th the symbol(+}; 
e. 	 Vehicle Rental Tax (VRT) 

EXEMPTION REASONS 
. 1.} 	 Property and/or serviCes will be used directly and predominately by purcha~er In performing purchaser's operaUon of: 

A. Manufacturtng B. Mining C. Dalry!ng · D, Processing E. Farming F. Shipbuilding 

This 6xemptlon Is not valid for property or services Which a~ used !n: (a) constructing, repairing, or remodeling of real property, other than rea! property which 
Is used directly In exempt operations; or (b} maintenance, managerial, adminlstraUve, supervisory; sales, delivery, warehousing or other nonoperationa! activl· 
iies, Effeciive October 1, 1991, l?is exempUon does not apply to certain services and PTA ire fee. 

2.} 	 Purchaser Is alan: 
+ A. 	 lnstrumentanty of the Commonvroallh. 
+ B. PotiUcal subdivision of '!he Commonwealth. 


+ • C. ·Municipal AuthOrity created under the ''Municipality AuUlorities Acts". 

+ o D. Electric Coopere1ive Corporations created urnlerthe "ElectriC Cooperative Law of 1990•. 


o E. 	 Cooperative Agricultural Associations required to pay Corporate Net Income Tax.under the Cooperative Agriruhural Association Corporate Net 
Income Tax Act (exemption not vaftd for registeredvehides). 


+ o F. Credit Unions organized under "Federal Credit Union Act" or CommonweaHh "Credit Union Act". 

+ e G. UnHed States Govemmen~ its agencies and instrumentalities. 

o 	H. Federal employee on official business (Exemption 6miled to fiotel Occupancy Tax only. A copy of orders or statement from supervisor must be 
atlache<i lD this cer1ifica\e,) 

I. 	 School Bus Operator {This EXemption Certificate Is Umited to the purchase of parts, repai~ or maintenance ·services upon vehicles licensed as 
school buses by 1he PA Deparlment of Transportalon. For purchase of school buses, see NOTE below.) 

3.} Property and/or services wiD be resold or rented In the ordinary course of purchaser's business. tf purchaser does not have a PA Sales Tax license Number,. 
complete Number 7 explaining why such number Is not required. This Exemption Is valid for property or services to be resold: (1} In original form; or.(2) as an 

ingredient or component of other property. 

4.} 	 Renewable Entities beginning with Permanent Exemptions beginning with Special Exemptions: 
the two numbers 75: the two numbers 76: 

A. Refigious Organiz.ation E. School D~\ric\ 	 F. Direci Pay Permit Holder 
B. Volunteer Rremen's Organization 	 + o G. Individual Holding Dip!omafic ID 
C. Nonprofit Educational Institution 	 H. Keystone- Opportunity Zone­
D. Charitable Organiz.afion 	 Tourist Promotion Agency 

Exemption limited to purchase of tangible personal property or services for use and not for sale. The exemption shaH not be used by a contractor performing 
services to real propertY~An exempt organization or Institution shaH h3ve an exemption number·asslgned by the PADepar1menlof Revenue and diplomats shaD 
haVe an ldenliflcation card assigned by the Federal Government. The exemption fur categories 'A, B, Cando· are not va~d for property used for the foUov.ing: 
(1} construction, Improvement, repair or maintenarice or any real property, except.supp{les and ffiaterials used for routine repair or ma!rrtenance of 1he real 
propertyj (2) any unrelated ac1Mties or operation of a pubOc trade or business; or (3} equipment used to ·mairltain real prq;erty. · 

5.) 	 Property or services wiD be' used directly and predominately by purdlaser In the produclion, delivery, or rendition of pubfic utniiy secvices as defined by 1he PA 
Utiti\y Code. 

This Exemption Is not valid for property 0( services used for the follov,.ing: (1) construction, improvement, repair or maintenance of real property, other than real 
property \'Allch !s used d!reclly In rendering the public utility services; or (2} managerial, admlnls1rative, supeMsor, sales or other nonoperational ac11Vilies; or 
(3} tools and equipment u~ed but not Jnstafted In maintenance of faciU1ies or direct use equipment. Tools and equipment used to repair "direct use• property are 
exempt from 1ax. ­

6.} 	 Vendor/SeDer purchasing v.rapping suppfies and nonreturnable containers used to wrap property which is sold 1o o1hers. 

7.} ··Other (Attach a separate sheet ot paper If more space ls requ!r~.} 
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TAX INFORMATION 

CHILD CARE CENTER AND GROUP CHILD CARE HOME 


The Department of Public Welfare administers a child care subsidy program for low-income 
working families and a resource and referral system for any individual seeking child care. Every 
certified child care facility is eligible to participate in the child care subsidy program and to be 
listed in the resource and referral system. IN ORDER TO RECEIVE. CHILD CARE SUBSIDY 
PAYMENT AND TO BE INCLUDED IN THE RESOURCE AND REFERRAL SYSTEM, YOU 
MUST SUBMIT TO THE DEPARTMENT FEDERAL TAX INFORMATION. The required tax 
information is described below: 

a. 	 The legal entity's federal Employer Identification Number (EIN} issued by the Internal 
Revenue Service (IRS); and 

b: 	 The name under which the IRS issued the legal entity's federal EIN (IRS name). 

Please complete the information below. Please submit this form and the requested do.cuments 
to the Department along with your application for a certificate of compliance. 

FEDERALEIN 

IRS Nf>.ME 

NAME OF LEGAL ENTITY 

LEGAL ENTITY MAILING ADDRESS 

Box No./Street: 

' 

City/State: 	 Zip Code: 

LEGAL ENTITY TELEPHONE NUMBER 

( ) 

Please submit along with this form a copy of one of the following documents: 

• 	 Letter from the IRS, on IRS letterhead, to the legal entity referring to the federal EIN. 
• 	 IRS tax label providing the IRS name and federal EIN. 
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The First l~spoettion 

Requirements for New Chifd Cari{centers 


Child care centers in Perinsylvimia must nave a Certificate of Compliance tooperate. This proc~ss inVolves 
submitting ac'omplete application (with all necessary attachments) and ..meeting all inspection requirements. 

Following is a lisfof regulation requirementS that will be checked durfngthe first inspection. A description of each 
requiremE;nt can b.efciund in the Department ofPublic Welfare Regulations for Child Care Centers (SS Pa. Code 
Chapter 32.70) 

32.70.2.7 

. 3270.31 


3270.32. 

3270:34 

3270.35 

3270.36 
32.70.61 
3270.62 
3270.63 
3270.65 
3270.66 
3270.69 
3270.70 
3270.71 
3270.72 
3270.73 
3270.77 
3270.79 
3270.81 
3270.82 
3270.91 
3270.92 
3270.93 

3270.101 
3270.102 
3270.105 
3270.107 

. 3270.192 

Liability insurance 
Emergency plan 
Age and training- Subsections (a), (b) and (c) 
Suitability of persons in the facility·- Subsection (a) 
Director qualifications and responsibilities · 
Group supervisor qualifications and responsibilities 
Assistant group supervisor qu~lifita'tions and responsibilities 
Measurernentahd use ·of indoot child care space 
Measurement and use of play space · 
Unsafe areas in outdoor play space * 
Protective electrical covers 
Toxics 
Water 
Indoor temperature 
Hot water pipes and other sources of heat* 
Ventilation * 
Telephone 
Paint 
Firearms 
Glass 
Toilet areas 
Exits 
Space he-aters 
Fireplaces and wood burning a~d coalburning stoves 
Type of play equipment 
Condition of play equipment * 
High chairs 
Refrigerator 
Content of records 

If requirements are n"ot met and approved during the first inspection, the child care center operator" will be able to 
submit a plan to correct problem areas. All the requirements listed must be met and fully approved before a 
Certificate of Compliance will be given. 

* Requirements noted by an asterisk(*) may be affected by weather conditions which could prevent their approval during the 
inspection. 
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.The First Inspection 

~equir,ements for New Group Child Care Homes 


Group child care homes in Pennsylvania must have a Certificate of Compliance to operate. This process involves 
submitting a complete application (with all necessarv attachments) and meeting aiJ insP.ection requ,irements. 

Following is a list of regulation requirements that will be cnecked during the first inspection. A descriP.tion of each 
requirement can be found in the Dep~rtinent of Public Welfare Regulations fdr Group Child Care Homes (55 Pa. 
code chapter 3280) · · · · · · 

3280.17 
3280,26 
3280.31 
3280.32 
3280,34 
3280.61 
3280.62 
3280.63 
3270.65 
3280.66 
3280.69 
3280,70 
3280.71 
3280.72 
3280.73 
3280.77 
3280.79 
3280.81 
3280.91 
3280.92 
3280,93 
3280.101 
3280,102 
3280.104 

'3280.106 
3280.192 

Liability insurance 

Emergency plan . . . 

Age and training- Subseeti9ns (a), (b) and (~) 

Suitability of persons in the facility- Subsection (a) 


· Primary staff person q~alifications 'and responsibilities 
Measurement and use of indoor child care space 
Measurement and· use of play space 
Unsafe. areas in outdoor play space·· 
Protective electrical'covers 
Taxies 
Water 
Indoor temperature 
Hot water pipes and other sources of heat* 
Ventilation * 
Telephone 
Paint 
Firearms 
Toilet area 
Exits 
Space heaters 
Fireplaces and wood burning and coal burning stoves 
Type of play equipment 
Condition of play equipment * 
High chairs 
Refrigerator 
Content of records 

If requirements are not met and approved during the first inspection, the group child care home operator will be 
able to submit a plan to correct problem areas. All the requirements listed must be metand fully approved before 
a Certificate of Compliance will be given. 

* Requirements hated by an asterisk(*) may be affected by weather conditions which could prevent their approval 
durihg the inspection. 
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Gettin Started in Child Care Child Care Centers and Grou Homes 

The First Inspection 
Requirements for New School-Age Child Care Programs 

Child care centers in Penn~ylvania must have a Certificate of Compliance to operate. This process involves 
submittinga complete application. (with all necessary attachments) and meeting all inspection requirements. A 
child care facility that offers care exclusively to school-age children needs to follow only the requirements specific 
to school-age programs(55 Pa. Code, Section 3270.241). 

Following is a list of regulation requirements that will be checked during the first Inspection. A description of each 
requirement can be found in the Department of Publ.ic Welfare Regulations for Child Care Centers (55 Pa. Code 
Chapter 3270) 

3270.18 liability insurance 

3270.27 Emergency plan 

3270.31 Age and training' Subsections (a), (b) and (c) 

3270.32 Suitability of persons in the facility- Subsection (a) 

3270.61 Measurement and use of indoor child care space 

3270.62 Measurement and use of play space 

3270.69 Water 

3270.72 Ventilation- Subsection section (a) 

3270.73 Telephone 

3270.79 Firearms 

3270.82 Toilet areas 

3270.91 Exits- Subsection (a) 

3270.92 Space heaters 

3270.93 Fireplaces and woodburning and coalburning stoves 

3270.101 Type of play equipment 

3270.102 Condition of play equipment-Subsections (a), (b) and (c)* 

3270.107 Refrigerator 

3270.192 Content of records 

3270.241(c) Special requirements for staff persons in school-age programs or in 
school-age spaces- (1),(2) and (3) 

If requirements are not met and approved during the first inspection, the child care program operator will be able 
to submit a plan to correct problem areas. All the requirements listed must be met and fully approved before a · 
Certificate of Compliance will be given. 

* Requirements noted by an asterisk(*) may be affected by weather conditions which could prevent their approval 
during the inspection. 
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General liability Insurance 

The legal entity shall have comprehensive general liability Insurance to cover the persons who are on the premises. A 
current copy of the insurance policy shall be on file at the facility. {55 Pa. Code §3270.18{a) and §3280.17, relating to 
liability insurance) 

Definitions: 

Genera/liability insurance is insurance coverage that offers protections against claims alleging that the policy holder's 

negligence or inappropriate aCtion resulted in bodily injury or property damage to another party. 


Homeowner's insurance provides protection against losses or damage to·the policy holder's house and its contents cause 
by fire, windstorm, vandalism, theft, personal liability, etc. Homeowner's insurance specifically excludes coverage for 
any claim brought against the operator for child care services provided on the premises. 

What will a certification representative look for? 

1. 	 When conducting an inspection of a child care center or group child care home, the certification representative will 
examine the insurance documents on file at the facility to assess compliance with the regulation requiring general 
liability insurance. A facility must have a current copy of the insurance policy on file at all times. ·This will be verified 
at the initial inspection and every inspection thereafter. 

2. 	 The certification representative will check whether the insurance document is captioned as a "Homeowner's Policy" 
or refers to homeowner's insurance coverage. A standard homeowner's insurance policy is not the same as a 
general liability insurance policy. 

3. 	 The certification will request to see the Declarations page of the insurance policy. The Declarations page outlines the 
policies and limits on the amount of coverage, including policy limits for: 
• 	 Property damage 
• 	 Bodily injury to children in care 
• 	 Medical payments coverage 

4. 	 A standard homeowner's policy includes the following or a similar exclusions clause. If the following clause appears 
in the policy, the certification representative will not accept the policy as proof of general liability insurance: 

"This insurance does not apply to any claim made or suit brought against any insured by any person who makes 
a claim because of bodily injury to any person who. is in the care of any in·sured because of childcare services 
provided by or at the directions of any insured." 

5. 	 Some insurance companies offer specific child care endorsements for a homeowner's policy. Endorsements, also 
known as riders, are provisions added to an insurance policy. Endorsements can be purchased from many but not all 
insurance companies. If the facility is covered through an endorsement or rider, the facility operator must tell the 
certification representative who will then need to see the endorsement or rider. 

6. 	 lfthe certification representative cannot verify that the insurance policy meets the requirement for general liability 
insurance, the certification representative will require the facility operator to: 

• 	 Obtain a letter from the issuing insurance company or agent confirming the policy is a general liability insurance 
policy; and 

• 	 Submit the letter to the Regional Office as proof of general liability insurance. 
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Gettin .rted in Child Care Child Care Centers and Gro~.., rlomes 

Resources for Opening a 

Child Care Center or Group Child Care Home 


.Child Care Information S.ervices 
{CCIS) 

Early Childhood Education 
Unkage System (ECELS) 

FaTly Intervention 

.,. 

Subsidies-. 


Money for children from low-income families to pay for child 

tare. 

Reference and Referral 

Help for families to find child care facilities in their local 
areas. 

Child Abuse Reporting 
Receives calls for suspected child abuse. 
Processes Pennsylvania Child Abuse History Clearance forms 
arid reviews FBI clearances 

Children~s Health and Safety 
Educational information and workshops. 

Services for Children. 
For children with disabilities in Pennsylvania. 

Booklets on Web: 

"A Child Care Provider's Guide to Early Intervention 

Services in Pennsylvania" 

"A Family Introduction to Early Intervention in 
Pennsylvania" 

County-based offic;.es: 

See local telephone liStirigS or on_ the Web at 

www.dpw.state.pa.us/helpfultelephonenurnbers/ 

childcareinforinationServices/index.htm 


·1: 

To report suspected abuse -telephone (800) 932-0313. 
To request or ask questions about Child Abuse History 
Clearance forms or FBI forms -telephone (717) 783-6211. 
Child Abuse History Clearance form can be downloaded 
from the web at wwW:JdJiW~state.pa.us/ucmprd/groups/ 
webcontent/documents/form/s Obli62.pdf 

Telephone (800) 243-2357 or on the Web at 
www.ecels-healthychildcarepa.or:g/ 

Telephone (800) 692,7288 for local information and referral; or 
On.theWebat: , 
www.dpw.state.pa.uslforchildren/childcareearlylearning/ 
earlyinterventionserviceslindex.htm 
or· 
www.pattan.net 

·.,: 
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Getting Started in Child Care Child Care Centers and Grouo Homes 

Keystone SfARS 

National Child care Information 

Penn State Better Ki~ Care 
Program 

Pennsylvania Department of 
Labor and Industry 

Program Quality . 
Voluntary prpgram_to enhance quality of child care in 

Pennsylvania 


Business Information 

l!1formation for starting and running a child care business. 

Access to a wide-variety of publications. 

Adult Education 
Distance education lessqns, emergency preparedness 
information, aCtivity ideas, recipes. 

Building Code Inspections 
State agency that oversees compliance with Uniform 
c;onstruction Code and conducts inspections in some areas.' 
Check web site to see if these inspections are done by local 
municipality (liste? as opt-in) before contacting Labor and 
Industry. 

Call Regional Key Offices: 
Central- (800) 346-3020 
Northeast- (800) 528-7222 
Northwest- (800) 86Q-2281 
Southeast- (267) 773-4400 · 
Southcentral- (800) 864-4925 
Southwestern- (877) 349-4850 
Or on the Web at www.pakeys.org 

On the Web at littp:l/nccic.acf.hhs.gov/ 

Telephone (800) 452-9108 or on the Web at 
www.betterkidcare.psu.edu 

·~ 1 • 

Telephone 717'787-3806, select· option 1; or 
On the Web at http://www.portal.state.pa.us/portal/server.pt/ 
community/uniform construction code/10524 
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Gettin~ _.-rted in Child Care 

Pennsylvania Department of 
Public Welfare, 
Office Of Child Development and 
Early Learning, 
Bureau of Certification Services 

i;'enns:ylvania Pepartment of 
PUblic Welfare, Bureau of Equal 
Opportunity (BEO) 

facilities. Contact your Regional Office to· get answers to 
questions regarding: 

• 	 RegulationS for chi!d care facilities 
• 	 ApplYing for a·certificate of compliance and the status of 

an application · 

• 	 Inspections 

• 	 Complaint investigations 
• 	 Technical assistance in complying With the regulations 

Regulation r.equirements for Child Care Centers, Group Child 
Care Homes and Family Child Care Homes. 

Civil Rights 
• 	 Civil Rights Compliance Questionnaire- approval 

required to obtain a certificate of compliance 

• 	 Equal employment opportunity policieS;. 

• 	 Nondiscrimination policies. 

Information on the Web: 

''The AmeriCans with Disabilities Act: A Primer for 


Small Business." 

"Commonly Asked Questions about Child Care Centers 


and the Americans with Disabjlities Act." 


Child Care Centers and Group Homes 

North Central Region: Harrisburg (800) 222-2117 

Scranton (800) 222-2108 


SoutheaSt Region: (800) 346-2929 

Western Region: (800) 222-2149 


JOn the Web at: www.pacode.com/secure/data/055/055toc.html; 
look for Title 55 Chapters 20,3270, 3280 and 3290. 

Call. BED Regional Offices: 

Central (Harrisburg)- (717) 787-1127 

Northeast (Scranton) - (570) 963-4342 

Southeast (Philadelphia)- (215) 560-2230 

Southwest (Pittsburgh)- (412) 565-760'7 


www.eeoc.gov/eeoc/publications/adahandbook.cfm 

www.usdoj.gov(crt(ada(childg&a.htm 
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Tax and Business InfOrmation 
Revenue 	 Form to file for non-profit tax exemption (REV-1220) may be 

completed online.pnd printed. 
Booklet on the Web- "A ~e~inner's Guide to Starting a Small 
Business in P~nnsylvania.'' 

Pennsylvania Department of 	 Business Information 
State Corporation Bureau 	 Booklet on the web- "A Guide to Business Registration in 

PA" online business registration 
Forms on web to download: 
• 	 Application for Regh;tration of Fictitious Name 

• 	 Articles of lncorpor~tion 
• 	 Statement of Registration Domestic Registered Limited 

. Liability Partnership 
_,.·. 	 Certificate of limited Partnership 

• 	 Certificate of Organization for a Domestic Limited 
liability Company 

Pennsylvania Institute of Certified I Accountant or Tax Professional 
Public Accountants Free location service 

Pennsylvania Open for Business I Tax and s.UsiJJeSS Information 
Booklet orq:he Web- ~'A Beginner's Guide to Starting a Small 
Business i[1 PennsYlvania" 

Telephone (717) 787-1064 or on the 

http://www.revenue.state.pa.us/portal/server.pt/ 

community/revenue home/10648 


Telephone (7l7) 787-1057 or (888) 659-9962; or 

On the Web at www~dos.state.pa.us (dick Corporations) 


I On the Web at www.picpa.org 

IOn the Web at www'.paopen4business.state.pa.us 
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Pennsylvania Regional Keys 

PennSylvania State Police 

Small Business Resource center 

U.S. Department of Treasury, 

Internal Reven~e Service 


Education and Program Quality 

Offers child care training, workshops for developing child 

care emergency preparedness plans, and administers 

Keystone STARS, a voluntary pi"ogram to enhance the quality 

of learning in Pennsylvania. 


Request for Criminal Record Check 

Form (SP 4-164) on Web 


Business Information 

Start or expand a business in PA 


EIN- Federal Employ~r Identification Number 

Source for information and to obtain EIN. 

Form SS-4- Application for Employer Identification Number; 

apply by mail, online, by phone or fax. 


Call Regional Key Office-s: 

Central- (800) 346-3020 

Northeast- (800) 528-7222 

Northwest- (800) 860-2281 

Southeast- (267) 773-4400 

Southcentral- (800) 864-4925 

Southwestern- (877) 349-4850 

Or on the Web at http://www.pakeys.org 


Download the fo~m on the Web at ww.dpw.state.pa.us/findaform/ 
childabusehistorVclearanceforms/index.htm 

On the web at www.psp.state.Da.us. click "Public Services" to 

access and click on "Criminal History Request" where you can: 

• 	 Access a form to complete and mail; or 
• 	 Submit all information online via the PATCH system (see also 


the web site at https:/ /epatch.state.pa.us/Home.jsp) 


Telephone (866) 466-3972 or on the Web at www.newpa.com; Click 
on "Build Your Business" 

Toll-Free- (800) 29-4933 
Fax-(859) 669'5760 

\ On the Web at ~.irs.gov 
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Gettin Started in Child Care Child Care Centers and Grou Homes 

USEFUL WEB LINKS 

View DPW information for Child Care Providers: 

http://www.dpW.state.pa.us/provider/earlylearning/index.htm 


View information about the child care regulations: 
http://www.dpw.state.pa.us/provider/earlylearning/childcareregulations/index.htm 

Access and download DPW Child Care Forms: 
http:!/www.dpw.state.pa.us/publications/forproviders/childcareforms(index.htm 

Access the OCDEL PELICAN System: 
https:/(www.pelican.state.pa.us/provider · 

Access the PELICAN Public User Facing Link: 
https://www.pelican.state.pa.us/PPCSPublicFacing 

Sign up for the OCDEL Child Care Provider Certification Listserv: 
http:/(listserv.dpw.state.pa.us/ocd-pa-child-care-certification.html 

Search for Early Learning Program and Providers: 
http:!/www.humanservices.state.pa.us/Compass.Web/ProviderSearch/pgm/PSWEL.aspx 

Obtain FBI Clearance and receive information: 
http://www.pa.cogentid.com/index.htm 

Access Pennsylvania Keys to Quality 
http://www.pakeys.org/pages/get.aspx?page~Keys PaKey 

Sign up for the Build Early Childhood E-News: · 
http://paprom.convio.net/site/PageServer?pagename~Build home page 

Consumer Product Safety Commission (CPSC) website: 
Information about recalled products, including toys and equipment: 

http://www.cpsc.gov/ 

Sign up to 'receive CPSC email notices of recalled toys and equipment: 

https:/(www.cpsc.gov/cpsclist.aspx 
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C.hil<j Care. Provi;Eiers. 

www.upsu.yuv Your Guide to New Crib Standards -.____, 

Beginning December 281 20121 any crib providedby child 

meet new and improved f(O)deral.t;Jafety «tl'1nrbrrk'Fh<=> n<=>IM d~nrbrrkbla> Pffi:int 


importers 
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A SAFER GENERATto·N .OF CRISS
- . -- .> '• • .. '--" .. - ... - -- - - .•.. ,, . __ . ·.. ,' ......... . 


New Federal ReqJ.Hrements 
/ 
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The New Crib Standard: Questions and Answers 1 

Since US Consumer Product Safety Commission (CPSC) approved a new crib rule, the CPSC continues to receive 
questions on this topic. While most questions hqve revolved around the drop side, it's important for you to know that the 
new standard affects far more than the.drop side. A crib's mattress support, slats, and·hardware are now required to be 
more durable and manufacturers will have to test to new more stringent requirements to prove compliance. Here are 
some of the questions the CPSC received,.along with answers: 

GENERAL QUESTIONS • 

.1. 	 What Is the new standard for cribs? 
Beginning June 28,2011, all cribs manufactufed and sold (including resale) must complywith new and improved 
federal safety standards. The new rules, ·which apply to fi.JII-size and non full-size cribs, prohibit the manufacture or 
sale of traditional drop-side rail cribs, strengthen crib slats and mattress supports, improve the quality of hardware and 
require more rigorous testing. The details of the. rule are available on CPSC's website at 
www.cpsc;gov/businfo/frnotices/fr11/cribfin a I.pdf. 

The neiN rules -also apply to cribs currently in use at child care.centers and places of public accommodation. By 
Dec(lmber 28, 2012, these facilities must use only compliant cribs .that meet the new federal safety standards 

2. 	 When will the new, safer cribs b'e available for p~rchase? 
Beginning on June 28, 2011, all cribs sold in the United States must meet the new 
federal requirements. After that daie, it wiU be iUegal to rpanufacture, sell; contrf:lCt to sell: or resell, lease, sublet, offer, 
provide for use, or otherwise place' in 'the stream of commerce a crib that does not comply with the CP,SC's new 
standards for full-size and non-full-size cribs. This includes manufacturers, retail stores, Internet retailers, resale 
shops, auction sites and consumers. 

i 
3. 	 What if I need to purchase a ~ew crib prior to June 28, 2011? . 


Some compliant cribs may be available before the required date. However, you will not be able .tell if the crib-is 

compliant by looking at the crib. So, you may want to ask the retail store or the manufacturer whether the crib 

complies with 16 CFR 1219, the new federal standard for full-size cribs or with 16 CFR 1220, the new federal 

standard for non-full-size cribs. 


4. 	 Is this new regulation simply a ban on all drop-side rail cribs? 
No, these are sweeping new safety-rules that wiU bring a safer generation of cribs to the marketplace in 2011. CPSC's 
new crib standards address many factors related to crib safety in addition to the drop-side rail. A crib's mattress 
support, slats, and hardware are now required to be more durable and manufacturers will have to test to the new 
more stringent requirements to prove compliance . .­

5. 	 Are all drop-side rail cribs "recalled" because of the new regulation? 
There has not been a specific "recall" of all drop-side cribs due tci the new regulation. Instead, some manufacturers 
recently have recalled their cribs in cooperation with the CPSC because a specific defect or risk of harm has been 
discovered relating to a particular crib. Although these recalls are separate from CPSC's new crib standards, 
traditional drop-side cribs will not meet the new crib standards that will take effect on June 28, 2011, and cribs with 
traditional drop-sides cannot be sold after that date. 

6. 	 How do I know whether the specific crib that I own/use in my child care ·facility meets the new standards? 
You cannot tell from looking at a crib whether it meets the new standards. It is not likely that cribs in use before !he 
Commission issued its crib rule in December 2010 will comply with the new standards. If you are considering 
purchasing new cribs 'that meet the standards, you may want to ask the manufacturer or retailer whether the crib 
complies with 16 CFR 1219 (the new standard for full-size cribs) or 16 CFR 1220 (the new standard for non-full-size 

. ~. 

Information obtained from CPSC Blogger on June 14,2011, http://www.cpsc.gov/onsafety/2011/03/the-new-crib­

standard-guestions-and-answers/ 
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cribs). Manufacturers are required to test samples of their cribs to the new standards and to certify that they comply 
with the new standards. They•must provide .this certif[cation to the retail.er. 

You can ask the manufacturer or retailer for a copy of the certificate of compliance that should indicate that the crib is 
certified to meet 16 CFR 1219 or 16 CFR 1220. After June 28, 2011, all cribs manufactured or offered for sale, lease, 
or resale are required to meet the new crib standar~. · 

7. Who will be enforcing the crib standards and what are the penalties for usfng cribs that do not meet the new 
~ndards? 
CPSC will be the main agency enforcing the new crib standards: The initial focus will be on manufacturers and 
retailers since they must comply with the new standards by June 28, 2011. Anyone who is covered by the new crib 
standards and does not comply commits a prohibited act under section 19(a)(1) of the Consumer Product Safety Act 
(CPSA). A person or company thatknowingly commits a prohitiited act is subject to possible civil penalties. States' 
attorneys general also have authority to enforce the crib standards through. injunctions. · 

CONSUMERS 

8. 	 As a consumer, what can I do if I have a drop-side crib? 

Some drop-side crib mariufacturers have immobilizers that fit their cribs. Drop-side crib immobilizers are devices that 

are used to secure drop sides to prevent dangerous situations in which the drop-side either partially or fully separates 

from the crib. As part of a recall, CPSC staff works with companies to provide fixes, or remedies, for products. For 

drop-side cribs, that remedy has been immobilizers. 


Check the CPSC's website for companies that have recalled their cribs and are providing immobilizers to 
secure the drop•side on the cribs. These immobilizers were evaluated and approved by CPSC staff for use with 
these particular drop-side cribs. 

If your drop-side crib has not been [eca/led, you can call the manufacturer and ask if they are making an immobilizer 
for your crib. Remember, though, that those particular immobilizers have not been tested or evaluated by CPSC staff 
for use with your specific crib. 	 .. 

.:,.·: 

Note that a· drop side. crib, even with an immobilizer installed, will not meet the new CPSC crib siandards. 

9. 	 Is a sturdy, non drop-side crib okay for a consumer to use? 
It is unlikely that your current crib will meet the new crib standards. The new standards require stronger hardware and 
rigorous testing to prove a crib's durability. If you continue to use your current crib, you are encouraged to check the 
crib frequently to make sure that all hardware is.secured tightly and that there are no loose; missing, or broken parts. 
Note that after December28, 2012, child care facilities, family child care homes, and places of public 
accommodations, such as hotels and motels, must provide cribs that comply with the new and improved standards. 

10. 	My drop-side crib has not been recalled, but I am worried about using it with my baby. Can I return it for a 
refund? ' 
Manufacturers and retailers are not required to accept returned drop'side cribs or to provide a refund. However, 
individual retailers and manufacturers may conduct promotions or incentive.s for their customers. 

11. Is it okay for me as a consumer to resell, donate or give away a crib that does not meet the new. crib 
standards? 
A consumer should not resell, donate or give away a crib that does not meet the new crib standards, such as trying to 
resell the product through an online auction site or donating to a local thrift store. CPSC recommends disassembling 
the crib before discarding it. 

12. Is the answer different if a piece ("immobilizer") has been added to my drop-side crib to prevent the side· from 
moving up and down? 
Consumers should not sell or give away a drop-side crib that has an added immobilizer because it still will not meet 
the new crib standards. 
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13 .. 	if I ain unable to purchase a new (:fib, what can I do to keep my baby safe? 

If yciu· continue to use your current crib, you are encouraged to: · . 


a. 	 Ctieck CPSC's crib recall list to make sure that your crib has not been recalled. .. . 
b. 	 Check the crib frequently to make sure all of the hardware is secured tightly and that there a[e no loose, 

missing, or broken parts. . · · · · · · · · · · · . 
c. 	 If your crib has a drop-side rail, stop using.thatdrop-side function.lf.thecrib has.been recalled, request a free 

immobilizer from th~ franufacturer or retaHer (particular. immobilizer will vary depending on the crib). 
d. 	 Another option·is to use a portable play yard, so long as it is not a model that has been recalled previously. 

14. If a customer purchases a crib that was manufactured befc;>re June 28, .2011, but they return .the crib fora 

warranty claim after June 28, 2011, muslthe replacememt crib meet ihe new crib standards? .. . . . 

Yes. When a manufacturer (retails[ or other supplier) provide~ a rep.lacenient crib for use after the June 28, 2011, 

compliance date, the crib must meet the requirements of the CPSC's new crib standards. 
.. . ' . -. . . . . .. '·. . ·. 

CHILD CARE .CENTERS, FOSTER HOMES, CHURCHES, HOSPITALS. . 	 . - ._ . . . 

15. 	My child care center still has drtip-side cribs. Are they In violation of the regulation? . . 

No, child care facilities, family child care homes, and places of public accommodation, such as hotels and motels, 

have until December 28, 2012, to ensure that the cribs used in their facilities meet the requirements of the CPSC's 

new crib standards. 


After this date, places of public accommodation may no longer use traditional. drop-side cribs or noncompliant cribs 
and must useC[[bs meeting the new federal safety standards; 

Parents should talk with management about the new sta~dards and the facility's plan of.ac.tion for replacing the cribs. 
Parents als·o should make sure their baby is not being placed in a recalled crib. 

Note: Child care facilities, family child care homes, and P.laces of public accommodation should not resell, donate or 
give away a crib that does not meet the new crib standards, such as trying to resell the product through an online 
auction site or donating to a local thrift store. CPSC recommends disassembling the crib before discardir19 it . 

16. 	Are portable cribs or play yards affected by the regulation?. 
The crib standards cover portable cribs, but not play yards. CPSC's crib rule includes a standard for full-size cribs (16 
CFR part 1219) and a standard for.non-full~size cribs (16 CFR part 1220). A non-full-size crib is a crib that is either 
larger or smaller (or otherwise shaped differently) from a full-size crib. The standard for non-full-size cribs covers 
portable cribs (a crib that "may be folded or collapsed, without disassembly, to occupy a volume substantially less 
than the volume it occupies when it is used") as defined in thatsfandard. The term "non-full-size crib" does not include 
products with mesh/net/screen or other non-rigid construction. Instead, enclosures with mesh or fabric sides are 
considered .to be play yards and are not subject to the crib standards. 

CPSC is developing a separate m~ndatory federal standard iOr play yards: · 

17. 	Are hospitals required to provicik cribs that comply with the CPSC's new crib regulation? . 
The CPSC crib rules require only certain facilities to provide cribs that comply with CPSC rules. Those places include 
child care facilities, family child care homes, and places of public accommodation such as hotels and motels. Hospital 
cribs are regulated by the FDA, and are thus considered to be medical devices. Cribs used in hospitals as medical 
devices are not required to comply with the new CPSC crib standards. · 

However, a child care facility that is owned or operated. by, or located in, a hospital is required to provide cribs that 
meet the new crib standards by December 28, 2012. 

18. 	What types of child care arrangements are impacted by the new crib standards? 
The Consumer Product Safety lmprovemen\Acl of 2008 (CPSIA) directed the U.S. Consumer Product Safety 
Commission (CPSC)to issue the oew crib standards and apply them to (among others) "any person that ... based on 
the person's occupation, holds itself out as having knowledge or skill peculiar to cribs, including child care facilities 
and family child care homes.' The law does not define "child care facility" or "family child care home.· 
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Based on the CPSIA language and otherfederal programs related to child care; we consider a "child care facility" to. 
mean a nonresidential setting that provides'child care se!Vices (which could.fnduae early leamihg opportimities) for a 
fee. We consider "family child care home" to mean a location that provides child care services (which could include 
early learning opportunities) for a fee in a residential seiling. The residential setting is usually iri a home other than the 
one where the child resides, although the child or children ofttie caregiver may also attend. · 

. - . 

Licensing' requirements vary widely from one state to another, and whether a child care provider is licensed does not 
determine_the provider's status as a child eare facility or family child care home for purposes of CPSC's crib 
standards. · · · 	 · · · · · 

We do noi consider. "in-home care," where a child is cared for in his/her own ho~e b(by a relative in.the chiid's home 
or the relative's home, to be a"child care facility" or a'family child care home." In turn, we do not consider such 
arrangements to be subjeCt to the new crib stiindards. · · · · 

19. 	Are churches/church nu.rseries subject to the new crib standards? 
The CPSIA does not provide any exclusion for churches. If a church operates a child care facility, the cribs that it 
provides must eoniply with CPSC's crib standards. Given the language In the CPSIA, We consider a child care facility 
to be one that provides se!Vices for a fee. If volunteers take care of children during a church service without pay, we 
do not consider that arrangement to be a child care facijity, and cribs used under such an arrangement would..not be 
subject to CPSC's crib standards.' · · · · ·· 

20. 	Are foster homes or residential facilities subject to the new crib standards? 

We consider a foster home to be a private residence where care is provided in the child's own home. This 

arrangement is similar to in-home care and would not be subject to CPSC's crib standards. However, in addition to 

child care facilities and family child care homes, CPSC's crib standards apply tq "placas of public accommodation," 

which means "any inn, hotel, or other establishment ... that provides lodging to.transient guests." 

We consider a public residential facility (as opposed to a private residence) to be a place of public accommodation 

and subject to CPSC's crib standards. · · 


21. 	Are "hospital cribs" located in child care facilities subject to the new crib standards? 
This depends on whether the crib is a medical "device." CPSC's crib standards ·do hot apply to medical devices. A crib 
that meets the definition of 'device' in the Federal Food, Drug, and Cosmetic Act (21 U.S.C. § 201(h)) is subject to 
regulation by the Food and Drug Administration (FDA), not CPSC. You should contact FDA's Center for Devices and 
Radiological Health to determine if a particular crib is a "device." · · 

A crib that is located in a child care facility and is not a "device' is subject to CPSC's crib standards. 

MANUFACTURERS. IMPORTERS, RETAILERS 

Retrofitting Cribs 

22. Is it possible to retrofit a crib that is currently in use (e.g., in a child care facility) to meet the new crib 
standards? · · · · · 
CPSC staff does not believe that a crib currently in use can be retrofitted and tested to show compliance with the new 
crib standards. Typically, a crib is destroyed in the process of testing; therefore, retrofitting cribs currently in use 
cannot be done. As discussed in the preamble to the final rule, the crib standards include multiple, complex 
requirements for many parts of a crib, making it difficult to determine whether a retrofitted cfib currently in use would 
meet the requirements without testing that specific crib. (Section E.9 of the preamble to the final crib rule, 75 Fed. 
Reg. at 81771-72.) Also, a retrofit, such as a side rail immobilizer, which previously might have been an acceptable 
remedy to address a defect in a recalled crib, may not necessarily make a crib compliant with the new crib standards 
because additional new compliance requirements now apply to that crib design·' 

23. Is it possible for a retailer, manufacturer, or lessor to retrofit unused crib inventory to meet the new cri[? 
standards? . _ 
Under some circumstances, it may be possible to retrofit unused, noncompliant crib inventory to meet the new crib 
standards. To comply with the new standards, an existing crib model -with ihe retrofit in place - must be put through . 
the complete test reginien. In other words, the crib model, as it exists in inventory, must be tested with the retrofit, and 
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it must meet aU the provisions of the relevant new standards and be certified to the applicable new standards prior to 
its sale. The manufacturer should provide a way to ensure that all the crib models in inventory have been retrofitted 
properly. For unused cribs in inventory, we assume that cribs of the same model are sufficiently similar, so that when 
a model,that is identical to the crib(s) in inventory is tested to the standard with the retrofit, and the crib passes the 
test, then that retrofit can be applied to all other identical models currently in inventory to make them compliant. It is 
the manufacturer's, retailer's, or lessor's responsibility to ensure that all cribs sold (or resold or leased) on and after 
June 28, 201 1, are compliaAt with the new standards. If a retrofit is used, it is the manufacturer's or importer's 
responsibility to provide certification of the retrofitted crib, ·following testing by a CPSC-accepted certifying body, to 
ensure that-the inventory is sold only with a retrofit that makes the crib compliant with the standard. The same retrofit 
methods developed for a non-compliant unused crib cannot be applied to a crib model that is used or that currently is 
in use because each crib is ·unique, due to its use patterns. Therefore, each used crib unit would have to be tested 
with the retrofit in place before the crib could be certified. The testing can be destrucUve; and likely would render the 
crib unusable. 

24. 	If inventory is retrofitted, what testing is required? . . . 
The ciib model must be tested to. the relevant crib standard (1 6 CFR part 121 9 or 16 CFR part 1220) with the retrofit 
in place. The testing must be conducied by a third party testing body that has been accredited and accepted by 
the CPSC to test cribs to the new crib standards. 

25. 	Must crib manufacturers>retailers, and lessors get approval from the CPSC to retrofit crib inventory? 
No. The CPSC does not approve crib retrofit methods. The CPSC relies on the manufacturers/importer's certification 
of compliance of the retrofitted product that is supported by testing to the applicable standard by a CPSC accepted 
conformity assessment body. 

26. 	If a company has an inventory of cribs that do not comply with the new crib standards, could the comp.any 
export the noncompliant cribs to another country? 
Yes. However, after June 28, 201 1, a company first must notify the CPSC and foUow the procedures stated in 16 CFR 
part 1019, pertaining to Export of Noncomplying, Misbranded, or Banned Products. 

27. Can a retailer sell a noncompliant crib before June 28, 2011 and deliver it after that date? 
Before June 28, 2011, a retailer can sell a crib that does not meet the new crib standard and delay delivery until after 
June 28, 2001, if a customer pays the fuU amount due on the crib before that date. By payment of the purchase price 
before June 28, the sale is complete and the crib effectively is in the customer's possession when the crib has been 
paid in full. However, if a customer purchases a crib under an arrangement where only partial payment of the . 
purchase price of the crib is made before June 28, 2011 (often caUed layaway), and does not take possession ·before 
June 28, 201 1, the crib must meet the new crib standards. 

Under these circumstances, a retailer could not legally provide a noncompliant crib to the customer after June-28, 
2011. 
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AGREEMENT 
55 PA c;Q.o.e cHAPTERs avo: 12a &;1aHck a2ao; 12s &.1a1!cl; s2so.12a &.1s1!ol 

as 

I, the parentlguardia[l; 

0 received complete written program inform~tion at the time of enrollment (§ 3270. !21, 
3280.121, 3290.121) ·. . 

0 agree to update the 13mergericy .contact/parental co.Qsent forminformation whenever · 
changes occur or every 6 months ..at a minumum. (9 3270.124, 3280; 124, 3290.124) 

SlGNAJ'UAE-p~ERATOA DATE: SIGNATURE-PARENT OR ·GUARDIAN DATE 

DATE OF CHilO'S ADMISSION 

DATE OF WI "FHDRAWAL 

03li92A 
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EMERGENCY CONTACT I PARENTAL CONSENT FORM 
55 PA COOE CHAPTERS 3270.124{a)(b), 3270.181 &. 182: 3280 124 {aJ(bJ, 3281J.IB1 &. 182: 3290.124 {a)(b). 3290.181 .'lo .182 

OHICU"" NAME 

I 
ADDRESS 

NUMB I!'AlHOME 
. 


-"""'E'"' 


~-E ; NUMBER 

. I 
ADDRESS 

I , ; NUMBEO HOME'""'" 
I ADORES$ 

I NAME ; NUMBER IBUSINESS 

~AESS 

~ NUMBER IS IN CARE 

. 

iCiiiLOMAY BE NAME • ADDRESS ; NUMBER WHEN CARE 

I NAME OF CHILD'S • CARE 'NUM"'

I
1-,;,ooReS$ 

I SPECIAL ~ 

I MEDICAL •• D<ETAAY I IN AN EMERGS«;Y SITlJAnON SPECIAL 

; im SPECIAL NEEDS OF CN'LO 

. 

~ ; FOR CHOLD o> MEOOCAL ; BONERTS IPOLOCY NUMBER 

AONON<l~Y CARE [ADMiN.OFMINORFIRST • AID : 

I WAU<S AND moP$ 

,-BY """FACiLiiY jWADONG 

. 

~li'W 

SIGNATURE OF PARENT or GUAADIAN DATE 

SIGW.lVRE OF PAfiENT or GlJAADlAN DATE 
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GetlinaStarted-ln Child.Care· ...Child Care.Centers and.Gro Homes .- ....... . 


Getting a Child Care Center or Group Home Started 

Workshop Evaluation 


Please help evaluate this workshop by responding to the following statements: 

Strongly Strongly 
(Circle your answer) Agree Agree Disagree Disagree 

Ilearned new Information In this workshop. I 2 3 4 

The Information was relevant to me. I 2 3 4 

.J plan to use the Information now. 1 2 3 4 

Iplan to use the information In the future. 1 2 3 4 

Iwill use orreferto the handout manual again. 1 2 3 .. 4 

I understand what.needs to be done to file for a 1 2 3 4 
Certificate of Compliance. 


Iknow where to find help to get my child care 1 2 3 4 

facility stiuted. 


Iplan to complete the required steps to open a 1 2 3 4 
child care center or group home. 

Please rate the following: (circle your answer) Excellent Good · Fair 

The video portion of the training Excellent Good Fair 

The on-site !lve trainer Excellent Good Fair 

The materials you received Excellent Good Fair 

Comments:. 

Not 
Sure 

5 

5 

5 

5 

5 

5 

·s 

5 

Poor 

Poor 

Poor 

Poor 



INSTRUCTIONS FOR COMPLETION OF AN APPLICATION FOR A 

CERTIFICATE OF COMPLIANCE FORA CERTIFIED CHILD CARE CENTER OR · 


A GROUP CHILD CARE HOI'tfE 


APPLICA'NON PU.Rl'OSE: 
One1i Now li';lciliiyl A new agenoy/fil.cility 

. Renmx Existing Facilitv: An agO!lcy/facility applying to renew their existlng Ccrtilloatc of Compllaru:e. Tl:e name and addreis of tl:e 
Agency/Facility and the name of the legal entity should be the same as it is on the existing Certification of Compliance. 
Change of FaellJMegal Entity Information: An agency that has had an update of previously submitted infonnalion such as au 
agency/facility name ohange_, [!gency/facility address change or a change ln. tiiC lcga1 entity name. 

IDENTIFJCAT!ON: 
1. 	 LOCATIONNAM11, PHYSICALADDllF.SS, MAILING ADD:RESS, EMA1LADDRESS, 

TELEPHONE NUMBER, CELL PHONE NUMBER: 
lndicate name, physical address, mailing address, email address, tolcphone and cell phone numbor of the physicallocatiorr where 
the <:hild care services are provided. If the atlplication is for a renewal ofan existing certificate, the natt~e and address ·of1he 
loaation should bo tho same as on the previous application. Apost office box may not be entered Jn the physlClll address 
Jnfo••mat!on. 

Z. 	 LEGAL ENTITY NAli:IE, PIIYSICALADDRESS, MA'JJ,iNGAllDRllSS, EMAIL ADDRESS, 

TFLEPHONE NUM.BER, CELL PlHiNE NUMBEfu. 

Indicate name, physical address, mailing address, email addre..s, telephone and eeU phone mltllber of the legal entity. 

A post office box may not be enter.d In the physical address Jnformatlon, 


3. 	 RESPONSlJ!LE PERSON: 

Indicate the full name and Iitie oflhe poll!on wl:o is responsible for the daily operation of the facility. 


4. 	 COUNTY AND MUNJCIPALITYFl'OWNSIDP/llOROUGH: 
Indicate the name of the county and municipality/township/borough in which the facility location wl1ere child cure services are 
provided is located. 

5. 	 TYPE OF IIACILITY: 

Indicate the type of child care facility you wish to opera«:: Child Care Centor or Group Child Care Home. 


6, 	 TAX IDENTIJ!IER: 
Indicate tho FEIN ofthe persob, partltersbip, association, organization, coqioration or governmental body responsible for the 
operation of the faollity: 

'1. 	 'l'YPE OF OPERATION: " 
Profit: Operaling with the e&pcctation of providing a finano!al benefit 1o someone or something other than the facility itself. The 
focus 11pon Ihe ultimate ahn ofthe en10lPtise, not the Jinancial results ofaJly particular period of operation. The focus is also npon 
the particular premises involved ·~d not the legal entity whioh operates the facility. Anon jl!Ofit legal entity may beconsidered as 
operating a faclllty for profit if the particular premises hlVolved provides a finane!al benefit to the parent legal entity. Any legHl 
entity not posse..sing a certificate oftax exompt statt:s :tl:oru the Inten>ol Revenue Service will be considered operath1g for profit 
unless it provides sutisfaotory proof othonvlso. 
Non•Proflf: Operating other than for profit. Copy of tBX exempt certificate should be submitted with the initial applicatiOJ~ 

8, TYPE OF OWNERSHIP: 

Ident!Jy !he type of ownership. 


9. !'lease answer YES or NO and explain lillY YES response on a separaleshect of paper. 

10, Please answer YES or NO and explain any YES response on asepa<afc sbcef ofpapetl 

11. Please answer YES or NO and el)lluln any YES response on a snpal'ate sheet of paper. 

ATTACHMENTS: 
A !tach current Cerrificate of Ocoupanoy, Articles oflncorporation, State Fictitious rtame Approval, 'l'axDocumentalion, llureou of 
Equal Oppotltlllity CompUance Letter · 

DECLARATION: 
The Declaration must be signed by the legal entity. If l~e legal entity is aportnersbip, association, or organization, the porson 
authorized to sign S\lch documents m\lst sign. Whero the legal entity is a oorporation, Ihe signature must be of a corporate officer. Typo 
or print the name and title of the person signing. 
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Office of Child Development and Early Lcarn.lug 
Commonwealth ofPennsylvani!l APPLICATION FOR CERTIFICATE OF COMPLIANCE 
Department ofP11blic Welfare TO OPERATJl:: A CHILD CARE CENTER OR 

A GROUP CHILD CARE HOME 

JI.·!UB 

CIT! 	 2/l'CODE Ciii~.JM"•"J--------- ZIP CODE 

Cti.lPJIO.YE.NUMBER 

.jll. LOCATION MAILING ADDRESS 2D. 	 O&vM as above 

Vl'CODE CllY (~.QSoU) 	 21/"CODE 

s. 
Chltd QlreHonle 

FEhV ___________________________ 

Tax o/pe, taxnvmbf>rwl 1M 1/owmoliWian 1IUJSl be PIWWM ln order lo pdllicfpate In t/w$ubsrdked chi!d cam program or 

r6SOvrce and referral, orbollt. 


)NDIVIDUJU. OENllRAL PARTNBRSHTP 0 LIMITED PARTNilRSHIP D Lh\l!TilD LIABILITY PARTNERSUIP 

D ASSOCIATION 0 CORPORATION 0 SCHOOL DIS'J1l!G1' 0 UMITDD LTADD~lTY COMPANY 

D CITY aovnRNMI!liT D COuNTY GOVERNMENT D S'IATE GOVBRNMIJNT 0 OTHBR GOVERNMENT 


DalliER 


9, C01\"\11Cfl0N or NAlliED APERPETRATOR (f/JES» t!fJcf(l,!/k.!f!VM9/}v(.;.tlt li!«.~Ov. t.v}.~ ~ <tU~IJI8J.holofpa~;) NO 
Has the Facllity/L<Icallon above in lA. nr the L~Jgal :Entity above in 2As or Ihe Ite-.sponsible PersonfOperntor/Owncr 
above in 3, or Ihe persm\ signing this applfcation ever been 1kuied a Ce-rtificate- or llctnso, b!IU a Qdific-.ala ofC<JmpUance or 

RCenifica~ ofcompliance ot ll«nw non-renewed ill 	 stale? 

10. 	BASTIIB I,JlQALJl=n', OWNER, OR OPERATOR NO 

¢vt:r been convicted of a felony; convicted (Ifa ~;rime. involvi1)g cl1ildabuse, child ncglecl. moral turpil\ldt\ oc 
physical violeucei named a perpetmtor In an lndloated or foUilded report ofchild abuso in e.cct~rdance with the 
Cflild p,olective SeNfcl) law (23 Pa.C.S.Cb.63)? 

11, 	 IS ~·m LEGAL )li'!TlH, OWNER, OR OPERATOR CURRENTLY CHARGE!) NO 
WlTH A FELONY OR ~llSDEMJl,\NOR? 
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lfthisis -an lnitialAppllcation for a new fudlily I ag;:ucy orchange ofrmme ofle,gnl entit>~ submit copies of the following documcnls with 

Ct!rtificate of Occupancy (issuedftom Deparl1Jienl cflfealllt, Depatlhlelll ofLabor aud Imlushy or mrmfcfpa!Uy.) 

•. 	 Articles Oflncorporntlon (ifthe facility or oge;u..y is operated by a corpora{!'on,) 

S-tate 'J!tctitious Name Approval (iftile facility or ugenc.y is operatedfor profit and ajlctlclous name Is used)­
Regis<mtlon of a Llmlte<l Liability Corporal!on (LLC), Limited Liabllily Prulnershlp (LLP) or Limited Parlnership (LP) 

Certificate of Auihor1ty or RegistrAtion to do.buslnes's in Penusylvanla (ifJhe businesswasfom1cd outslilo Q{Peunsyh•mifa.) 

Bureau ofEqual OpportuuJty compliance Utter 

Ccrtillcalc j]fThx Exempt Stalu~ {Ifyour bus/J/ess Is non-profrt) 

'fax Docum~n!-atlon (as in Item 6} 


I understood that thl.\ Certfl1cate ofCompliauoo wm be issued to me ou the condition !hat l will opt.rnte the above--named facility or agency in 
dane¢ with thB laws of tho Commonwealth ofPellllsylvania and with the rules and regulations of the Department ofPublic Welf.1re; Title-VJ•""''~'''''" lill 
VII of the Civil RfghlsAct of 1964; the Ago Discrimination Act of l975; tlte Robi\bililulionAct of 1973 aud the Pennsylvania Hurnn.n Relations Act 
o_f 1955} and tbe.A.tnerlcfln With Disabilities Act of 1990. 

Speciflcally, tbe abilve named fac!litywillMt permit discrimlnalion on the basis ofcolor> race, religious creed) disnbility, ancestry, national origin, 
age or sex in auy aspect ofservic-e delivery and employment. 

I herflby declare that the Information given in tbls tipplication is true to !be best Qfl11Y kuowlcdge. 

----·~·-----n.tr4'c'l1r7«w.wl ---··"-­

http:n.tr4'c'l1r7�w.wl


Gett >tarted In Chlld Care 	 Child Care Centers a 

Calculating Child Care Space How many children can be cared for in this space? 

c 	 ~ 

25' 

25' Preschool 	 Preschool 35' 

110' 10' I 

10' 	

-I
BR BR 10' 

I . 10'

I-- 10' -- 10' 	 10' - ~ lHa,llway 

r-- 10' 25' 	 10' 

5' 	 J. 
I 	 L15-­

Entrance I 

Office 15' Kitchen 	 Infant 

Room I

I 	 I I 20' 


5' 15'51 

L__ 10' 	 25' r-

Hallway 	
r r1 

Restroom I 

t--- 5'--. 	 20' 10' T10'15' ­

5' 


I 
10' BR BR lO' 

I 	 15' 


_j 	 I 

20' Young Toddler L 10' 	 20'-+-10' Older Toddler 

I 
10' 

I I 

~ 40' 


A·l 
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Gettin, orted in Child Care 	 Child Care Centers and Grouu tio. ~.:5 

Regulations Search for Child Care Centers 

Find the answers to the fotlowing questions by looking in the regulation for child care centers. 

j'Y:ii.·/~;······•:;;;•.·-·-··-··•••·••--._··. ~~·~.n(,!:r',, ·,;;s--•- '>i~i i' I: :> :,. · Aliswe~: i · ·• ' ··. Xc :~':, ::::;;·:;;::~w~-~r~ &l~u:#~~~~~~~~tf.:i-:]:;~:-": ;~-~~; 

1. 	 vyhat is the age range for. an Infant In child care? 

2. 	 According to child care center regulations, a child in kindergarten 
would be grouped in what ~ge category? 

3. 	 Do you think you'll need liability insurance to op.erate a new child 

care center? 


4. 	 What Is the highest temperature of hot water In bathrooms and 

sinks thatchildren wf!l use? 


5. 	 Can toilet training chairs be used with young children in a child care 

center? 


6. 	 Since most infants and toddlers are not ready to use a toilet, is It 

necessary to have a sink with running water in a diapering area? 


7. 	 Where are handwashing si.gns.required to be posted in child care 

centers? 
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Regulations Search for Child Care Centers 


8. 	 HoW many adult staff members will be needed to provlde child care 
for a group of 15 preschool-age children? 

9. 	 What is the maximum number of children, ages 18 to 24 months, 

that can be in the care of one adult at the same time? 

10. 	 How many staff will be needed in a combined infant/toddler room 
with 6 children? 

11. 	 Can one adult staff person be assigned to care for the remairUng 3 
or 4 children as they walt for parents to pick them up at the end of 
the day? 

12. 	 Can all of the adult staff in a child care center take a break for lunch 
while the children are napping? 

13:-· Would the kitchen· in a child care center be a good place to store 
deanlng supplies and other toxic materials, since children would 
rarely go in that area? 

14. 	 Where should emergencytelephone numbers be kept in a child 
care center? 

B-2 
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Gettin .rted in Child Care Child Care Centers and Grouo Hor .. .;s 

Regulations Search for Child Care Centers 


II L J::;:;>' 7:,;.:•:(·:•,1 ,. •.t . . ) ! ! ' '· . t ,·.· >;!,·.• .:·..,(lu~~·o~.,;:,,:.i "·.,:.,.,,,·· · .. . ':':< l1k~':n ..' /'},! .· .Answer :·.······.····• •·... .. ! •! , •• '.!..:''! ., ·· '• •'X ...,' 1·'.·'·\•·•··'•. •I JAII1~re ~~;~~·~~~~h~:~~~~~·i, '•it 

15. Is one first aid kit sufficient for a child care center? 

16. Js natural grass a good outdoor surface for under large play 
equipment like swingsets, sliding boards and climbing bars? 

17. What is the difference between "facility person" and "staff person" 
in a child care center? 

18. What is the minimum age requirement for a staff person In a child 
care center? 

19. What is the minimum number of hours ofVaining required 
annually for each staff person? 

20. What are the responsibilities of a group supervisor? 

----- ­
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Regulations Search for Child Care Centers 


22. 	 If a: center enrolls 120 children, how many group supervisors, in 
addition to the director, are needed? 

23. 	 You receive a job apj:llicatiOn form a person who has a high school 
dip loman and has cared for neighborhood children In her home for 
8 years. What staff level position(s} is this person qualified to take? 

24. 	 If a center employs 20 people as child care staff, how many of these 
positions may be at the aide qualification level? 

25. 	 Can adult staff supervise outdoor play by standing Inside and 
watching children through windows? 

B-4 
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Getting. . ted in Child Care 	 Child Care Centers and Group r-lor. 

Regulations Search for Group Child Care Homes 

Find the answe;rs to the following questions by loakTng In the reiufation for group child care homes. 

, __,,.., 
i[/ . . !''.' ,.-Answer.· 	 .:::' :3::-, w:Here_ ~~:l~i.ft~i~~~~~!f-~':-!:~ '" 

1. 	 What is the age range for an Infant in child care? 

2. 	 According to group child care home regulations, a child In 

kindergarten would be grouped in what age category? 


3. 	 Do you think you'll need liability Insurance to operate a group child 
care home? 

4. 	 What is the highest temperature of hot water in bathrooms and 

sinks that children will use? 

5. 	 Can toilet training chairs be used w~h young children In a group -
child care home? 

6. 	 How many adult staff members will be needed to provide child care 

for a group of 12 preschool-age children? 


7. 	 Haw many adult staff will be needed to provide child care for a 
group with one infant, three toddlersJ five preschoolers~ and three 

school-age children (who come after school}? 


C"l 
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Regulations Search for Group-Child Care Homes 


8. 	 Can one staff person begin or end the day, when children are being 
dropped off or picked up? 

9. 	 If Yo tire running a group child care home and your own three-year­
old child will be. part of the group, how many other children will you 
be able to take Into your program? 

10. 	 You care for children in your own home ln a group child care home 
from 6:00a.m. until6:00 p.m. Your spouse comes home from work 
at 5:00 and like to sit down to read the newspaper and smoke a 
cigarette before starting chores around the house. Will he be able 
to continue this practlce7 	 "' 

11. 	 Would the kitchen In a group child care home be a good place to 
store cleaning supplies and othertoxfc materials~ since children 
would rarely go In that area1 

12. 	 Where should emergency telephone numbers be kept In ;1 group 
child care home 

C-2 
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Regulations Search for Group Child Care Homes 

l~'i:~!::;:,,)JI;: :Ji::i~~~!ii •· J cr. • .,,_ . , i< ,:,Ji,~ ' ,'_\ ··_· '.;. :.,, .••, •<' • • ., r• .:>'> .•,•. ••. :., .•.·.•.•.· :·~! ::;l;hl-;:·:::·;·.. ::~:u.~~re.~~·yo}J·~~~·~·,~~;i:f~~::i~:·,)·~:.. ·•. ···. ...- •• ,.· ·• !,.• 

13. What are the requirements for guns and other weapons If you open 
a group child care home in your own home 

14. Are portable space heaters allowed to be used in a group child care 
home while children are in care? 

15. Is natural grass a good outdoor surface for under large play 
equipment like swlngsets, sliding boards and climbing bars? 

16. You're planning to open a group child care home In your own 
home. You have a lovely swimming pool in your backyard. Will the 
children in child care be allowed to use your pool? What 
requirements will need to be followed? 

17. Will your family's dog or cat be allowed in the child care and 
-~--- ···--­

around the children in care? 
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Regulations Search for Group Child Care Homes 


child care home? 

19. 	 Does obtaining a high school d!pfoma or general educational 
deVelopment certificate (~ED) meet the educaticihal requirements 

to be a primary staff person In a group child care home? 

20. 	 What is the minimum age for a staff person fn a group child care 
home? 

21. 	 What Is the minimum number of hours of training required 
annually for each staff person In a group child care home? 

22. 	 Ms. Jones applies to be a staff person in a group child care home. 
She has a high school diploma and did a lot of babysitting w!Jen she 
was in high school. Is she qualified for the position? 

C-4 
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Regulations Search for Group Child Care Homes 


Can adult staff sUpervise outdoor play by stand in@ 

watching chlldren through windows? 


24. 	 Can staff in a child care setting use spanking as a way to discipline 
children? 

25. 	 In a group child care home, how many adult staff need first aid 
training? 

26. 	 What are the requirements for volunteer staff In a group child care 
home? 

27. 	 What records need to be kept on file for each staff person ln a 
group child care home? 

c-s 



DISCLOSURE STATEMENT 

APPLICATION FOR PROVISIONAL EMPLOYMENT IN A CHILD-CARE SERVICE 

Required by the Child Protective Services Law, 

23 Pa. C.S. Section 6344 (relating to information to prospective child-care personnel) 


I swear/affirm that I have mailed or filed the requests for clearance to Child line, the Pennsylvania-State Police, 
and the Federal Bureau of Investigation. 

I swear/affirm that I have not been named as a perpetrator of a founded report of child abuse or as an individual 
responsible for a founded report for a school employee as defined by the Child Protective Services Law. 

I swear/affirm that I have not been convicted of any of the following crimes or the attempt, solicitation or 

conspiracy to commit any of the following crimes under Title 18 of the Pennsylvania Consolidated Statutes or 

equivalent crimes in another state or under Federal law: 


Chapter 25 (relating to criminal homicide) 
Section 2702 (relating to aggravated assault) 
Section 2709.1 (relating to stalking) 
Section 2901 (relating to kidnapping) 
Section 2902 (relating to unlawful restraint) 
Section 3121 (relating to rape) 
Section 3122.1 (relating to statutory sexual assault) 
Section 3123 (relating to involuntary deviate sexual intercourse) 
Section 3124.1 (relating to sexual assault) 
Section 3125 (relating to aggravated indecent assault) 
Section 3126 (relating to indecent assault) 
Section 3127 (relating to indecent exposure) 
Section 4302 (relating to incest) 
Section 4303 (relating to concealing death of child) 
Section 4304 (relating to endangering welfare of children) 
Section 4305 (relating to dealing in infant children) 
Section 5902(b) Felony (relating to prostitution and related offenses) 
Section 5903(c)(d) (relating to obscene and other sexual material and performances) 
Section 6301 (relating to corruption of minors) 
Section 6312 (relating to sexual abuse of children) 

I have not been convicted of a felony offense under Act 64-1972 (relating to controlled substance, drug device 
and cosmetic act) committed within the past five (5) years. 

I understand that I must be dismissed if I am named as a perpetrator of a founded report of child abuse within 
the past five (5) years or have been convicted of any of the crimes listed above. 

I understand that my employment may be terminated if I have been named as the perpetrator of an indicated or 
founded report of child abuse or as an individual responsible for the injury or abuse iri a founded or indicated 
report for a school employee. 

I hereby swear/affirm that the information as set forth above is true and correct to the best of my knowledge and 
belief. I have read and understand the foregoing. I understand that the penalty for false swearing is a 
misdemeanor of the third degree pursuant to Section 4903(b) of the Criminal Code. 

Name: ________ Signature: ____________ Date: ______ 

Witness: ________ Signature: ------------ Date: ______ 



GUIDE- PROVISIONAL HIRING 


Administrators of licensed day·care facilities are permitted to hire applicants on a provisional basis for a single 
time period of up to 30 days for Pennsylvania residents and up to 90 days for out-of-state residents. As a 
condition of the provisional hire period, the applicant must submit the following provisional hire documents 
PRIOR to beginning work in the child care facility: 

1. 	 An employee disclosure statement signed by the applicant affirming that he/she is not disqualified 
from employment as specified in the Child Protective Services Law 23.1 (d) or (e) (11 P.S .. 
2223.1 (d), (e). 

2. 	 A copy of the completed and mailed request for Childline child abuse history clearance. 
3. 	 A copy of the completed and mailed request for Pennsylvania State Police criminal history 

clearance. 
4. 	 A copy of online verification that the individual submitted fingerprints to complete FBI criminal 

clearance. The verification can be obtained at www.pa.cogentid.com and click on "proof of 
transaction"- (receipts). You will need the applicant's name, date of birth and either the applicant's 
registration ID or social security number. The individual should select DPWwhen asked to select for 
the specifiC clearance desired. 

Other provisional hire conditions are that the provisional employee is not permitted to work alone with 
children and is required to work in the immediate vicinity of a permanent employee during the provisional hire 
period. "Immediate vicinity" means within eyesight of a permanent employee (an employee who has 
completed clearances on file). 

When the provisional employee is a resident of Pennsylvania, completed copies of the Childline child abuse 
r;~tory clearance, the Pennsylvania State Police criminal history clearance and the FBI federal criminal·history 

Jrance must be in the employee's file NO LATER THAN 30 DAYS AFTER HIS/HER FIRST DAY OF 
WORK IN THE FACILITY (date of hire) and must remain on file for the duration of his/her employment. 

When the provisional employee is an out of state resident, completed copies of the Childline child abuse 
history clearance, the Pennsylvania State Police criminal history clearance and the FBI federal criminal history 
clearance must be in the employee's file NO LATER THAN 90 DAYS AFTER HIS/HER FIRST DAY OF 
WORK IN THE FACILITY (date of hire) and must remain on file for the duration of his/her employment. 

An applicant who possesses a Childline child abuse history clearance, a Pennsylvania State Police criminal 
history clearance and an FBI clearance that are LESS than one year on the date of hire is not required to 
submit requests for new clearances. If the clearance is OVER ONE YEAR OLD, A NEW·CLEARANCE MUST 
BE OBTAINED. 

The administrator must see an original copy of each clearance. The administrator may photocopy the 
clearance for the file but must date and initial the photocopy clearance so verification is on file that an original 
has been seen. 

If the employee's FBI clearance indicates that individual has convictions but they do not prohibit hire under the 
CPSL, you MUST still ensure that the "rap sheet" is attached and available for review by DPW certification rep 
as the information must still be assessed for compliance with Chapters 3270/3280 and 20. 

If the employee has a PDE FBI clearance and there are convictions, he/she must send the ORIGINAL PDE 
FBI CLEARANCE and rap sheet to Sparkle Washington at Childline and Abuse Registry, PO BOX 8053, 
Harrisburg, PA 17105. The individual will then receive a letter indicating if the convictions prohibit employment 
in child care. Again, keep entire documentation from PDE, Childline and the rap sheet on file. 

1inistrators who do not retain all provisional hire documents will be cited for violation of the provisions of the 
Child Protective Services Law and may face sanctions from the Department for willful violations of the hiring 
provisions established by the Child Protective Services Law. (11 P.S. 2223.1 (g)(2). 

http:www.pa.cogentid.com


USEFUL WEB LINKS 


' 'li/ DPW information for Child Care Providers: 
' ...,;:l/www.dpw.state.pa.us/provider/earlylearning/index.hlm 

View information about the child care regulations: 
http:l/www.dpw.state.pa.us/publications/forproviders/earlylearning/childcareregulations/index.htm 

View the child care regulations: 
For child care centers at http:l/www.pacode.com/secure/data/055/chapler3270/chap3270toc.html 
For group child care at http:l/www.pacode.com/secure/data/055/chapter3280/cha·p3280toc.html 
For family child care at http://www.pacode.com/secure/data/055/chapter3290/chap3290toc.html 

Access and download the manuals for provider orientations: 
http:l/www.dpw.state.pa.us/provider/training/orientationtrainingforchildcareproviders/index.htm 

Access and download DPW child care forms: 
hllp:l/www.dpw.state.pa.us/publications/forproviders/childcareforms!index.htm 

Access the OCDEL PELICAN (Certification and Licensing System): 
https:l/www.pelican.state.pa.us/provider 

Access the PELICAN Public User Link: 
https://www. pelican. state. pa. us/PPCSPublicF acing 

Sign up for the OCDEL Child Care Provider Certification Listserv: 
http://listserv.dpw.state.pa.us/ocd-pa-child-care-certification.html 

_::'-'1rch for Early Learning Programs and Providers: 
~ .:l/www.humanservices.slate.pa.us/Compass.Web/ProviderSearch/pgm/PSWEL.aspx 

Obtain FBI clearances and receive information: 
http:l/www. pa. cogentid. com/index. htm 

Obtain information about criminal background checks and child abuse clearances: 
hltp:l/www. dpw. state. pa. us/findaform/childabusehistoryclearanceforms/S 001 087 

Access and download the Child Care Planning Tool Kit from the Pennsylvania Emergency Management Agency: 
http://www.portal.state.pa. us/portal/server. pt?open=512&obj I D=4625&&Paqel0=480221 &level=2&css=L2&mode=2 

Access Pennsylvania Keys to Quality: 
htlp:l/www.pakeys.org/pages/get.aspx?page=Keys 

Sign up for the BUILD Early Childhood E-News: 
htlp:l/paprom.convio.netlsite/PageServer?pagename=Build home page 

Access information from the Consumer Product Safety Commission (CPSC) about recalled products, including 

toys and equipment: 

htlp:f/www.cpsc.gov/ 


Get information about pool safety from CPSC: 

hllp:l/www.poolsafely.gov/ 


Gel information about home playground safety from CPSC: 

htlp:l/www.cpsc.gov/CPSCPUB/PUBS/324.pdf for home playgrounds 


. information about public playground safety from CPSC: 
htlp:l/www.cpsc.gov/CPSCPUB/PUBS/325.pdf 

Sign up to receive CPSC email notices of recalled toys and equipment: 
htlps:/lwww. cpsc. gov/cpsclist. aspx 

http:hllp:l/www.poolsafely.gov
http:htlp:f/www.cpsc.gov
http://www
http:l/www
http://listserv.dpw.state.pa.us/ocd-pa-child-care-certification.html
https://www
https:l/www.pelican.state.pa.us/provider
http:l/www.dpw.state.pa.us/provider/training/orientationtrainingforchildcareproviders/index.htm
http://www.pacode.com/secure/data/055/chapter3290/chap3290toc.html
http:l/www.pacode.com/secure/data/055/chapter3280/cha�p3280toc.html
http:l/www.pacode.com/secure/data/055/chapler3270/chap3270toc.html
http:l/www.dpw.state.pa.us/publications/forproviders/earlylearning/childcareregulations/index.htm

