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@ .

Chfld Care Reguiations 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 reguiatlons :

Regulatton for Child Care Centers (55 Pa. l’:ode, Chapter 3270)

A Chlld 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 at: : '

http:/ /wew.pacode.com/secure/data/055/chapter3270/chan3270tac.htmi

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 refated to the operator.

A group child care home must have a Certificate of Compliance {license) from DPW | in order to operate.
This regulation ¢an be found on the mternet at:

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

Reguiation for Family Child Care Homes (55 Pa. Cade, Chapter 3290}

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

http:// www.gécode.coMecure/daﬂOSS&hapteré299Lchap3i90toc'.Html

_Regufation for Licensure or Approval of Facilities and Agencies {55 Pa. Code, Chaptér 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 of Compliance may be denied, not renewed, or revoked and the DPW licensure or approval
decisions that may be appeated. This regufation applies only to child care centers and group “child care
homes. This regulatlon can be found on the internet at ‘ :

‘ httn:/lwww.pacode.com/secure/data/055.{chapter20/chap20toc.html
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'Negative Sanctions and Drug Related Offenses

The regulations relating to child care faciiities address several reasons that a certificate of compfiance 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 condltlons that may result in the toss of a certlftcate

of compllance

The Department of Public Welfare has zero tolerance relating to the sale, usage or delivery of illegal drugs at a child care
facility by any legal entity, operator or facility employee. Any such action will result in removal-of your certificate of
compliance. Additionally, ho individual who has been convicted of or who is awaiting trial on criminal charges-described
in the regulation may be present in the facillty {see Pa. Code §53270.32(c) and 3280.32{c), relating to suitability of
persons in.the facifity). . S

55 Pa. Code §20.71. Conditions for dema{ nonrenewal or revogcation.
. {a} The Department may deny, refuse to renew or revoke a certificate of compliance for any of the followmg
{1) Failure to comply with this chapter (55 Pa. Code Chapter 20).
{2} Noncompliance with the Department’s program hcensure or approvat regulations {55 Pa. Code Chapter 3270 or
3280, as applicable},
{3) Failure to submit an acceptable plan to correct noncompliance itemns,
"{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 atdmg or
abetting the improper granting of a certificate of comphance

{b} ‘The Department will review and may deny, refuse to renew or revoke a.certificate of compliance if a legal entlty,

owner, operator or staff person:

{1} Has been convicted of a felony.. ‘

{2} Has been convicted of a crime involving child abuse, child neglect, moral turpitude or physical violence.

{3) Has serious mental lliness 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 alcohoi addiction within the past year, which shall be determined and decumented by a
licensed physician. : ‘

{5} Has been named as a perpetrator in an indicated or founded report of chltd abuse in accordance with the Chlld

Protectwe Services Law (11 P.S.§8§2201—2224),

55 Pa, Code §3270 32, Suitability of persons in the facility'

{a) The eperator shall comply wtth the Child Protective Ser\.rlces Law {CPSL) and with 55 Pa. Code Chapter 3490 {relating

to protective services),

(b} Questions refating to the requirements of the CPSL shall be directed to the appropriate regional child day care office.
{¢) 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 mvolvmg a crime of child abuse, child neglect, physical violence or moral

corruptness,

55 Pa. Code §3280.32. Suitability of persons in the facmty

(a) The operator shall comply with the Child Protective Services Law (CPSL} and with SS Pa. Code Chapter 3490 {relating

to protective services).

‘(b) Questions relating to the requirements of the CPSL shall be directed to the approprlate reglonal 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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Steps to Take Before You Open a |
Child Care Center or Group Child Care Home

Have you chosen a location? Check with local zoning regulations to make sure child care is an Local realtors Date completed:
allowed use. You may have to choose another site or try to get a Community leaders :
Zoning variance, : i ‘ o
Notes:
Is this site a safe place for Check proposed site for hazards to children, families, and staff. Date completed:
children and families?
Notes:

Is there enough space at this site | Compare the proposed site with regulations.

to meetrequirements for child Is there enough indoor play space?
care and active play space?

Departmentof PublicWelfare | Date completed:
regulations for Child Day Care

P | Centers or Group Child Care
s there active play space indoors or outdoors? Homes

Notes: See regulations for
measurement and use of
indoor child care space and
méésu.rement and use of play

spéi:e." S o .
Does this site need renovations | Look at the regulations for lighting, water heat ventllat:on sta:rways,' Dep_artmén'trof Public Welfare | Date completed:
to meet regulation paint; surface requirements; ete. 7 . i regulations for your facility -
requirements? Note renovations that need to be made. o Child Day Caré Centers or

Group Child Care Homés
Notes: '

*ltems marked with an asterisk {“') are required parts of the application package for chiid 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

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

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

Will your business be partof a
corporation?

Request a site visit from a local building inspector before you buy or
rent a building 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 mumcnpaE office to determine if that office conducts

inspections or if you will need to call the Pennsylvania Department ofi

Labor and Industry for the inspection.

Notes:

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

If your business will be part.of a corporation, contact corporate office

or file far Articles of Incorporation with the Pennsylvansa Department '

of State Corporation Bureau

Child Care Centers and Group Homes

See Certificate of Occupancy
Séction, in this handout
manuai for more information
ahout determmlng if a local

municipality conducts fire

safety inspections and what to

ask for

Lotcal business attorney
Lotal accountant:
Department of State
Corporation Bureau
www.dos.state pa.us
Pennsylvania Open for
Business

www.paopen4business-state.p:'

3.us '
Local business attorney
www.dos.state.pa.us

“A Beginner’s Guide to Starting
a Small Business in
Pennsylvania” — on the Web at
wWww.paopend 7
business.state.pa.us

“A Guide to Business
Registration in PA” —on the
Web at www.dos.state.pa.us

Date completed:

Date: _
Corporate office .
contacted

Date:
File paperwark for

Articles of Incorporatlon

O 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 orgamzed and operated.
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Getting Started in Child Care , Child Care Centers and Group Homes

i

Will your business be part of If your business will be part of a Limited Partnership, you'll need to Local business attorney “A Date:
Limited Partnership (LP)? file for a Certificate of Limited Partnership with the Pennsylvania Guide to Business Registration | File paperwork for
Department of State Corporation Bureau. in PA” ~ on'the Web at " | Certificate of Limited
www,dos,.state.pa.us Partnership

[ Doesn’t apply’

Wili your business be part of If your business will be part of a Limited Liability Partnership, you'll Local Business atterney “A . | Date: .
Limited Liability Partnership need to file for a Statement of Registration for a Domestic Limited Guide to Business Registration Eile-papenvork for
{LLP)? ' Liability Partnership with the Pennsylvania Department of State in PA” —on the Web at Statement of

Corporation Bureau. _ www.dos, state.pa.us’ ' Registration for a
' . Domestic Limited
Liability Partnership

[ Doesn't apply

Will your business be part of - If your business wil! be part of & Limited Liability Company, you'll Local business attorney “A ‘ Date: _
Limited Liability Company (LLC)? | need to file a Certificate of Organization for a Domestic Limited - | Guide to Busingss Registration | File paperwork for
' ' Liability Company with the Pennsylvania Department of State in PA”—on the Web at | Certificate of

Corporation Bureau. www.dos.state.pa.us - Organization for a
: Domestic Limited
Liability Company

[l Doesn’t apply

*Items marked with an'asterisk (*) are required parts of the application package for child ca(é centers and group homes.
Other items may be necessary, depending on how the child care facility will be organized and operated.

12
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Getting Started in'Child Care

profit or non-profit business?

Will your business have a
fictitious name?

Will your child care be run as a

Non-profit operations need certificate of tax-exempt status (REV-
1220} to include with application.

If your business will use a fictitious name, file Application for
" Registration of Fictitious Name with PA Department of State
Corporation Bureau.

Child.Care Centers and Group Homes

PA Department of Revenue
www.revenue,state.pa.us
See Profit/N on-Profit section
in the handout manual for a
comparison. A copy of REV-
1220 and instructions to
completé the form 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

"appli¢ation and instructions to

complete it.

‘Date: -

. Fictitious name approva]

Date:

Form completed and
sent for tax-exempt
status

Certificate of Tax
Exempt Status received

[0 Doesn’t apply

Date:
Form filed to register
fictitious name

Date:

received

[T Doesn't apply

*|terns marled with an asterisk (*) are required parts of the application package for child care centers and group homes.
Other iterns may be necessary, depending on how the child care facility will be organized and operated.
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Getting Started in Child Care

Do you need a Federal Emp[oyer I

Identification Number
{Federal EIN}?

*Do you have a current (less
than one year old) clearance
indicating you do not havea
-history of child abuse?

Child Care Centers and Group Homes

Identification Number.

Complete the Pennsylvania Child Abuse History Clearance Form.
Submit completed form, with processing fee, to: '
Department of Public Welfare-

ChildLine and Abuse Registry

P.0. Box 8170

Harrisburg, PA 17105-8170

If you need anEINcomp[ete and flle SS-4 Apphcatlon for Employer -

]nternai Revenue Service
WWW.IrS.g0V

“Do you need an EIN?” — and
EIN application form (S5-4) in
the Tax information section of
this handout manual.
Instructions for completing
form are included. Apply by
maii, online, fax, or phone. For
more information: “A
Beginner's Guide to Starting a
Smail Business in *
Pennsylvahia” < on the Web at
www.revenue.state,pa:us

Department of Public Welfare
ChildLine and Abuse Registry.
See Background Checks
sectfon.in this handout manual
for form, Instructions for
completing the form are
included.

Download the form from the .
web at: . x
hitp: /v, dpw.state pa: us/u
cmprd/groups/wabcontent/do
cumenfs/form/s 001762.pdf

Date:
EIN form (S5-4) filed
with IRS

Date:
EIN number received

O Doesn't apply

Date:

Child Abuse History
Form completed and
sent

_Date:
*Response form
received

*Items marked with an asterisk {*) are required piarts 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.

14
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Getting Started in Child Care

: “ . — Chiid Care Centers_and Group Homes

*Do you have a current {less Complete Requesf for Criminal Record Check form. Pennsylvania State Police Date:

than one year old) " | Submit completed form, with processing fee, to: See Background Checks Request for Criminal

Pennsylvania criminal record Pennsylvania State Police section in this handout manual | Record

clearance? Central Repository — 164 for form or complete and - Check form completed '
' 1800 Elmerton Avenue submit form online at:. . ° and sent

Harrisburg, PA 17110-9758 Zhttp:/[wwW'.dpw.staté.ﬁé‘.ﬁs/u ‘

cmgrd[grougs[webcontent[do Date:
cuments/form/s 001769.pdf *Response form

received
*Do you have a current (less Contact Cogent at See Backgrdund Checks § Date:
than one year old) FBI Criminal | https://www_pa.cogentid.com/index_dpw.hitm section in this handout manual | Registered for .
History Clearance? for instructions to get an FEI fingerprinting
. or call 888-439-2486. Criminal History Clearance.
‘ ' o Date: _
Completed
: fingerprinting
Date:

*Response received
from ChildLine

*ltems 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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Getting Started in Child Care

Child Care Centers and Group Homes

Do you live outside of
Pennsylvania?

to your Bureau of Equal
Opportunity Regionai Office?

*Have you completed and filed
the forms and policy statements

| 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 ChildLine for review at the following address:

Department of Public Welfare
ChildLine and Abuse Registry
P.0. Box 8170

‘Harrisburg, PA 17105-8170

Complete Civil Rights Compliance Questionnaire Attachment 1,
Nondiscrimination Policy Statement of Equal Employment
Qpportunity, and Nondiscrimination in Services Policy Statement.
Submit to PA Pepartment of Public Welfare, Bureau of Equal
Opportunity regional office. :

See Background Checks
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 (BEO). See
Bureau of Equal Opportunity
section in this handout manual
for Contact inférmation for
BEO Regional Offices, Civil
Rights Compliance .
Questionnaire and forms.

Date:
Made arrangements for
fingerprinting

.Date:

Completed
fingerprinting

| Date:

*Response received
from ChildLine

Date:

Civil Rights
questionnaire and other
Bureau &f Economic
Opportunity forms and
policy statements
completed and sent.

Date:
*Letter of verification
received

*tems marked with an asterisk‘(*) are required parts of the application package for child care centers and group homes.
Otheritems may be necessary, depending on how the child care facility wili be organizéd and éperated.
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Getting Started in Child Care

Child Care Centers and Graup Homes

*Do you have a Certificate of
Occupancy for the building
where your child care cénter 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, or application from the IRS, with the
Employer ldentification Number (EIN) pre-printed on it.

Local municipality where the

building is [ocated or the
Pehnsylvania Department of
Labor and Industry. See
Certificate of Occupancy
section in this handout manual
for more information on who
to call and what to ask for
when schedUITng an

inspection,

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

*|tems 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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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.

[J  *Completed Application for Certificate of Compliance

O

*A copy of the Certificate of Occupancy from your local municipality or Labor and Industry

[J  *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

[J  *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

[J *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

[J * 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

[J  *A copy of the verification from the Bureau of Equal Opportunity stating that you have completed and filed the Civil Rights
Compliance Questionnaire

[J  *A copy of a signed certificate documenting that a representative of your legal entity attended orientation training “Getting

Started in Child Care”

[J  * 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

O oo™

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

O

A copy of the fictitious name approval form if you plan to use a fictitious name for your child care

0 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

[J  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

CERTIFICATE OF COMPLIANCE FOR A CERTIFIED CHILD CARE CENTER OR

A GROUP CHILD CARE HOME
APPLICATION PURPOQOSE:
Open New Facility: A new agency/facility

Renew Existing Facility: An agency/facility applying to renew their existing Certificate of Compliance. The name and address of the
Agency/Facmty and the name of the legal entity should be the same as it is on the existing Certification of Compliance,

Change of Faeility/I.egal Entity Information: An agency that has had an update of previously submitted information such as an
agenoy/facility name change, agenoy/facility address change or a change in the legal entity name.

IDENTIFICATION:

-1

2.

8!

5
10,
11.

LOCATION NAME, PHYSICAL ADDRESS, MAILING ADDRESS, EMATL ADDRESS,

TELEPHONE NUMBER, CELL PHONE NUMBER:

Indicate name,. physmal address, mailing address, email address, telephone and cell phone oumber of the phyaical tocation where
the child care services are provided. If the apphcatwn is for a renewal of an existing certificate, the name and zddress of the
location should be the same as on the prewous application. A post affice hox may not he entered in the physical address

,mIormatmn.

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

TELEPHONE NUMBER, CELL PHONE NUMBER:

Indicate natme, physicat eddress, mailing address, email address, telephone and cell phone mmber of the legal elltl[y
A post office box may not be entered in the physxcal address information, .

. RESPONSIBLE PERSON:
_Tndicate the fall name and title of the person who is responsibls for the daily operation of the facﬂit}'

. COUNTY AND MUNICIPALITY/TOWNSHIF/BOROUGH:

Indicate the name of the county and mumcmahty/townshlp/bnruugh in which the facility focation where child care services are
provided is Jocated.

. TYPE OF FACILII‘Y

Indicate the type of child cave facility you wish to operate: Child Care Center or Gmup Child Care Home.

. TAX IDENTIFIER:

Indicate the FEIN of the person, parinership, association, orgamzahun, corporauon or governmental body r&sponsx‘ble for the
operation of the facility.

. TYPE OF OPERATION:

Profif: Operating with the expectation of providing a financial benefit to someone or something other than the facility itself. The
focus upon the ultlmate aim of the enterprise, not the financial results of any particular pedod of operation. The focus is also upon
the particular premises invoived and not the fepal entity which operates the facility, A non profit legal entity may be considered as
operating a facility for profit if the particular premises mvolved provides a financial benefit to the parent legal entity. Any legal
entity nat possessing a certificate of tax exempt status from the Intemai Revenue Service will be considsred operating for profit
untless it provides satisfactory proof otherwise,

Non-Profit: Operating other than for profit. Copy of tax exempt certificate should be submztted with the initial apphcatlon

TYPE OF OWNERSHIP
Identify the type of ownership. -

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

Please answer YES or NO and explain any YES respouse o 4 separéte sheet of paper.

Please answer YES or NO and explain any YES response on a separate shegt of paper. .

ATI'A CHMENTS:
Attach corrent Certificate of Ocoupancy, Articles of Iucorporahon, State Fictiious Name Approval, Tax Documentation, Bureau of
Equal Opportunity Compliance Letter

DECLARATION:
The Declaration tmust be signed by the legal entity, If ihe legal entity is a parinership, association, or organization, the person
authorized to sign such documents must sign. Where the legal entlty is a carporation, the signature must be of a corporate officer. Type
or print the name snd tifle of the person signing,
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Office of Child Development and Eariy Learning

Commorrwealth of Peansylvaria APPLICATION FOR CERTIFICATE OF COMPLIANCE
Department of Public Welfsre -TO OPERATE A CHILD CARE CENTER OR™
' A GROUP CHILD CARE HOME

2A. LEGAL ENTITY NAME and PHYSICAL ADDRESS

NUMBER ord STREET

ZIPCODE CITY ford State} . ZIF CODE

C.EE.LPHOM’:‘NME_R LANDLINE TELEPHONE WUMBER 7 CELLFITONE MURBER
12. LOCATION MAILING ADDRESS D Sams as above 2B. LEGAL ENTITY MAILING ADDRESS DSame as above

MAME |

£0. BOX or NUMBER, xxd SIREET "~

CITY fond Sate]

K-eil Addreas fif avilable)
't 4 COUNYY and MUNICTPALITYNCITY/TOWNSHIP/BOROUGH)

5, TYPE OF FACILITY

D Child Care Center D Group Child Care Home

FEIN 7. TYPR OF GPERATION

Tx ype, tax rurmbr arsd RS doctimentation must he piovidec n orter o paticipsis in the subsidized ehild care program or [ eroerr [ rorerarr
resourco and neferral, or both .

INDIVIDUAL [ ceNERAL PARTIERSHIP | LIMITED PARTNERSHE || LIMITED LIABILITY PARTNERSEIP
| ASSOCIATION - [ coreoramion [ scaoor pisTrICT [ covrren TiABILITY COMPANY
O oy coveravamr [ counrv coveramr L] STATE GOVERNMENT [ oter covermMENT
D OTHER :

9, CONVICTION or NAMED A PERPETRATOR. (1 TES 10 anp of the the tiems 9 throwgh 11 incicstve, explali: on @ separate sheet of paper) D YES
Has the Facility/Location above in 1A, or the Legal Entity above in 2A, ot the Respaonsible Persan/OperatorfOwnér
above in 3, or the person sipgning this application ever beeh denied 2 Certificate or Heense, had a Certificate of Compliance ar
license revaked, or had e Certificate of Commpliance ot license non—renewed in Pennsylvania or in any other state?
0. HAS THE LEGAL ENTITY, O‘WNZER, OR OPERATOR
ever been convicted of a felo-ny' convicted of & orime nvolving child abuse, ch.ild neglect, moral mrpitude, or
physical violence; pamed a parpmtor in an indicated or founded report of child abuse in accordance with the
Child Protective Service Law (23 Pa.C.8. C’h.63)7

11, 1S THE LEGAL ENTITY, OWNER, OR OPERATOR CURRENTLY CHARGED
WITH AFELONY OR MISDEMEANCR?
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Certificate of QOeccupancy (imted from Department afHaaIth, Deparﬁrrem of Labor and Indusiry or nnm:cxpafrb'.} ]

Articles of Incorperation (i the fucility or agency is aperated by a corporation.) )

State Fictitious Name Approval (If the facility or agency is aperaied for profit and a ficticious nome is used,) —

Registration of a Limited Lisbility Corporation (LLCY), Limited Liability Partnership (LLP) or Limited Partnership (LP)
Certificate of Authorify or Registration to do.business in Pennsylvania (if the business was formed ouside of. Penmylvwi:‘a.)
Rurean.of Equal Opportunity Compilance Letter '

Certificate of Tax Exempt Status (if your business is non- prq‘ﬁ‘)

Tax Dncumeniatmn (as in item 6)

DE CLARATION " CAr e Inforiasion o stitemsint Kiowingty ghen ik sipllcafion i pinisicabie Vider Seison 4904 of e Peniilvania Crivies Code),

[ understand that the Certificate of Compliance will be issued to me on the condition that I will operate the above-named facility of agency in accor-
dance with the Jaws of the Commonwealth of Pennsylvania acd with fhe rules and regulations of the Department of Public Welfare; Tifle VI and Title
VII of the Civil Rights Act of 1964, the Age Discrimination Act of 1975; the RehabﬂltaﬂonAct of 1973 and the Pennsyh’anm Hum.n.u Relatmns Act
of 1955, and the American With Disabititles Act of 1990.

Spem.ﬁcal]y, the above named facility will not pemmit disorimination on the basls of colur, race, rehglous creed, dlsabihty anceslry n&hcmal origin,
age or sex in eny aspect of service delivery and employment. . )

= ] he:eby declare that the information given in this application is true to the best of my knowledge.

privt or fype — MAME/TITLE .
{Fhare ke Lagol Enritp ir a corparaion, ke iedividuol mmb:acarpwmqﬂzcer)

STGNATURE OF 1115 LEQAL ENTI UREFRESENTATIFE

DATE [mmidhysg
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Getting Started in Child Care . . Chiid Care Centers and Group Homes
. q . ]

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 Certiffcate of Compliance or registration to operate a child day care facllity, the applicant for a
Certificate of Compliance must submit to the Department of Public Welfare a Certificate of Occupancy showing that
the buiiding is in comphance 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 Occﬁpancy ére attached.
INSTRUCTIONS: Refer to and foltow the instructions below to obtain the required Certificate of Occupancy.

» To obtain a Certificate af Occupancy, the owner of the buﬂdiﬁg that will house the facility must contact the
munfcipalit)} in which the building is locoted. Municipality means city, town, borough or township.

» ~ The bunldtng owner must know the type of child carefacr!rty 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. 1want to establish a {type of facility ~ child care center, sroup child care home} at {building address}.
2. 1need a Certificate of Occupancy confirming the building meets the requirements of the UCC.
3. How do{ compiy with the requirements of the UCC and obtain a Certificate of Occupancy?

IF THE MUNICIPALITY DOES NOT ENFORCE THE UCC:

if the municipal authority representative says the municipa[iw does not enforce the UCC, the building owner must
obtain a Certificate of Occupancy from the Department of Labor and industry (L&1).

You can obtain information regarding the L&I 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. Onthe menu on the left side of the page, click on “L&1 Enforcement”.

3. Click-on the link for Plan Review and Inspection Réquirements. :

4, Scroll down the page and click on the link for H. Application Requirements: Buﬁdmg, Structure and Facility Permits

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

The contact information for L&! is as follows:

Department of Labor & Industry

BOIS Building Plan Review Division

651 Boas Street, Room 1600
Harrisburg, PA 17121-0750 - .
Telephione 717.787.3806 options 1, 8
Fax 717,783.5002

F Rk E R R R F Rk AR A Rk kR R E R Rk A AR Rk Rk KKk kR R R Kk ok kK EF

NOTE: Facilities located in the City of Phi!a{deiphia 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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Q). .

How to Get a Certificate of Occupancy for a
Group Child Care Home {lacated In a private home)

in order to receive a Certificate of CompiianEe to oper'ate a child da"y care taciiity,' the appiicant for a Certificate of .
Compliance must submit to the Department of Public Welfare a Certificate of Occupancy showing that the buiiding is in
compliance with the Uniform Construction Code {UCC) and is acceptabie for use as a child day care facility.

The:- reqmrements regardmg the information that must appear on a Certificate of Occupancy are attached.
INSTRUCTIONS: Refer to and fallow the mstructlons below to obtain the required Cemf;cute of Occupancy

*  To obtain a Certificate of Occupancy, the owner of the private residence that will house the group day care home
must contact the municipality in which the private resrdence is located, Mumctpahty means city, town, borough

or township.

¢ The building owner should say the—following when contacting the r:nunicipal'aUthority:
1. fwantto establish a group day care home in o private residence.
2. Ineed a Certificate of Occupancy conﬁrmmg the building meets the R-3 Requtrements for a group day care

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

* " The requirements for an R-3 Certificate of Occupuncy far a group day care home located in o private residence are
attached.

{F_ THE MUNICIPALITY DOES NOT ENFORCE THE UCC:

if the mumc:pal authority representatwe says the mumcnpallty does.not enforce the UCC, the building owner must
obtain a Certrﬁcate of Occupancy from the Department of Labor and Industry {L&f).

You ¢an obtain information regardmg the L&i 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. Onthe menuon 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 ¢lick on the link for H. Application Reguirements: Building, Structure and Facility Permits
to access instructions regarding how to apply for a Certificate of Occupancy from L&1 and links to the requ:red L&I

forms.

The contact information for L&} is as folows:

‘Department of Labor & Industry

BOIS Building Plan Review Division

651 Boas Street, Room 1600

Harrisburg, PA 17121-0750

Telephone 717.787.3806 opticns 1, 8

Fax 717.783.5002
************************,*#******t******t*.***t***

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 Certificate of Occupancy fora
Group Child Care Home {iocated in a private home)

s A home where thild ddy care services are brovided for {ess 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 of the home as a residence,

" Aday care facility that'is ari R-3 occupancy which prowdes day care services to 7 to 12 chn’dren as'a group day
care home shall comply with all of the following:

1. Have an interconnected smoke detector system,
2. Have afire extinguisher rated for Class B fires in the kitchen and other cooking areas.

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

***%*****************#*#******\******************

NOTE: Fac1i1t1es located in the City of Phiiadelphla have a different procedure Please
see the information relatmg to opening a child care facﬂlty in Philadelphia included in

this manual.

26



Getiing Started in Child Care Child Care Centers and Group Homes
: . : . . &S . .

. Certificate of 'Occupancy Requirements

A According the Pennéyivanie Departmen.t of Labor end industry’s'tegulation for administration of the Uniform
Construction-Code {UCC), a certificate of occupancy must include the following information:

1: ‘ The permit numberend addr_ess of the building, structure or facility.
2, The .per.rrltit hplder’S'name and. address. |

3. A description of the portiqn of the building, structure or facility covered by the occupancy permit.
4, The na.me of the building Code offtcial who issued the occepancy permit. . |

5. The appiicable éonstrut:tion code edlitilon- appiitabie to the oecupa'ncy per‘mit.

6. The use and occupancy classification under Chapter 3 {Use and Occupancy Classification} of the “International
Buiiding Code,” when designated. ‘

7. The type of constructlon deﬁned in Chapter 6 {Types of Construction) of the “International Bundmg Code,”
"~ when des;gnated :

8. If applicable, speciaf stipufations and conditions relating to the permlt and board of appeals’ dec1saons and
variances for accesmbzlrty requirements granted by the Secretary.

9. The date of the'final Inspection.

PLEASE NOTE:

A cer(:i_ﬁcate of occupancy should include the above information; however, some muniéipalities may not produce
- certificates that include all of the information required by regulation.

Prior to submittiné your certificate of occupancy to the Department of Public Welfare as proof that the building
complies wsth the UCC, review your certificate of occupancy to. be sure it includes the following minimum

informationm:” -

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 cert:fcate of occupancy you prov:de to the Department of Pubiic Welfare along with your application for a
certificate of compliance to operate a child day care center or group day care home does not include the
minimum information described above, the Department will not accept the certificate as proof of compliance

with the uec.

************t*************#********#************

NOTE: Facilities Jocated in the City of Philadelphia have a different pracedure. Please see the mformatlon
refating to opening a child care facility in Phitadelphia included in this manual.
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Getting Started in ChildCare ‘ " Child Cate Centers and Group Homes -
: q,

CITY OF PHILADELPHIA
Requlrements 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 permit to dperate: a commercial day care
i.e., a child care center or group child care home not located in a residence, in the City of
Philadelphia are different than the procedures in other municipalities.” Each step of the following
instructions must be compieted in order to obtain the required occupancy permit to submit along:
with your apphcatlon for a certificate of compliance. For further information, call the 311 Call
Center or 215-686-1776 (if calling outside Philadeiphia), or see the website at www.phita.gov/li

1. Obtaina Business Privilege License from the License. [ssuance Unit of Licenses & Inspections,
located on the concolirse fevel 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. Obtaina 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, ph:i_gojh 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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GettmgStarted in Child Care

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 mspection in your area, The inspector will
contact you within 5-7 business days to schedule your appointment or 215-686-1776. The fire
inspector- will forward-to you a “verification of compliance” once the fire mspect]on has

“passed.

7. Submrt the following, upon receipt; to the License 1ssuance Unlt Concourse Levei Municipal

Services Building, 1401, JFK Boulevard:
a.. License E]Igiblllt\/ Report
b. Verification of Compliance

This cornpléfos the‘in'itia‘l Hce'nsing requirernent for the Ci'fy of Phiradelphié. |

REMEMBER:
. Your food preparation and ser\}ing license must be renéwed every year.

» Call your District Office to schedule you'r 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 wz!i mclude, but may not be limited to the foliowmg_:

¢ A Eérﬁﬁcater of O.cchpah'cy Q_r a degértmentai ietfér thata Certffice;te of dccupa;n.c:y isl NOT required.'
o Fire Alérnﬂ Systemn bésed up'on the building’s occupahcy cirassiﬁicatio.n. |

 Sprinkler/Fire S.ubpression Sys'tém {if required 'by the bu‘ilclling"s occupanc?).

e Emergency Lightin"g | | R |

o li}umi'natgd Exit Signs

e System Certifications {originals posted on site) i.e, fire, suppression, generatol_’, etc.

e  Puli Static-m Stgnage

¢ Fire Extmgwshers visibly mounted and tagged on each level or within every 75 feet of space (mmfmum _
5 Ibs.) '

e Fire Evacuation Plan : :
Note: for I-4 occupancies {more than 5 children under the age of 2 %) plans must be reviewed and
approved by the Fire Prevention Unit of the Philadelphia Fire Depan‘ment (215)686-1382 prior to

obtaining your mspect:on :

‘s Shelter In Place Plan

o No double cylinder key locks or locked rear yard gates. Panic door hardware on occupant loads of 100
or more, ) : .

¢ No biocked exits.
* Two means of egress on each floor occupied. (Exceptions may apply}

To schedule an appointment for a fire inspéction, contact
Licenses & Inspections by calling the 311 call center.

30




Getting Startedin Child Care - : Child Care Centers and Group Homes
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CITY OF PHILADELPHIA
Requirements for Operating a
GROUP CHILD CARE HOME LOCATED IN A RESIDENCE

The procedures for obtamlng the requ:red perm|ts to operate a GROUP CHILD CARE HOME

" LOCATED IN A RESIDENCE in 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 further mformatron call the 311 Call Center or 215- 686 1776 (sf calling outside Philadelphia),

or see the website at www. phila.gov/ii.

8. Obtain a_Buei'nes's Privilegé License from the License Issuance-Unit of Licenses & Inspections,
located on the'concourse lével 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 '

#%% You will aisp be required to apply and pay for an anrlual Family Child
Care license (SSO 00}. Your Family Child Care license will be issued once
your mspectrons have been completed and approved

9. Obtain a Business Tax Numbeér from the Revenue Department at Municipal Serwces Bu:ldmg
or at www.phila.gov/revenue :

10. Obtain a Zoning Permit from the Zowning 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, Mumcrpa! Services
Building —~ Concourse Level before receiving your fire rnspectron

12, Contact the Department of Public Health:
a. Food Safety Certification class at {215) 685- 7498 Make ceftain that you specify the
" residential group class (maximum 12 ch;ld,ren) :
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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13, Fire Inspection: Once your health inspection has been completed, you are now ready for your
fire inspection. For additional information regarding your fire inspection, see the next page.

14, Contact your flre mspector at your area District Offlce You may caH the 311 call center for
the telephone number of your Dlstrict Office. -

15, Fire safety approval: Once you have passed your fire mspectxon, the fire inspector will i issue
~your fire safety approval and issue your hcense within thre& busmess days..

This completes the initial licensing requirement-fora .
GROUP CHILD CARE HOME LOCATED IN A RESIDENCE in the City of Phlladelphla

| REMEMBER;'

» Your City of Philadelphia group child care/food prep/serve license {3126) must be renewed
‘every year. The license explres the last day of February each year.

+ Once your payment of SSO.QO has been receiv'ed your ANNUAL fire inspection will be
automatically submitted to the inspector in your area.
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Getting Started in'Child Care _ - Child Care Centers and Group Homes

CITY OF PHILADELPHIA
Licenses & Inspections Fire Safety Requnrements fora
GROUP CHILD CARE HOME LOCATED INA RES!DENCE

The following fire safety requirements apply to a GROUP CHILD CARE HOME LOCATED INA
RESIDENCE in the City of Philadelphia. : - .

Your fire inspection willii'nciude, but may not be fimjted to the following:
Smoke Alarms --hard—wired inter connected smoke alarms on each ﬂoor of your home,

* Carbon Monoxade AIarms - Installed wathm 15 feet of the entrance of avery bedroom and.

znstaf!ed in the sieepmg area(s) of the day care

Fire Extinguishers - At !east one portable fire extinguishér with a minimum rating of 2-A:10BC

(5 Ib. 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 focks on egress doors or jocked rear yard gates.

Portable Heating_DeviEes - Portable heating devices that produce an open flame shail not be
used in buildings during the operating hours of a Residential Chiid Care facility. )

Qv AW

Before requestmg your fire inspection the following steps MUST be completed
_— :

Zoning Use Permit

Business Pr:vriege License

Tax Account Number

Obtain Food Safety Certification
Obtain Health Department Inspection
Obtain a Certificate of Occupancy

To schedule an appointméiit for a fire inspection, contact
Licenses & Inspections by calling the 311 call center.
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PENNSYLVANIA CHILD ABUSE HISTORY CLEARANCE

COMPLETE SECTION { ONLY. PRINT CLEARLY 1N INK. ENCLOSE $10.00 MONEY ORDER
OMLY. PAYABLE TO DEPARTMENT. OF PUBLIC WELFARE. DO NCT SEND CASH OR

PERSONAL CHECK.
SEND TO CHILDLINE AND ABUSE REGISTRY, DEPARTMENT QF PUBLIC WELFARE,
P.O. BOX 8170 HARRISBURG, PA 17105-8170 .

APPLICATIONS THAT ARE INCOMPLETE (LLEGIBLE OR RECEIVED WITHOUT FEE WILL
BE RETURNED UNPROCESSED. IF YCOU HAVE QUESTIONS CALL 717-783-6211

CHILDLINE USE ONLY
DATC RECOVED BY CHILDUNE

. APPLICANT IDENTIFICATION

NAME
BTREEY

Ty, STATE
P COnE

IN THIS SPACE PRINT APPLICANTS FULL NAME P{\‘DADDRESS(DO HOT USE MNITIALS)

SOCIAL SECURITY HUMBER

AGE

DATE OF BIRTH

DAYTIME PHOMNE HO.

COUNTY ¥OU BVEIN

SE)D(MDF‘

PREVIOUS NAMES USED SINCE 1975 (Include Maiden Name, Nicknames, Aliases)

RST, MIDOLE LASTY

GIRST, MIDOLE, LAST)

PURPOSE OF CLEARANGE {Check ONE block ONLY}

[ ] crio care

VOLUNTEERS-A copy of your PROCESSED "Request

CWEPR ((‘:bﬁ;}ﬁunlty Work Experience Program

cig

D FOSTER GARE for Criminal Record” (Fprm SP4-164) must be Participant)
altached., Out-of-state residents must also attach a
ADOPTION copy of thelr FROCESSED FBI ¢learanca (Form
E:f SCHOOL FID-258). SGRATURE OF CAO REP CAD FHOKE NO
PREVIOUS ADDRESSES SINCE 1275 [Atftach additional pages if necessary)
1
2,
3
4. .
HOUSEHOLD MERMBERS {List everyone who lived with you at anytime since 1875 to the present).
NAME (First, Middle, Last) Do not use |nitials, RELATIONSHIP PREGE | sex
i
2
3
4.
$.
6.

t. Administrators are reguired to Keep a copy of this
child abuse history record on flle. Any person aitefing the
contents of this document may be subject to civil, criminal or
administrative action.

| certify that the above information is accurate and compiete to the best of my knowledge and belief and submitted as
true and correct under penalty of law {Section 4904 of the Pennsylvania Crimes Code).

Qppllcants are required to show the Administrator the original
O 1

APPUCANTS SHINATURE - DATE

DO NOTWRITE IN THES SECTION -~ CHILDLINE USE CNLY

RESULTS OF HISTORY CHECK

DAPPLICANT IS NOT LISTED IN A REPORT OF CHILD ABUSE
OR A REPORT FOR SCHCOL EMPLOYEE.

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

STATUS OF REPORT DATE OF INCIDENT STATUS OF REPORT DATE OF INGIDENT
1. ‘ 11, .
2 4.
VERIFER DATE VERIFIER § SUPERVISOR oATE
(e CY 113 1488
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DO NOT WRITE IN THIS SECTION - GHILDLINE USE ONLY

VOLUNTARY CERTIFICATION FOR CHILD CARE SERVICES

7 has requested a certification which includes a clearance of
his/her name against the child abuse, school employee, and criminal history reports.

The results of the child abuse and school employee report clearances are listed in Section If on the
reverse side. The resuits of the criminal history reports are listed below. Out-of-state residents
must have criminai history clearance from both the Pennsylvanta State Police and the FBI. The
voluntary certification may be obtained every two years. _

It is the responsibility of parants and guardians to review th!S mformatxon to determine the
suitability of the appiicant as a substitute caregwer

PENNSYLVANIA CHILD ABUSE HISTORY CLEARANCE

ﬁphcant is named as the perpetrator of a "Founded™ chiid abuse or school employee report
ich occurred In the last five years. .

Apphcant is named as the perpetrator of a "Founded" chiid abuse or school employee report
which occurred over five years ago.

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

DDDD

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

PENNSYLVANIA STATE POLIGE CLEARANCE

Record exists and contains conv;ct]ons which prohibit hlre in a child’ care position. Report
attached. :

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
position. Report attached. .

O O o O

No record exists. Reporf attached.

FBI CLEARANGE

Record exists and contains conwct:ons which prohibit hire in a child care posttlon Report
attached.

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

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

- No record exists. Report attached.

DDDDD‘

No FBI clearance required.

VERRER ) DATE _ VERFIER'S SUPERVISOR DATE

034600 Co ‘ ’ CY 113 - 12/99
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Getting Started in Child Care ' Chiid Care Centers and Group Homes
' q, . . .

instructions to Complete:
Pennsylvania Child Abuse History Clearance Form

) The Child Abuse Histary Clearance form may I:;e printed off the web at: ‘ ,
htty://www.dpw.state.pa.us/ucmprd fgroups/webcontent/documents/form/s 001762.pdf

DIRECTIONS

Please read the instructions prior to down!oéding the form. To request a supply of the forms, please call (717} 783-6211.

1.

2

Type or print clearly and neatly in ink Secticn | only.

Address.must be App[icant's current home address.

All information must be compieted in full. (The form asks for alt previous names, addresses, and househotd members,
since 1975). This lnformatlon must be provided to the best of your knowledge and belief, if necessary, attach addftlonal

pages.

Appiication must be signed.

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

Do not send any postage paid return envelopes.

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

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 Criminat Record Check resuits obtained within the past year

must be attached. Do not send original Criminal Record results. If you are not a Pennsylvania resident, you must also
attach a copy of your FBi resuits obtamed within the past year. This block shouid not be checked for anyone
volunteering in schools, :

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 & Technelogy Center, Private Academic School, Non” -
Public School}. See information below that applies to school employees.*

Check the Foster Care Block if appiying for foster parenting or custody of a child.
Check the Adoption Bloék if in the process or planning to adopt a child.
Check the Child Care Block if planning to work in a child care setting or if all other blocks do not apply.

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

Clearance results will be mailed to you within 14 days from the date that the clearance is received in our office. There wiil be
no replacements after 50 days.-

FAILURE TO COMPLY WITH THE ABOVE INSTRUCTIONS WILL CAUSE CONSIDERABLE DELAY
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SP 4-164 {7-2009) . PENNSYLVANIA STATE POLICE

REQUEST FOR CRIMINAL RECORD CHECK

This form is to be completed in ink by the requester — {informaticn will be mailed to
the reguester only). If this form is not legible or not properiy Completed, & wil be
retusned unprocessed to the tequester. A response may lake four weeks or fonger.
Warning: A person commils a misdemeanoe of the hird degree i he/she makes o written false
statsmenl, vehich hefshe doss not belisve ko be Fue.

TRY OUR WEBSITE FOR A QUICKER RESPONSE
https://epatch.state.pa.us

NAMES .
REQUESTER

ADDRESS

CITYISTATE!
ZIP CODE

CONTACT TELEPHONE HUMBER {INCLUDING AREA CODE)

FOR CENTRAL REPOSITORY USE ONLY
CONTROL NUMBER

AFTER COMPLETION MAIL FO:
PENNSYLVANIA STATE POLICE
CENTRAL REFOSITORY - 164
1300 ELMERTON AVENUE
HARRISBURG, PA 17410-8758
Local Numbsr 717-425-5546
1-888-QUERYPA (1-888-783-7872)

DO NOT SEND CASH OR'PERSONAL

CHECK ~

CHECK ONE BLOCK

D ENDIYIGUALNONERMINAL JUSTICE AGENCY ~ ENCLOSE A
CERTIFIED CHRECK/MOMEY ORDER IN THE AMDUNT OF
$10,00, PAYABLE TO:

UCOMADNWEALTH OF PENNSYLVANIA®
THE FEE 15 NONREFUNDABLE

FEEEXEMPT-NONCRIMINAL JUSTICE AGENCY — NO FEE

NANEISUBJECT OF RECORD GHECK (FIRST) | (MIDDLE) (LAST)
MAIDEN NAME ANDIOR ALIASES SOCIAL SECURITY NUMBER DATE OF BIRTH SEX RACE
{MMDDIYYYY)

The Pennsylvania $tate Police response will be based on the comparison of the data provided by the requester
against the information gcoptained in the files of the Pennsylvania State Police Central Reposftory only

REASON FOR REQUEST: All requests $10:00
AKE ALL MONEY ORDERS PAYABLE TO: COMMONWEALTH OF PENNSYLVANIA **
<4« 4« <4CHECK BOX THAT MOST APFLIES TO THE PURPOSE OF THIS REQUESTI i i i -

3 INTERNATIONAL ADOPTION : INTERNATIONAL ADOPTION MUST BE NOTARIZED,

[ ADOPTION [DOKESTIC) O EMPLOYRIENT/SCREENING
LI ATTORNEY ' ) [l FOSTER CARE

[ rANKING . O HEALTHCARE

I9 BAR AESOCIATION [ Housme

FJ ¢HURCH " [ NSURANCE LIGENSE

[ cHiLD CARE . ' [ MENTAL HEALTH

[J EDUCATION ] HURSE AID TRAINING

[ ELDER ¢ARE O otHER

0 PASSPORT

O PRIYATE INVESTIGATIONS

[ social SERYICES

[ TENANT GHECK

a visa

[ VOLUNTEER AMBULANCEFIREFIGHTER

O voLUNTEER

[0 EMERGENCY MANAGEMENT

[0 ACCESS & REWEW {NOT FOR EMPLOYMENT PURPOSES. MUST BE MAILED INTO THE CENTRAL REPOSITORY.)

AVAILABLE ONLY TO SUBJECT OF RECORD OR LEGAL REPRESENTATIVE WITH LEGAL AFFIDAVIT ATTACHED

FOR THE PURPOSE OF REVIEWING YOUR CRIMINAL HISTORY.,

Homeland Security is Everyone’s Responsibility - Pennsylvania Terrorism Tip Line 1-888-292-1919



http:https://epatch.state.pa.us

Getting Started in Child Care . Child Care Centere and Group 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
o 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;

{ . % pennsylvania.

DEPARTHENT oF plraric wSLFAHE

Department of Public Welfare {DPW)

or by calling 1-888-439-2486,

2. The fee for processing the FBI Criminat 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 Oniine on the web site www.pa.cogentid.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,'s 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 “Print Locations and Hours.”

4. The FBi will send the completed federal criminal history record check to the Childtine Registry.

5. ChildLine 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 FB! Criminal History Clearance in either of the foliowing 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°
Harrisburg, PA 17105-8170

s There is ho cost for Ch]ldLlne s rewew An official letter from ChildLine serves as the required FBI Criminal History
Clearance. ' .
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PENNSYLVANIA DEPARTMENT OF STATE
CORPORATION BUREAU

Apphcatlon for Reglstratlon of Fictitious Name
54Pa.CS, § 311

Document will be returned to the

Name name and address you enter to
: the left.
Address . =
City State Zip Code -
Feec: $70

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

1. The fictitious name is:

E

2. Abref 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, mchuding number and strcet, if any, of the principal place of business (P.O. Box alone is not
acceptable): :

Number and street City State Zip County

4. The name and addrass, including mumber and street, if any, of each individual interested in the business is:
Name Number and Street City State

4




DSEB54-311-2

5. Bach:enfity; other-than. arindividual, inferested in.suchrbusiness is.fare):

Nanié:

Fonn. of Orgasization Organizing Jurisdiction

PA Registerod Office, Fany

‘Name

Femit of:Organization - COrganizing: Rurisdictioii:

Principal Office Address

PA Registered Office, iffany:

ﬁcnnousnarne

6. The apphcant is familiar with the provisions of 54:Pa. G, § 332 (elatingto effect of tegistrationy.and
understatids that, filing under the Fictitious Nameés Act dees Tt éreate any’ excluswa or ather- nght inithe

‘(aze)

7. Optional); The name(s) of the ag agent(s}, if any,;any one of whom is suthorized'to executerdmenidments ta,
‘withdrawals: from or canccllahon of this:registration ini behaif of all thén existing parties to the registratior, i

Nime.to ba executed this

day of —

IN TESTIMONY WHERECE, the. u.ndersxgned have caused this A_pphcation for Registration of Fictitious.

Individual Signature

Individual Signature

Individial Signature

Tndividual Signature

Entity Name

E_nﬁty ﬁame |

~ Signstwe

T Signatute

Title -

Title.
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Department of State
Corporation Bureau
P,0. Box §722".
Harrisbiirg, PA 17105-8722 -
(717) 787-1057"
Web site: www.dos.state.pa.us/corps

Instructions for Completion of Form:

A, 'ijpcwntten is preferred. Ifnot, the form shall be complctcd in black or biune-black ink in order to pcmut
reproduction, The filing fee for th.lS form is $70 made payable to the Department of State.

. Under 15 Pa.C.S. § 135(c) (relating to add.resses) an actual street or rural route box number must be used as an
address, and the Department of State is required to refose to receive or file any document that sets forth only a post
office box address. .

. The following, in addition to the filing fee, shall accompany this form:
(1) Any necessary copies of form DSCB:17.2.3 (Copsent fo Appropriation of Name),
(2) Any necessary govermmental approvals.

. 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 registration, general restrictions on nams
availability, use of corporate designators, agent for effecting amendments, eic., execution, official advertising when an
individual is a party to the registration, and efféct of registration and non-registration.

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

. Insert in Paragraph 5 for each entity which is not an individual the following information: () the name of the entity
and a gtatement of its form of organization, e.g., corporation, general parinership, limited parinership, business trust,
(ii) the name of the jurdsdiction under the laws of which it is organized, (iif) the address, including street and number, .
if any, of ifs principat office under the laws of its domiciliary jurisdiction and-(iv) the 2ddress, imcluding sireet and-
number, if any, of its registered office, if any, in this Commonwealth. If any of the entities has an association which
has designated the name of 2 commercial registered office prowder in lieu of a registered office address as permitted
by 15 Pa.C.S. § 109, the name of the prcmdcr and the venue county should be inserted i in the last columm,

(. 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 ather authorized person. See 19 Pa. Code § 13.8(b) (relating to execution), which permits execution pursnant to
power of attomney. A copy of the underlying power of attomey or other authonzatlon should not be submitted to, and
will not be received by or filed 1 i, the Department.

. An enfity (which includes an individual) that registers a fictitious name is required by 54 Pa.C.8. § 311(g) to
advertise its intention o file or the filing of an application for registration of fictitious name. Proofs of publication
of such advertising should not be submitted to the Department, and will not be received by or ﬁ]ed in the Department,
but should be kept WIth the permanent records of the business.

1. This form and all accompanying documents shall be mailed to the address statedA above.
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Getting Started in Child Care - - _Child Care Centers and Group Homes
q,

For-Proflt 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, 1999

EOQR-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 botiom line. Same
Must operate in a competent businesslike manner Same
to survive, 2 ' ’
Is committed to a central mission, Same
Is private, with a pubhc purpose. , Same
Could exploit children for money. Same
1s regulated to reduce risks to children. » . Same
START-UP 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 bor;row oncreditcards. - Can borrow on credit cards.
Has dlfﬂculty getting gn‘ts from individuals, Easily has access to charitabie gifts if granted tax
foundatlons United Way, ete. because not tax- exemption.
1 exempt.
Securities laws permit a variety of equity | Cannot issue equity and debt mstruments to I‘alSE '
instruments to raise capital, capital. . . J
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£
S

FOR-PROFIT

Child Care Centers and Group Homes

NOT-FOR-PROFIT

_ TAXSTATUS AND ASSETS

~investors

Assets subject to public trust
Dissolution may distribute to principals and

Pays taxes, claims deductions

Assets subject to public trust.

Upen dissolution, must give to another not-for-
profit organization..

Eligible to applyforrrta'i exemption. If granted, is
exempt from federal, state, and local income tax on
proceeds of exempt activities, and most

| investments; FUTA; state franchise tax; often sales, -

use, gasoline and property tax; may receive reduced
butk postal rates.

OPERATING FUNDS

Not eligible for some government funds for
chiidren’s services

May return income to the organization for
improvement and expanslon, save or invest

May distribute profits to investars as return on *
investment

Usually eligible for government funds
Must return income to the organization for
improvement and expansion; save or invest

May not distribute profits to investors; may pay
interest on loans

OPERATING FUNDS

Proprietary form of organization has greatest
liability; owner’s personal assets are at risk

Corporation is accountable rather than individual
Board members; but law i5 changing in direction of
potential personal liability for Board members

Not-for-Profit Board has traditionally had charitable
immunity; degree of immunity is no longer clear
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Getting Started in Child Care

FOR-PROFIT

NOT-FOR-PROFIT

PERCEPTION BY OTHERS -

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

Perceived by mény 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 'comrpetent,
run by volunteers, wastefu!, inefficlent, not
competent, not professionaily businessiike.

Percelved by for-profit sector as wastefui of tax

dollars, concerned for own interests rathar than of_
the interests of chitdren.

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. '

Respohsive to community represented by Board.

EASE OF CONVERSION

. | Owner/directors have had difficulty converting to
‘| non-profit because their own money is tied up in the
organization; can create a separate not-for-profit.

Fasier to convert from not—for-profit to for-profit;
can also set up for-profit, separate, associated
organization; can also engage in a few activities
producing unrelated business income.

47




48




Getting Starled in Child Care Child Care Centers and Group Homes

BUREAU OF EQUAL OPPORTUNITY REGIONAL QOFFICES

In order to receive a certificate of compliance, you must complete a Civil Rights Compliance Questionnaire. Mail
the compieted guestionnaire and all attachments to the appropriate Bureau of Equal Opportunity (BEQ}) Regional
Office which serves the county in which your faciiity is focated. County listings and contact information for each
BEQO 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 BEQ Cenlral Regional Office in Harrisburg for facilities focated in the following

counfies: Adams, Bedford, Blair, Bradford, Cambria, Centre, Clinton, Cofumbia, Cumberiand, Dauphin, Frankiin,
Fufton, Huntingdon, Juniata, Lackawanna, Lancaster, Lebanon, Lehigh, Luzerne, Lycoming, Mifflin, Monroe,
Montour, Northamplon, Northumberland, Perry, FPike, 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 BEQ Southeast Regional Office in Philadelphia for facilities located in the following counties:
Berks, Bucks, Carbon, Chester, Delaware, Mantgomery, Philadelphia and Schuylkifl,

Bureau of Equal Opportunity
DPW-BEQ Western Regional Office
301 Fifth Avenue
Suite 410, Piatt Place
Pittsburgh, PA 15222-1210
(412) 565-7607

Please contact the BEQ Western Regional Office in Pittsburagh for facilities located in the following counties:
Alleghenv, Armstrang, Beaver, Butler, Cameron, Clarion, Clearfield, Crawford, EIk, Erie, Fayette, Forest, Greene,
Indiana, Jefferson, Lawrence, McKean, Mercer, Potter, Yenango, Warren, Washington and Westmoreland.
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CIVIL RIGHTS COMPLIANCE QUESTIONNAIRE

= ——

NEW: . .. . RENEWAL_

Gertificata/Licensing Number:

Legal Enfity Name

Responsile Ofical  Mr. () Ms. () M. ()

“Titls

Addresé =

Cly _ Couy  Stae
ZIP CODE

Phone#: () -

| Facility Nams

Address.

City ' ] County - State

ZIP CODE

Facility Administrator/Director

Phone#( ) ) email addness:

NOTE:

Ploase attach a separate 81/2 x 11 sheat to complete answers,
sheets, Be sure fo number your correspoending answer,

Nondiscrimination in Employment and Services

‘ Type of System

Mulﬁ-famhty (One owner, many sites)

- Muiti-type (Ons owner, many services)

Single site {One awner, one site)
_____Dther (specify)

[PROGRAM: TYPE OF
- . ._Servlce

Personal Care Home

Child Day Care -

Chﬂd Weifare Servlce
(Public)

Child Welfare Sarvice
(Private)

| Office of MHSAS

Office of Mentai
Retardation

Please denote license number on additional

1) Has the facllity developed a nondiscrimination in service pc>hc:).r statement and a nondiscrimination in
employment policy statenient, signed by the responsible official, that advises
clients/residents/parents/guardians, the public and employses that services and employment are. provided in
a nondissriminatory manner, witholit regard to race, sex, calor, national origin {(address issue of Limited
English Praficiency, in the service policy only), ancestry, refigious creed, disability, and age?

Yos Provide copy (ies).

O

. No

(RN,

2} How are the palicies dlssemmated to ciients!resrdentslparentsiguard;ans the general pubhc and employees

of the facllity? Check atl that apply.

__ Fmployeea/Client Orientation
—__Written Announcements
__Posfings {specify locafions)

. Staff Meeﬂngleonferences ___Language _Card
interpreter Services ___Other (exptaim)

. Sign Language

' 3) Does the facility currenfly serve Non-English speaking clients?

__Yes (ifyes, explain method used to communicate with them) ~ ___No

4) If the facility adverfises ts services and employment opportunities o the public, does the facility include the
nondiscrimination clause in brochures,_ media nofices andior posters? ‘



—Yes (provide sample of AD} __No (BExplain)

5)' Are clients, residents, parentsfguardians informed that complaints of discrimination may be filed with the u.s
Department of Health and Human Services’ Office of Civil Rights, the DPW Bureau of Equal Cpportunity
: (BED} andlor the Pennsyl\ran:a Human Relations Commission (PHRC)‘?

___,Yes (Explain how_the content is disseminated) . No (Please Explam)

6) Has informatlon been prov]ded to alf staff regarding their rights fo file complaints.of emp!oyment discriminatlon
based on Title Vi of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973, the Age
Discrimination Act of 1975, and/or the Pennsylvania Human Refations Act of 1855, as amended with the
PHRC or Equal Employment Opportunity Comrmss:on (EEQC)? )

_Yes (Pleass specify method used fo inform staff) : No
____Employee onientation ' ___Staff meetirigs/iconferences
Wnﬁen announcements ' ____Other (explain)

7) Are restrooms drmking fountasns (e g. human needs facnhties) accessible 1o d:sab[ed cllents/ res:dentsl
parents/ empioyeesl ws;tors?
' H;Yes B - No ('Expla'l'n).
8) How are minorities and persons v.nth disabilities or with Limited English Profi ciency Integrated info programs

and aclivities?
Please Explain

§) What methods are employed to make services accessible to those who may. have mobility or sensory
impairments ? CHECK ALL THAT APPLY N N
___Building modifications ___Program relocation within the structure . Other (specify)
__Auxiltary alds ___Program relocation to another structure

10) Does the facliity's nondiscrimination policy state that a reasonable accommodation will be pfdvidéd for
emptoyeeslclients with a disabiilty (e.g. hearing, speech, vision, mability impalrments)’? Have any been
granted/denied in the past 12 months'r‘ . Please Expiain :

14) Within the last 12 months, have any complaints of discrimination been filed with PHRC or EEQGC? List each
and expiain in detail the current status. _
Governing Board ~ If Applicable
1) What poilcy or criterta Is used to select Bb'ard.members?
2) Ifthe facﬂily has a Board, describe methods and materials used to orient the Board to its Civil Rights
compiiance reqmrements .

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

) )
Responsfble Official Name (Print} Signature . Date

NOTE: An unannounced facility on-site review may he condusted by BEQ. (Rev 1-05)
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License Number

Facility

. Attachment 1.

Language of Gurrent Limited Engllsh Proficlent Clients

Current Gllents Served

BAia—ck-

Native

T Aslan/Paciie

Others

Hispanié - Vinite
. ) American Islander _
bt F 1l M F M M F M I F M IR
Total : . o
Total Client Admissions in the Past 12 Months
Black Hispanic  Whiis Native 1 Asian/Pagific | Others
‘ . ' American Islander .
M, F M F M M F M F M |F
Total : S RN T
Spanish Chinese Russian Cambodian | Vieinamese | Other
(Specify Dialacts) {Specify Language)

Board Compaosition - Sho_uid be reflective of community and client base —If NO Bbard mark N/A

Board Member ~ { Race Sex Disability | Group Represented Date Term
{Names mady be omitied) 4 o e - ‘Expires
* Race Code: ' B = Black, H = Hispanic, W= White, NA = Native American, AfPI = Asian/Pachic Islander
Employment Information — Current Employees :
Classliilcations Total Staff | - Black Hispanic _White Nafive - Asian/
oo American Pacific | Others
. . = . .1 lslander
M F M F M FIM F M1 F1MI|F

F-IMIF
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ForArEcruitmer‘lt purposes: MinoritylWomenlDis'ébléd Groups Contacted

Currenit Client Information: Please fill In the number of cliants seryed balow. , L
’ ' Method of

Name of Organizatian Group Represented Purpose of | Caontact Date of Name of Person
PhoneMall - | . Contact Gontacted

(Minorty/Women/Disabled) Contact

Contacled

Warkforce should show parity in keeping with t:ommunityfctient bése_ éewed. ,

Current Employees Enrolled in Trainmg Programs — hstmg of any courses oﬁered over the

past 12 months -

license number:;

T - _ _N;;ﬁ\ée Asian]
Training Course Tofal Black Hispanic White American Pacific Others
-Title ' - - : 3 Islander T
M| F I M F M FIiM|F M ‘M F IMIF
~ Completed by MH/MR ONLY ]
' - Nafive | Asiar/
Tolal Black Hispanic White American Paclfic | Others
- _ ) ' Islander .
Service Offered under |M |F M | F M |F (M {F |M JF |M |F M |F
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COMMONWEALTH OF PENNSYLVANIA (> Use Brivate Letterhead)

SAMPLE # 1

SUBJECT Nondiscrimination Policy Statement
' Equal Emp]oyment Opportunlty '

CTO: - Staff \

FROM: (B insert Director's Name and Signature)

- An open and equ1tabie personnet system wil be estabhsheo and malnta:ned Personnel
policies, procedures and practices will be designed to prohibit discrimination on the basis of
race, color; religious, creed, d:sabshty ancestry, nattonal ongln (mcludmg fimited Enghsh

: prot' c&ency) age or-sex.

Empioyment opportumt;es shal{ be provnded tor applicants With dlsabmtles and reasonable
accommodation(s) shall be made to meet the physical or mental limitations of qualified .

’ applicants or emptoyees

Any emptoyee who beheves they have been dtscnmfnated agalnst may ﬂle a comptalnt of

discrimination with any of the following. X
Department of Public Welfare , PA Human Relations Commission .
Bureau of Equal Opportunity  Hartisburg Regional Office :
Room 225, Health & Weifare Building Riverfront Office Center-
625 Forster Street | 1101 8. Front Street, 5 Floor
Harrisburg, PA 17120-2675 , Harrisburg, PA 17104
U.S. Department of Heaith and Human Services - Insert address of appropriate -
Office for Civil Rights =~ Bureau of Equal Opportun:ty

- Suite 372, Public Ledger Building Regponat OtF ce :
150 South Independence Mall West - .
Philadelphia, PA 18106-8111 - . (See Steps before you open section in this

manual for a fist of Bureau of Equal Opportunity
Regional Office addresses.)
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COMMONWEALTH OF PENNSYLVANIA (> Use F:’fri\.fate'. Letterhead)
- SAMPLE # 2 |

SUBJEGT: Nondiscrimination in Services

TO: Patients/Clients/Residents/Parents .
) (& Insert one of the above, as applicable)

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

crd R e

Admissions, the provisions of services, and referrals of oﬁents shall be made without regard to
race, color, religious creed drsabllrty, ancestry, natronai orlgrn (includlng ttmited Enghsh
proﬁcrenoy) age or sex :

Program services shafi be mede accessrb!e to eilglble persons with dssabihtles through the.
most practical and economically feasible methods available. These methods include; but are
not fimited to, equipment redesign, the provision of aides, and the use of altemative service
delivery- locatlons Structurat modaf" catlons sheil be consrdered only as a fast resort among

available methods. - .

Any individual/client/patient/student (and/or their guardian) who belreves they have been
discriminated against; may file a complaint of discnmrnatron wrth :

(B insert Provider/Facility’s Name)
(b Insert Address)

Department of Public Welfare PA Human Relations Commission
Bureau of Equal Opportunity Harrisburg Regional Office:
Room 225, Health & Welfare Building Riverfront Office Cénter- -
625 Forster Street , 1104 S. Front Street, 5" Floor -
Harrisburg, PA 17120-2675 . Harrisburg, PA 17104-
U.8. Department of Health and Human Services Insert address of appropriate
- Office for Civil Rights - . . - , Bureau of Equal Opportun:ty
Suite 372, Public Ledger But!dlng Regronal Ofﬁce
150 South Independence Mall West ‘ SIS .
Philadelphia, PA 19106-9111 (See Steps~before you opeh section in this

manual for g list of Bureau of Equal Opporiunity
Regional Office addresses.)
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Getting Started.in (?hild Care : Child Carg Centers and Group Homes
Employer Identification Number (EIN)

EINs are used to ]dehtify the tax accounts of employee’s sole proprietors, cdrporations, partnerships,
estates, trusts and other entities. '

If you do not already have an EIN, you need to get ane if you:

Have employees;

Have a Keogh plan;

Operate your business as a corporation or partnership; or )

File an employment tax return to report employer withholding taxes, unemployment-
compensation contributions, etc.

B oW

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 ldentification Number {Federal Form S5-4}.

You-can find Form $5-4 at the IRS Office nearest you or online at www.irs.gov. For information on the
EIN, or to request Form $S-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 55-4 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 | find out what Pennsylvania tax accounts | need?
Every business is different, so it is Emposéibie 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 Beginner’s Guide‘f, www.'gaogen4business.stat_e.ga.us
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Getting Started in Child Care Child Care Centers and Group Homes
— ) < _

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 internai 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 appiying for an EIN. Visit the IRS website at www.irs,gov
{keyword "EIN"} and check out the Interview-style oniine 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 session. Once you've completed the application, you will receive your
EIN immediately. You can then download, save, and print your confirmation natice. {This feature is not
available to Third Party Designees.) The online application Is fast, free, and user-friendiy!

The apptlication is available during the following hours:
Monday - Friday 6:00 a.m. to 12:30 a.m. Eastern time
Saturday 6:00 a.m. to 9:00 p.m. Eastern time
Sunday 7:00 p.m. to 12:00 a.m, Eastern time

2. Apply by Telephone .

If youdon't have internet access, you can receive your EIN by teiephone and use it immediately. When
applying by phone, RS suggests that you complete Form 55-4 hefore the call so that you will have all relevant
information available. Then, call the Toll-Free EIN number {1-800-829-4933} between 7:00 a.m. and 10 p.m.
local time, Monday through Friday. The person making the cail must be authorized to receive the EIN and

answer questions concerning the Form S5-4.

An IRS représentative 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 and keep it for your records.

3. Apply by Fax .

You can receive your EIN by fax within four {4) business days. Fax your compieted Form $5-4 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 toll-free number for
the same entity because 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 55-4 contains all of the
required Information and mail the appllcatlon to: Attn: EIN Operation, €incinnati, OH 45999. An EiN will be

assigned and mailed to you.

Taken from: “Understanding Your E[N’,Pubiicaﬁbn 1635, www.irs.g‘ov
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Fom 994 Application for Employer Identification Number OMB No. 1545-0000

[Hev. Ja,nug,ry 2010 {For use by employers, corporations, partnerships, trusts, estates, churches,

- Department ofthe Treasury
*intsme! Revorwe Serdica - W Sea_separata Instructions for each fine. » Keep a copy for your-records.

EiN
government agencies, Indian tribal entilies, certaln individuals, and others.}

1 Legal name of entity {or Individual) for whom the EIN Is heing requested
%’ 2 -Trade name of business {if differant from name on fine 1} 3  Exscuter, admin{é}rator. trustes, “care of™ name
ol
] L . .
Cl4a Malling eddress {réom, apt., suite no. and street, of P.O. box) | 52 Streat address if dlﬂeranl} {Do not enter 2. P.O. box)
L= -
€ . o
&b Clty state, and ZIP code it foralgn, see instructions) 5b Clt) stato, and ZIP code (f 1oraign. 588 mstructions)
|-
ol . .
é ] .County and stata where prmclpaJ buslnsss Is.located
iy S
Ta. Name ofresponslble pariy . 7b  SSN, TN, or EIN
8a  Is:this application for a limited Neblity eompany G for : -8 1F8a is "Yas® -enter the number of
-& foregn oquivalenty? ., . ., , . .., O¥Yes [OINo ! _ LL.Cmembers .. . . . »
8¢ if Bals "Yes,” Was the LLG orgarnizeg In the Unfted States? ' e i o, tlYes [ No
9a Type of entity (check onfy one. box) Cautron Ifgzls "Yes, see the InsU'u"tlons fo' the con‘ect bo:. 10 cha\,k s ] o
[ "sole propnaior (SSN) . S O Estate (SSN of dewdent} i :
- - B Partnership [} Pian adminlstrator (TN} -
[ -Gorporation (giiter form number o be fited) > O Trust (FiN of granter)
L] Persona. senvice corporations . L1 meational Guard O Stateocal government )
C] th’ch or ctuch»cmtrollad organization : 0O Farmers coopa’ahve O Federat gwemmenb’rrﬁ'lrtary
0 -Giner- nonproﬁt organlzaﬂon (spavlfy) » . remic ' O mdian tibal govemmentsfenterpnses
.. other (speaify »- Group Exemw Numbeér {GEN} If any P
. 85 . If-a corporation; pame the state or farelon.courtry - | fState . . Forelgn-country
{it applicable) whers incorporated -
0. Reason fof applying (check oniy one box) [ Banking purpose {spadity purposs) » :
[ &tarted new business (speﬁ:iry type) » [ changed type of organization {specity new- type} »_ : i
; — I (O Purchased going business :
[0 Hired employees {Check the box and see line 133 [ Greated a trust (specity type) »
B complianice with IRS withficlding reguitations O created a pension plan {specity type) »
[ ‘Other. @speatty) > _ : : e
11  Date business started or acquired {month, day, year}. Ses.instructions. 42  Closing monih of aceounting year -
- : N 14 [t you expectyolr employment tax fability to be $1,000
13 Highest number of employaes expected in the next 12 monins (enter -0- f nong). ofless In‘afull calendar. year and want tofile.Foim 944
- . annually ingtead of Forms 941 quarterdy, check hera,
i no employses expected, skip line 14. : {Your smptoyment tax. iability-generaliy will be-$t,000
. . _orjess if yau expecttepaySi% 000 or jess in fotal
Agdculurgl . Housshold Other wages.) If you.do not check this bok, you must flle. .
-Form 941 for every quarter.
15 First dele'wages or annumes were pald (rn::n‘lh day, year) Hote, H apphcant isa wrtmm}ding agent, ente* date Incorne will fi rstha p&id to
nonresident alian fmonth, day,yeas} . . . . . . . . v 0 e 0 4 e >
16 Check one Dox [ha‘E best describes the princpal activity of your business. [ Health rare-& socia assistance O Wholesale-agent/broker
O Construction [ Renial & lsasing [ Fransportation & warehousing [ Accommedation & food service. [ Wnolesaleothet. [ Retalt
[ Reatestate [ Manufactwing -[J Fnanes & insurance O other {specity)
17 indicate principal Ine of merchandise sold, spacific construction work dons, produc',ts produced, -or services provided. ) -
18 Has the applicant sntity shown cn Ilne 1 ever appliad for and recsived an EIN? [ Yes [ Mo
I "Yas," write. pravious EIN figra » :
Complete this séction only I vou want to authorize the named individual to receive the-enBly's EWN and answer questions’ ahodtjhe compdetion of this form.
Third Designae’s name . Designes's tstephone sumbsr (mc!ude.m code] _
Party. 14 }. L
Designee |Address and ZFP code ] Designes's fax number fnciude area cods)
: ‘ { )
Under psnalfas of parjary, | dedre Bl | have examined tiis appliczion, and to the bast of my incatedgs and befief, itis true, correct, and complela. | Applicant’s tefephens mnber fnclude arez code}
Mame and title fiype of print cleary) » { H
) Appfoants fax nomber fnchude area cods)
Signature » . Daia » { }
Far Privacy Act and Paperwork Reduction Act Natice, see separate instructions, Gat. No, 160550 form $8-4 Rev 1-2010)
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Péga"f

Form $5-4 [Rev, 1-2040)

Do | Need an EIN?

File Formi 554 the applicant. entlty doss not already have an EIN but Is required-to: show dfy EIN on.any return statement,
or othér document,! See also the separate Instructions “for sach [ind on Fofm S8-4.

IF the applicant...

AND...

THEN..#

Started a new business

~ Does not currenﬂy haue (nor expect to have)

empioyees

Complate lines 1, 2, 4a-8a 8b-c (if appticable) 9a,
gh §f dpplicable}, and 10—14 anid 16=18..

Hired {or vill Rire) empioyass,
induding housshold employaes

Boes not alread)r have an EIN

Complate llnes 1, 2 4a-B, 7a-b (if applicabie), 8z,

8b— (f appl’lcabfe) ga, ‘9b (if applicable), 1018,

Cpened g bank account

Needs an EIN for. banking purposes only

. Complete llnes i-&b, 7a-b “(f applicable), §a,/8b—c

(i applicable),.8a, 8b {if appliczhla); 10, and 18,

Changed type of organizaiion

Etiher the legal character-of the organization or its
ownership changed {for example, you incorporate a
sole propnato;ship or form a partrership) 2

: C¢mpla_ie-llnes 1-18 (as appllcab{e_)._

‘Purchased a going busmess 3

Dosesnot already havean EIN.

‘Complete lines 1-18 (as appiicgble).

Creatad @ trust

The '(rust is ather than a grantor frust or an !RA
trusf o

Complate lines 1-18 &s appiicable).

Crea’te‘ﬁ a pension plai as'a
plan atministrator °

N'ée‘ds an BN for ?éponin_q‘ pLrposes.

Comglete Tines 1,3, xsa-sb,-éa, 10,nd T8,

Is a forgign person needitig an
EIM tc comply with IRS
withholding reguiations

Nesds an EIN to complete a Form W-8 (other than
Form W-BECH, avold wrthholdlng oh portfclio assets,

’ or cfaim tax treaty beneﬁts

‘Compiete hnes 1—5b ?a—b {SSN o ITIN optional),.

8a, 8b—c it appﬁcable) 9a b (it applicable), 10

. and 18.

Is administering an estate

Needs an EIN to report esta!e income-on Fomn 10471

Complete iines 1-5, 93, 10—12 13-—1? (f applicahis),
and 18.

Is a withhelding agent for
‘taxes-on hon-wage Jncome
‘pald to an-alien (.e.,
individual, corparation, of
partnership, eic)

Is an agent, broker, fiduclary, manager, tenant, or

spouss who is requh:ed to fife Form 1042, Anrmai

Withholding Tax Reiurn for UiS. Source Income .of
Forelgh Persons’ -

Compléte: llnes‘l 2,3 (f applicable}, 44-5b, 7a—b (if
appiicable), Ba, 8b—¢ (f applicabls), 9a; b 6t

appiicable), 10, and 18,

Is a state of local agency

Serves as a tax reporting agent for public assistance
reciplents undsr Rev, Prec. 80-4, 198¢-1 €.B. 681 r

Gomplete-lines 1, 2, 4a-8b; 8a,. 10, and 18,

Is a single-member LLC

Needs ah EINto file Form 8832, Classification

‘Efaction, for fiting’ amp!oyment tak refums and
‘excase tax retums or for stata repo:ﬁng purposes:t

Completa fines 1-18 (as-applicable).

ls an § coporatian

Needs an EiN to-file-Form 2553 Election by a Smail
Buislhess"Corporation §

Complete lines 1-18 (a;_ applicable),

' Fur sxample, a sola. proprietorship ér ‘self-smplayed farmer who establishes a qualfied retirernent plan, or'is required to file excise, employment, alcohd,

tobacso,.or fireams returns, must have an EiN.A-partnership, corporation, REMIC (real estate:mortgage. investment condit); nonprofit organizafion.
{church, dlub, étey, o fammess’ cooperative must use an EIN for-any-tax-elated” purpose even it the entity. does not have emp{cyees
2 Howsver, do notapply for @ new EIN.F the eiisting entity- only {a) changad'its business nams, {&) slacted on Eorm 883% 1o cl‘ange ths, way it s ta)v.ed foris

covered by e defiult fulés), ot (&) tefminated its parfnership status becausa” it loast 50% of-the fotal iterests in parinership capital aRd profts were sold ‘o
sxchanged within'a 12-menth Seriod. Tha EIN-of the terminated partnersth :should-contintia to be'usad. Sée Raguiaﬁons section 301,609~ 1(d)('2]ﬂ

 ow

m o~ . oo

Do nat’ dse the:EWN of the priar business unJess you bécaina. thé *oyimier” of a comporation. by acqumng it§ stock,

However, grantor rusts that do-notfile using Opticnal Method § and IRA trusts that are Tequited to fie:Forh $90-T, Exempt Organlzatlcn Busihess Income Fax
Return, must have ari EIN. For more nformiation. en grantor trusts, ses the nstruictions f&- Form 1041,

A plan administrator s the parson of group 'of persens spegified as the, administrator by the-instrumen? unde; which the plan is ‘np,e{a:ted.'

Entities apphying to be a Qualified Intemmediary (Q) need a GI-EIN aven if they already have an EIN. See Rev. Pros. 2000-12° _

Ses also Household-empbyer onpage 4-of e instructions. Nate. State. or local agencies may need an EIMN {or other reasons, for examglé; hired employees.
Ses Disregarded entities-cn page 4 of the instriictichs for deteils an completing Eom $5-4 faran LLG. '

9 An exisfing corporation that is elscting o revoking S corporatiot: status should use its pravicusly-assigned EIN.
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REV-imoAS+ oD ' PENNSYLVANIA EXEMPTION

CERTIFICATE This form cannot be used to
. : . CHECK ONE: 7 obtain a Sales Tax License
= B}y pennsylvania Number, FTA License Number
R ﬁmmﬂ; AEVEHUE [T STATE OR LOCAL SALES AND USE TAX o or Exempt Status,
= ] STATE OR LOGAL HOTEL QCCUPANCY TAX : :

" BUREAUOF
Bugmess TRUST FUND TAXES [ PUBLIC TRANSPORTATION ASSISTANCE TAXES AND FEES (PTA)
PO BOX 280901 [ VEHICLE RENTAL TAX {VRT) i i Read Instructions

| HARRISBUR, PA y12B.ogo1 Please Print or Ty On Reverse Carefully

H_lS FORM MAY BE PHOTOCOPIED - VOID UNLE S';.COMFLETE INFORMATION:

CHECK ONE: = [} PENNSYLVANIA TAX UNIT EXEMPT!ON GERTIFIGATE (USE FOR ONE TRANSACTION)
' [} PENNSYLVANIA TAX BLANKET EXENMPTION GERTIFICATE {USE FOR MULTIPLE TRANSACTIONS)

Name of Seller. Vendor, or Lessor

Stresl _ : City ' State ZIP Cads

"NOTE: Do nol use this form for dlalming an exemption on the repisiration of 2 vehidle. To claim an exemption from tex for @ motor vehide, trafler, semi-traller
or {ractor with the PA Depariment of Transporiation, Bureau of Motor Vehicles, use one of 1he follnmng forms: .

FORM MV-1 Agpiication for Gerllficale of Title {firsi Ume reglsirallons)
FORM WMV-43T Vehicle Sales and Use Tax RelumyApplicallon for Registration {other registrations)

Property and services purchased or leased using 1hls certificate are sxempt from fax because: (Selecl the appropifale paragraph from the back of this form,
check tha corresponding tlock below and insert Information requested.)

[0 1. Property or servicas wiil be used direcly and predominately by purchaser in performing purchaser's eperation of;

[} 2. Purchaseris afan;

3 3. Property will be resold under License Number . {§f purchaser does not have a PA Sales Tex Usense Number,
fnclude a stalement under Number 7 expaining why a number is not required.) :

[} 4. Purchaseris afan: _ -~ helding Exemplion Number

E1 5, Property or services will be used direclly and predominalely by purchaser perfnn'nl'ngj a public wllifly service,
[J PA Publls Uttty Comrnission PUC Number andfor [] US Depariment of Transporafion MC/MX

[1 6. Exempt wiapping supplies, License Number . {If purchaser does not have a PA Sales Tax License Number,
indude a statement under Number 7 explaining why a nurber is not required.}

[ 7, Other -

{Explein in defait. Addificnal space on reverse side.)

tam aulhorized to execule this Ceriificate and claim this exemplion. Misuse of fis Cestificate by seller, lesser, buyer, lessee, or thalr representalive is.
punishable by fine and imprischment.
Name of Purchaser or Lessee

Signatura ‘ - EIN " Date

Streel T iy State 2P Code

1. ACCEPTANCE AND VALIDITY: .
For this cerlificale fo be valid, the sellerfessor shall exercise good falth in accepling this cerﬂﬁc:aie, which includes: (1} fe cerlificale shail be completed

properly; {2} lne cerfficaie shal! be In e sellerflessor's possessipn wilhin 80 days from the dale of salefiease; .(3) the cerlificale does not contzin informa-
tlon which Is knowingly false; and {4} the property or service Is consistent wih the éxemplion to which the customer is enfitled, For more information, refer o
Exernphon Carfificales, THle 61 PA Code §32.2, An invalid cerlificale may subjeci the senerﬂessorto the fax,

2, REPRODUCTiON OF FORM:
This form may be repreduced bul shalt contain the same Information as appears on this form.

3, RETENTION:
" The selier or lessor must relain this cerlificale for al leasl four years from the date of the exempi sale o whlch the cerlificale appiles.

DO NOT RETURN THIS FORM TO THE PA DEPARTMENT OF REVENUE.

4, EXEMPT ORGANIZATIONS:
This form may e used in conjunction with form REV-1715, Exempl Organlzaﬁon Declaration of Sales Tax Exempion, when a purchase of $200 or more [s

made by an organization which is reglslerad with the PA Cepariment of Revenue as 2n exempi organfzation. These organizaiions are assigned an exemp-
tion number, beginning with the two digits 75 {example: 75-00000-0}.
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GENERAL INSTRUCTIONS

Those purchiagers set forth befow may use this formin conneslion wih the ellm for exemption for he folluwzng taxes:

)

2}

33

4

5)

6.
7

®ap o

a, State end Local Sales and Use Tax;
PTArental fee or tax on leases of mofor vehidles;
Belel Occupancy Tax if referenced with the symbol {e);

- PTA fee on the purchase of lives If referenced with the symbol {(+);
Vehidle Rental Tax (VRT}

EXEMPTION REASONS

Properly andlor services wif be used dirsclly and predarruna%ely by purchaser in performing purchaser's opefabon of.
A Manulacturing - B. Mining C. Dairylng D, Procassing E. Farming F. Shipbullding

This éxempﬂun Is not valld for propesty or services which aée used in: (a) constructing, repalring, of rembdeﬁng of real prﬁperty, other than rea! properly which
Is used direclly In exempt operations; or (b} maintenance, managerial, administrallve, supervisory, sales, delivery, wa;ehouslng or other nonoperational aclivi-
fies. Efieclive October 4, 1991, this exemplion doss not apply 1o cerlain services and PTA fire fee.

Purchaser Is afan:
+ instrumentafity of the Commonwaalh

. Polilical subdivislon of the Commonwealfh,

"Municipal Authority created under the "Muricpaiity Authorities Acls”,

. Blectric Cooperafive Corporations created under the "Eleclric Cocperafive Law of 19307, -

Cooperalive Agricultural Associafions required fo pay Carporate Net Income Tax.undsr the Cooperafive Agriculfural Assodiation Carporate Net

income Tax Acl (exemplion not valid for regislered vehicles).

Credit Unlons organized under *Federal Credit Union Act’ or Commormwealih “Credil Union Acl”.

. Uniled States Govemment, its agendes and instrumentafilies.

. Federat employes on official business {Exemptlion fimited to Hotel Oocupanmj Tax only, A copy of onders or sfalement from supervisor rmust be
attached to this cerfificale.)

i, School Bus Operator {This Exemplion Cerlliicate Is mfled to the purchase of paris, repairs o malnlenance ‘services upon vehicles ficensed as
school buses by the PA Deparimend of Transporlafion. For purchase of schoof buses, see NOTE beloa)

. +
e o & +
moomp

*
L - ]
T om

Property andior services will be resold or rerled In the ordlnary course of purchaser's business. if purchaser does nol have a PA Sales Tax Lieense Number, .
complete Number 7 explaining why such number Is not required, This Exemption §s velid for preperty or senvices {o be resdtd: (1) In original fom; or (2) as an
ingredient or compenent of olher property.

Renswabie Enfities beginning with Permanent Exemptions beginning with Special Exemptions:
the two numbers 75; the two numbers 76:
A, Refgious Organization E. School Disirct F. Direci Pay Permii Holder
8. Valunteer Aremen's Organlzation . + @ Q. Individual Holding Oiplomafic ID
C. Nonprofit Educational insllution H. Keyslone Cpporlunity Zone -
L

. Charitable Organizafion Tourisi Promofion Agency

Exemphon limited to purchase of tangible personial property or services for use and not for sale. The exempﬁon shaE ntol be used by a cunlracior performing
services 1o reat property. An exemnpt organization or Ins¥iuficn shaif have an exempfion number assigned by the PA Deparhnentof Revenue and diplomats shall
have an.idenfficallon card assigned by the Federal Government. The exemplion for categories *A, B, C and D" are nol valid for property used for the foflowing:
{1} construclon, Improvement, repalr of maintenance or any real property, except.supplles and rnaienals used for rouline repetr or malrmenance of the teal
property; {2) any unrelalad acfivities or operation of a public trade or business; or (3} equipment used to meintai real property.

Property or services wil be used direclly and prederminately by purchaser In the production, delivery, or rendition of pubfic wiity services as defined by the PA

Utiity Code.

This Exemgdion ls nol valid for property or services used for the foliowing: (1) construction, mprovement repair ormainienance of real property, other than real
property which Is used directly In rendering the public uliity services; or {2} managerfal, admlnlsiralive, superviscr, sales or ather nonope{amnai activifss; o
(3) tools and eguipment used bul not Installed In maintenance of facliifies o direct use equipment. Touis and eqmpmerrl used {o repair "direct use” property are
exempt from X,

Vendor/Seller purchasing wrapping suppﬁes and nonrelumable containers used io wrap property which ks sold fo oihers

""Ofher {Altach a separate sheel of paper i more space s requéred.}
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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 faciiity is eligible to participate in the child care subsidy program and to be
listed in the resource and referral system. IN ORDER TO RECEIVE CHILLD CARE SUBSIDY .
PAYMENT AND TO BE INCLUDED IN THE RESOURCE AND REFERRAL SYSTEM, YOU
MUST SUBMIT TO THE DEPARTMENT FEDERAL TAX INFORMATION. The reqmred tax
information is described below:

a. The !egai entity’s federal Employer ldentification Number (EiN) issued by the Intemnal
Revenue Service (IRS); and _
b. The name under which the iRS issued the legal entity’s federal EIN (IRS name).

~ Please comptete the tnformahon below Please submit this form and the requested documents
to the Department along with your application for a certificate of compliance.

FEDERAL EIN

IRS NAME

NAME OF LEGAL ENTITY

LEGAL ENTITY MAILING ADDRESS

Box No./Street:

City/State: 7 " . Zip Code:

LEGAL ENTITY TELEPHONE NUMBER

« )

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

» Letter from the IRS, on IRS letterhead, to the iegal entity referring to the federal EIN.
¢ RS tax label providing the IRS name and federal EIN.

63



64



Ge'tting Stafted in Child Care

,l -  Child Care Centers and Group Homes

The First Inspectlon

Requrrements for Néw Child Care Centers

Child care centers in Pennsylvama must have a Certificate of Complzance to operate This process involvas
subrmitting a compfete apphcat{on (WIth a{i hecessary attachments) and meetmg all inspection requ:rements

'Foiiowmg isa Ifst ‘of regulation reqmrements that will be checked durlng the first lnspectlon A descrlptzon of each
requirement can be found in the Department of Public Weifare Regutations for Child Care Centers (55 Pa. Code

Chapter 3270)

3270 18 Liabﬂity insurance
3270.27 . Emergency plan ‘

" 3270.31 | 7 Ageand training - Subsections {a}, {b) and {c)
3270.32 ' Surtab:llty of persons in the facmty - Subsection (a)
3270:34 Director qualiﬁcatlons and respon5|bt1|ttes
327035 |7 Group supervisor qua!lﬁcatrons and responsibllities
3270.36 Ass:stant group SUperwsor quaht"cations and respons:blht;es _
3270.61 Measurement and use of indoor child care space
3270.62 - _ Measurement and use of ptay space
3270.63 Unsafe areas in outdoor play space *

327065 Protective electrical covers
3270.66 Toxics

3270.69 - Water

3270.70 "~ indoor. temperature
327071 Hot water pipes and other sources of heat *
3270.72 Ventilation *

3270.73 Telephone

3270.77 Paint

3270.79 " Firearms

3270.81 Glass

3270.82 " Toilet areas

1327091 Exits
3270.92 Space heaters
3270.93 Fireplaces and woodburning and coalburning stoves

3270.101 Type of play equipment
3270.102 - Condition of play equipment *

3270.105 : High chairs

3270.107 ~ Refrigerator

*3270.192 . Content of records

_ if requ1rements are not 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 condlt:ons which could prevent thelr approval durmg the

inspection,
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‘Getting St_arted in Chfjd Care . Child Care Centere and Group ‘Homes

_The First Inspection
Requnrements 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 compiete apphcat}on {with all necessary attachments) and meetmg aﬂ mspect)on reqUIrernents

Fotiowrng Is a list of regulation requ1rements that will be checked during the ﬂrst inspection. A descnptson of each
requirement can be found i in the Department of Publ:c Welfare Regulations for ‘Group Ch]ld Care Homes (55 Pa.

Code Chapter 3280)

3280.17 * Liability insurance
3280.26 ' Emergency plan
3280.31 Age and training - Subsectlons {a}, ( } and (c}
3280.32 o Surtabihty of persons in the facr!aty Subsection (a)
© 3280.34 ' anary staff person quatificatrons and responsibilities
3280.61 Measurement and use of indoor chiid care space
3280.62 ' Measurement and-use of play space
3280.63 _ Unsafe areas in outdoor play space ’ *
3270.65 Protective eiectrical covers
3280.66 Toxics ‘ .
3280.69 Water ' S -. ‘ .
3280,70 indoor ternperature ' '
3280.71 Hot water pipes and other sources of heat *
3280.72 Ventilation *
3280.73 Telephone
3280.77 Paint
3280.79 Firearms
3280.81 Toilet area
3280.91 Exits
3280.92 Space heaters
3280.93 Fireplaces and wood burning and coal burnmg stoves
3280.101 Type of play equipment
3280.102 - Condition of play equipment *
3280.104 High chairs '
©3280.106 Réfrigerator
3280.192 Content of records

If requirements are not met and approved during the first inspection, the group chiid care home operator will be
able to submit a plan to correct probiem areas. All the requirements listed must be met.and fuily approved before

a Certificate of Compha nce 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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Getting Started in Child Care

ﬁ . Child Care Centers and Group Homesl

The First Inspection

Requirements for New School-Age Child Care Programs

Child care gente?s in Pennsylvania must have a Certificate of Compliance to operate. This process invoives
submitting a 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 reqmrements spec:ﬂc
to school-age programs (55 Pa. Code Section 3270. 241) :

Followtng 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 Public Welfare Regulations for Chiid Care Centers (55 Pa. Code

Chapter 3270)

3270.18
3270.27
327031
327032
3270.61
3270.62
3270.69
3270.72
3270.73
3270.79
3270.82
3270.91
3270.92
3270.93
3270.101
3270.102
3270.107
3270192
3270.241(c)

Llablhty insurance

Emergency plan

Age and training - Subsections (a), (b} and (¢}
Suitability of persons in the facility - Subsection {a}
Measurement and use of indoor child care space
Measurement and use of play space

Water

Ventilation — Subsection section {a)

Telephone

Firearms

© Toilet areas

Exits ~ Subsection {a}
Space heaters
Fireplaces and woodburning and coalburning stoves

Type of play equipment

Condition of play equipment — Subsections {a}, {b} and {c}*
Refrigerator ‘ '

Content of records

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 ihspection the child care program operator will be able
to submit a plan to correct problem areas. All the requlrements listed must be met and fully approved before a

Certificate of Comphance will be given.

* Requirements noted by an.asterisk {*) may be affected by weather conditions which could prévent their approval

during the inspection.
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Getting Started in Child Care ' . Child Care Centers and Group Homes
& .

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 shal! be on file at the fauilty {55 Pa. Code §3270.18(u) and $3280.17, relating to

fliability msurance}
Definitions:

General liability insurance is insurance coverage that offers protections against ctaims alfleging 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 iosses or damage to'the policy holder's house and its contents cause
by fire, windstorm, vandalism, theft, personal liabllity, 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 docurment 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 o see the Declarations page of the insurance policy. The Declarations page outlines the
poficies and limits on the amount of coverage, including policy limits for:
»  Property damage
e Bodily injury to children in care
e Medical payments coverage

4, Astandard 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 insured 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 palicy. Endorsements, also
known as riders, are provisions added to an insurance policy. Endorsements can be purchased from many but not ail
“insurance companies. If the facility is covered through an endorsement or rider, the facility operator must teil the
certification representative who will then need to see the endorsement or rider.

6. Ifthe certification representative cannot verify that the insurance policy meets the requirement for general liability
insurance, the certification representative will require the faciiity operator to: ‘
» Obtain a letter from the issuing insurance company or agent confirming the policy s a general liabiiity insurance
policy; and
. Submlt the letter to the Reglona! Office as proof of general iFabt!EW insurance.
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Getting__.rted in Child Care

Child Care Centers and Grou. Homes

. Resources for Opening a ,
Ch||d Care Center or Group Child Care Home

[Child Care Information Services
{ccis)

‘ChildLine

Early Childhood Education
Linkage System (ECELS)

Early 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

Recejves calls for suspected child abuse.

Processes Pennsylvania Child Abuse History Clearance forms
and 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 Interventlon in
- Pennsylvania”

County—baséd offices: ,

See [ocal telephone listings or on the Web at
www.dpw.state.pa.us/helpfultelephonenumbers/
childcareinformationservices/index.htm

| 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! dpw.state.pa. us[ucmprd/groups/
webcontentfdocumentsfform/s 001762.pdf

Telephone {800) 243-2357 or on the Web at
www.ecels-healthychildcarepa.org/

Teiephone (800) 692-7288 for iocai information and referral; or
Onthe Web at:

www.dpw.state.pa. us/forchlldren/chlldcareearlvlearnln_g{_
earlyinterventionservices/index.htm

or _ Lo

www.gattan.nef_
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Getting Started in Child Care | e

} ‘ ' Child Care Centers and Group Homes

Keystone STARS Program Quality - : E . - ! call Regional Key_ofﬁce's: ' ' : .
o Voluntary program to enhance quallty of child care in Central — (800) 346-3020 ;
Pen nsy]vama : o 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 www.pakeys.org
National Child Care Information Business Information On the Web at http://nccic.acf.hhs.gov/ ) i
" :Lenter S - | Information for starting and running a child care business. . . : T T
: : Access to a wide variety of publications.

Penn State Better Kid Care Adult Education - | Telephone (800} 452- 9108 or on the Web- at
Program : Distance education lessons, emergency preparedness WWW, betterkldcare psu.edu’
o information, activity ideas, recipes. g
Pennsylvania Department of Bunldlng Code Inspections Telephone 717-787-3806, se(ect optlon 1; or
Labar and Industry | State agency that oversees compliance with Uniform On the Web at http://www.portal.state. pa.us/portal/server. gt[

Construction Code and conducts inspections in some areas: community/uniferm construction code/10524
Checl¢ web site to see if these inspections are done by local .

'] ’ . | municipality (listed as opt—ln} before contacﬂng Labor and
e lndustry

|
|
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Getting . _thgd in Child Care

Child Care Centers and Group Homes

Pennsylvania Department of
Public Welfare, ;
Office of Child Development and
Early Learning,

Bureau of Certification Services

Pennsylvania Department of
Public Welfare, Bureau of Equal
Opportunity (BEO)

I e R R R R R s,

This is the agency that inspects and certifies child care

facilities. Contact your Regional Office to get answers to

questions regarding:

* Regulations for child care facilities

s Applying for.a'rcertiﬁcate of compliance and the status of
an application B ' ' S

. Inspections

| = Complaint investigations

= Technical assistance in complying with the regulations

Regulation requirements for Child Care Centers, Group Child
Care Homes and Family Child Care Homaes.

Civil Rights -

+  Civil Rights Compliance Questionnaire - approval
required to obtain a certificate of compliance

e Equal employment opportunity policies.

* Nondiscrimination policies.

Information an the Web:

“The Americans with Disabilities Act: A Primer for
Small Business.”

“Common!y Asked Questions about Child Care Centers
and the Americans with Disabilities Act.”

1

‘Call Regional Offices:

North Central Region: Harrisburg {(800) 222-2117
~_ Scranton {800} 222-2108

Slouthea'st Region: (300) 346-2923

Western Region: (800} 222-2149

On the Web at: www, pacode.com/secure/data/055/055toc.html;
[ook for Title 55 Chaptars 20, 3270, 3280 and 3290.

Call.BEO Regional Offices:

Central (Harrisburg) - (717) 787-1127
Northeast {Scranton) — {570) 963-4342
Southeast [Philadelphia) —(215) 550-2230

Southiest (Pittsburgh) — {412) 565-7607

w\nrw.eeoc.gov[eebc/ publications/adahandhook cfm

www.usdoj.goy/cri{ada/childa&a.htm
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Getting started in Child Care

Child Care Centers and Group Homes

Pennsylvania Department of
Revenue

Pennsylvania Department of
State Corporation Bureau

Pennsylvania Institute of Certified
Public Accountants

Pennsylvania Open for Business

Tax and Business Information
Form to file for non-profit tax exemption (REV-1220) may be
completed online and printed.

Booklet on the Web — “A Beginner’s Guide to Starting a Small
Business in Pennsylvania.” ‘

Business Information

Booklet on the Web ~ “A Guide to Business Registration in

PA” online business registration

Forms on web to download:

e«  Application for Reglstration of Fictitious Name

=  Articles of Incorporation

e Statement of Registration Domestic Registered Limited
. Liability Partnership )

o’ Certificate of Limited Partnership

» Certificate of Organization for a Domestic Limited

Liability Company

Accountant or Tax Professional
Free [ocation service’

Tax and aniness Information :
Booklet on the Web — “A Beginner’s Guide to Starting a Small
Business in Pennsylvania” ‘ '

Telephane {717) 787-1064 or on the Web at
http://www.revenue.state.pa.us/portal/server.pt/
community/revenue _home/10648 :

Telephone (717) 787-1057 or (888) 653-9962; or
On the Web at www.dos. state.pa.us (click Corporations)

On the Web &t www.picpa.org

On the Web at www._paopendbusiness.state pa.us
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Getting Stasted in Child Care

_Child Care Centers and Group Homes

Pennsylvania Regional Keys

Pennsylvania State Police

Small Business Resource Center

U.S. Department of Treasury,
Internal Revenue Service

Education and Program Quality
Offers child care training, workshops for developing child
care emergency preparedness plans, and administers
Keystone STARS, a voluntary pfogram to enhance the quality
of learning in Pennsylvania.

Reguest for Criminal Record Check
Form (SP 4-164) on Web

Business Information
Start or expand a business in PA

EIN ~ Federal Employer Identification Number

Source for information and to obtain EIN.

Form 55-4 — Application for Employer Identification Number;
apply by mail, online, by phone or fax.

Central — (800} 346-3020

Northeast — (800) 528-7222

Northwest - (800) 840-2281

Southeast ~ {267) 773-4400

Southcentral — (800} 864-4925 :
Southwaestern — (877) 349-4850 Ié
Or on the Web at http://www.pakeys.org

Download the form on the Web at ww.dpw.state.pa,us/findaform/
childabusehistoryclearanceforms/index.htm

On the web at www.psp.state.pa.us, click “Public Services” to I
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}
12

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 wanw. irs.gov

74



http:www.newpa.com
http:www.psp.state.Da.us
http:http://www.pakeys.org

Getting Started in Child Care Child Care Centers and Group Homes

Vo

USEFUL WEB LINKS

View DPW information for Chlld Care Providers:
htto/ fwww, dpw state.pa.us/provider/earlviearning/index. htm

View information about the child care regulations:
http://www.dpw.state.pa. us/prowder/earlviearnlng/chlldcarereguiatlons/mdex htm

Access and download DPW Chl!d Care Forms:
http://www.dpw.state.pa. us/pubi;cations/forprovnders/chxidcareforms/mdex htm

Access the OCDEL PELICAN System
https://www.pelican.state.pa. us/prowder

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://!istserv.dpw.state.pa.us/ocd—pa-chiId—care—certiﬁcation.htmf

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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The New Crib Standard: Questions and Answers'

Since US Consumer Product Safety Commission {CPSC) approved a new crib-rule, the CPSC confinues to receive
questions on this topic. While most questions have revoived 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 matiress support, slats, and-hardware are now required to be
more durable and manufacturers will have to test to new more stringent requrrernents to prove comp]sance Here are

some of the questions the CPSC rece!ved along with answers:

GENERAL QUESTIONS

1. What Is the new standard for crlbs? , ‘ '
Beginning June 28, 2011, all cribs manufactured and sold (1ncludmg resate) rnust comply with new and improved
federal safety standards. The new rules, which apply io full-size and non full-stze 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 availabie on CPSC's website at :
WWW,CRSC: qovlbustnfolfrnoticesifr11!c:rrbfina{ pdf.

The new rules also apply to cribs currently in-use at chztd care. centers and ptaces of pub]sc accommodatron By
December 28, 2012, these facilities must use only comphant cribs that meet the new federal safety standards :

2. When WIH the new, safer cribs be avallable for purchase'P
Begrnnlng on June 28, 2011, all cribs sold in the United States must meet the new
federal requirements. After that date, it will be fliegal to manufacture, sell; contract 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 CPSC's new
standards for full-size and non-full-size cribs. This inciudes manufaciurers, retail stores, tnternet retailers, resa[e

shops, auction sites and consumers.

3. What if t need to purchase a new Cl'ib prlor to June 28, 2011?
Some compliant cribs may be available before the required date. However, you wrlt not be able tell if the cr:b is
compliant by looking at the crib. Se, you may want io ask the retail store or the manufacturer whether the crib
. compiies with 16 CFR 1219, the new federal standard for full-size cribs or with 16 CER 1220, the new federal

standard for nop-full-size cribs. ‘

4. Is this new regulation simply a ban on all drop-SIde rall crtbs? :
No these are sweeping new safety rules that will bring a safer generation of cribs fo the marketpiace in 2011 CPSC's

new crib standards address many factors related to crib safety in addifion to the drop-side rail. A crib's mattress
support, slats, and hardware are now required to be more durabie and manufacturers will have to testto the new

‘more stringent requirements to prove compliance. - i -

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 to the new reguiation 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 cnbs with

traditional drop-sides cannot be so[d after that date.

6. How do | know whether the specrfrc crib that | own/use in my child care facility meets the new standards?
You cannot teli from looking at a ctib whether it meets the new standards. It is not likely that cribs in use before the
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

o

tnformation obtained from CPSC Blogger on June 14, 2011, hitp: !fwww CpSC. qovlonsafetylZO1 11’03/the -new-crib-
: standard-quest;ons-and—answersl
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cribs). Manufacturers are required to test samples of their cribs fo the new standards and to certify that they comply
with the new standards, They must provide this certification to the refailer.

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 safe lease,
or resale are requved to meet the new crtb standard§

Who will be enforcmg the cnb standards and what are the penaltles for using cribs that do not meet the new
standards?

CPSC will' be the main agency enforcing the new érib 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 that.knowingly commits a prohibited act is subject to possible civil penalties States
attorneys general also have authortty to enforce the crib standards through rn;unctlons

CONSUMERS .

As a consumer, what can | do if | have a drop-side crib?

Some drop-side crib- manufacturers have immobilizers that fit their cribs. Drop-side crib immobilizers dre devices that
are used to secure drop sides to prevent dangerous situations in which the drop-side either partialty or fully separates
from the crib. As part of a recall, CPSC staff works with companies to prov;de fixes, or remedles for prod ucts. For

drop-side cribs, that remedy has been immobilizers.

Check the CPSC's website for companies that have recaited their cr:bs and are providing immobilizers to
secure the drop-side on the cribs, These :mmoblilzers were evaiuated and approved by CPSC staff for use with

these particular drop-side cribs. -

if your drop-side crib has not been recalled, you can call the manufacturer and Hisk if they are making an immobilizer
for your crib. Remember, though, that those partlcular immob[llzers have not been tested or evaiuated by CPSC staff

for use w;th your specmc crib:

-;;

Note that a drop side. crlb even W|th an lmmobdrzer lnstalled will not meet the new CPSC cnb standards

is a sturdy, non drop-side crib okay for a consumer fo use?

it is uniikely that your current crib will meet the new crib standards. The new standards require stronger hardware and

rigorous testing fo prove a crib's durability. If you cantinue 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 December 28, 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

My drop-side crib has not been reca!ied butlam worrxed about usmg it with my baby. Can ] return lt for a

refund? .
Manufacturers and retaflers are not reqmred to accept returned dr0p 5|de cnbs or to provide a refund However

|nd1vrdual retailers and manufacturers may conduct promotions or incentives for their customers

Is it okay for me as a consumer to resefl donate or glve away a crlb that does not meet the new.crib -

standards?
A consumer should not resell, donate or give away a: cnb that does not meet the new crib standards, such as trying to

resell the product through an online augtion 51te or donating to a locat thrift store CPSC recommends dlsassembhng
the cnb before discarding 1t ‘

Is the answer different if a plece (“1mmobrhzer”) has been added to my drop-SIde Crlb to’ prevent the sade 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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Ifl am unable to purchase anew crib what can | do fo keep my. baby safe? — S
If your continue to use your current crib, you are encouraged to: . S
a. Check 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 are no loose,

missing, or broken parts.
_c. If your crib has a drop-side rail, stop using that drop-side function. if the crib has been recalled, request a free

immobilizer from the manufacturer or. retailer. (partlcular lmmobll:zer will vary dependmg onthe cr:b)
d. Another option'is to Use a portable play yard, so long as it is not a model that has been recalled previously.

If a customer purchases a crib that was manufactured before June 28, 2011, but they return the crib for, a
warranty claim after June 28, 2011, must the replacement crib meet the new.crib standards?
Yes. When a manufacturer (retaller or other supplier) provides a replacement ¢ 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

My chlld care center stifl has drop-srde Cl‘IbS Are they in vnolatlon of the regulatton‘?
No, child care faciiiies, 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 requrrements of the CPSC's

new crib standards.

After this date, places of publlc accommodataon may no longer use tradlttonal drop-e|de cr:bs or noncomplrant CribS
and must use cribs meeting the new federal safety standards ,

- Parents should falk wrth management about the new standards and the facnhty‘s plan of actron for replacrng the cribs.

Parents also should make sure their baby is not being placed in a recalled crib.

Note: Child care facilities, family child care homes, and places 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 onllne
auction site or donating to a local thrrft store. CPSC recommends drsassemblmg the crib before drscardrng it. .

Are portable cribs or play yards affected by the regulatron‘?
The crib standards cover portable cribs, but not play yards. CPSC's crib rule rncludes a etandard 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
targer or smalier {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 coliapsed, without disassembly, to occupy a volume substantially less
than the volumg it occupies when it is used”) as defined in that standard. The térm “non-full-size crib” does not include
products with mest/net/screen or other non-rigid construction. Instead, enclosures with mesh or fabric sides are_
considerad fo be play yards and are not subject to the crib standards. o

CPSC is developing a separate mandatory federal standard for play yarde

Are hospitals requtred to provrde cribs that comply with the CPSC's new crib regulatron"

The CPSC crib rules require only certain facllitizs to provide cribs that comply with CPSC rules. Those placee :nclude
child care facilities, family child care homes, and piaces of public accommodation such as hoteis 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 requlred to comply with the new CPSC crrb standards..

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

What types of child care arrangements are lmpacted by the new crib standards?

The Consumer Product Safety improvernent Act of 2008 (CPSIA) directed the U.S. Consumer Product Safety -
Commission (CPSC) fo issue the new 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 facrlltles
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 other federal programs related to child care; we consider a “child care facility” to .

18,

20.

21,

22,

23.

mean a nonresidential setting that provides child care services {which could 1ncruo“e earEy learning opportunities) for a
fes. 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 setting. The.residential setting is usuaEIy ina home other than the
one where the chrid resides, although the child or childfen of the careg;ver may also attend

determine the provrder s status as a child care facrirty or famrly chrld care home for purposes of CPSC's crib .
standards.

We do nt consider “in- home care, where a child is oared forin h:siher own home or bya relative in.the child’s home
or the relative's home, to be a “child care facrlrty" ora “famriy chlld care home s In turn, we do nof consrd er such
arrangements o' be subject to the new crib standards. -

Are churches/church nurseries 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 comply with CPSC's.crib standards. Given the language in the CPSIA, we consider a child care facility
to be one that provides services for a fee. If volunteers take care of children during a church service without pay, we
do not consider that arrangement to be a chrEd care facrlrty, and cribs used under such an arrang ement would not be

subject to CPSC (3 cnb standards

Are foster homes or resrdentla[ facrlltles 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 wouid not be subject to'CPSC’s criti standards. However, in addition to
child care facilities and family child care homes, CPSC’s crib standards apply o “places of public accommodation,”
which means "any inn, hotel, or other establishment ... that provides lodging to transien{ guests.”

We consider a public residential facility (as opposed to a pnvate res:dence) to be a p[ace of publrc aocommodatron

and subject to CPSC's crib standards.

Are “hospital cribs” located In child care facilities subject to the new crib standards?
This depends on whether the cnib 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 {o
regulation by the Food and Drug Administration (FDA) not CPSC You shou[d contact FDA's Center for Devices and
Radiological Health to determrne if a particular crib is a “device.”

A ¢rib that is located in a ch:ld care facrtrty and is not a “devrce rs subject to CPSC s crib standards.

- MANUFACTURERS, IMPORTERS, RETAILERS

Retrofitting Cribs

Is it possible to retrofit a crib that is currently in use (e g ina Chlld care facility) to meet the new crib
standards?

CPSC staff does not believe that a cnb currently in use can be retrof tted and tested to show compliance with the new
crib standards. Typically, a crib is destroyed in the process of testing; therefore, rétrofitting cribs currently in use
cannot be done. As discussed in the preamble to the final rule, the crib standards include muitiple, compiex
requirements for many parts of a crib, making it difficult to determine whether a refrofitted crib currently in use would
meet the requirements without testing that specific crib. (Section E.2 of the preambile fo the finai 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 crrb deslgn

Is it possible for a retailer, manufacturer, or Eessor to retrofit unused crib rnventory to meet the new cnb

standards? .

Under some circumstances, it may be possibie to retrof t unused noncompllant crib rnventory to meet the new crib
standards. To oomp!y with the new standards, an existing ¢rib model — with the retrofit in place — must be put through .
the complete test reglmen in other words, the crib model, as it exists in lnventory, must be tested wrth the retrofit, and ~
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it must meet ail 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 appiied to all other identical models currently in inveniory to make them compliant. it is
the manufacturer's, retailer’s, or éssor's responsibility io ensure that all cribs soid (or resold or leased) on and after
June 28, 2011, are compliant with the new standards. If a retrofif is used, it is the manufacturers-or importer's
responsibliity 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-comphant unused crib cannot be dpplied 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 cemf ed. The testing can be destructive; and hkeiy would render the

crib unusable.

I mventory is retrof‘ tted, what testing is required?
The crib miode! must be tested:to.the: relevant crib standard (18 CFR part 1218 or ‘36 CFR part. 1220} with the retrofit
in place. The testing must be conducted by a third party testing body that has been accredifed and accepted bv

the CPSC o test cribs fo the new crib standards .

Must crib manufact_urers,'retaliers, and Iessors gef approval from the CPSC to retrofit crib inventory?

No. The CPSC-does not approve crib refrofit methods. The CPSC relies on the manufacturer'sfimporter's certification
of compliance of the retrofitted product that is supported by testing to the appiicable standard by a CPSC accepted
conforrmty assessment body

lf 2 company has an inventory of cribs that do not comply with the new crib standards, could the company

export the noncompliant cribs to another country?
Yes. However, after June 28, 2011, a company first must notify the CPSC and follow the procedures stated rn 18 CFR

part 1019, pertaining to Export of Noncamplying, Misbranded, or Banned Products.

Can a retaiier sell a noncompiiant crib before June 28, 2011 and deliver it after that date?

Before June 28, 2011, a retaiter 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 full amount due on the crib before that date. By payment of the purchase price
before June 28, the sale is complete and the crib efiectively is in the custormer's possession when the crib has been

~ paid in full. However, if a customer purchases a crib under an arangement where only partial payment of the

purchase price of the crib is made before June 28, 2011 (often called fayaway}, and does nof {ake possession before
June 28, 2011 the crib must meet the new cr:b standards

Under these cnrcumstances a retaller coulo not iegally prowde a noncomphant crib o the customer after June 28,

2011,
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AGREEMENT

55 PA. CODE CHAPTERS 3270.123 &181(C); 3280123 &.181(c); 3290.123 &L181(c)

NAME OF CHILD

A FEE AmoonT PER-DAY-WEEK. | DAY PAVMENT T0. BE MADE

'Saryili:';as to be provided as part of the day care ‘fee [examples; transporiation, carg; _‘mraal‘s‘,-' eic.)

| EHLoE ARAIVAL TTHE SHILD'S DEPARTURE TIME [ PERSGNIE) DESIGNATED BY PARENT TO WHOM CHILD MAY BE RELEABED
LATE FEE [FER TAIN-ER

{Extra services to be provided ai an additional fes if apj::llqabla

1, the parent/guardian;

D received complets written program- information at the time of enroliment {§ 3270.121,
3280.121, 3280 121)

D agree to update.the smergericy contact/parental consent form information: whenever _
changes occur or every 6 months .at & minumum. {2 3270 124, 3280.124, 3290.124

SIGNATLRE-GPERATOR BATE. ' “SIGNATURE-FARENT OR -GUARDIAN TTBATE

TOATE OF GHILD'S ADMISSIGON

DATE OF WITHDRAWAL

) SIGNATURE-PARENT OR _'_G‘UARQIAN: DATE.
038924 - - LY 321 - 12198

.83




" [CHILD'S NARE - TeRTHoATE Y
ADDRESS :
MOTHER'S NAMEALEGAL GUARDIAN . . HOME TELEFHONE NUMBER
ADOBESS :
sx:zsmsss NAME BUSINESS TELEFHONE H‘UMBERV
ADORESS
FATHER'S NAMELLEGAL GUARDIAN ] . ' . HOME TELEFHONE NUMBER ‘
ADDRESS :
BUSINESS NAME ) _ BUSINESS TELEPHONE NUMBER
ADDRARES
EMEHGEﬁCY CONTACT PEHSON{S) ; NAME TELE?HONE NUMBER WHEN GHILD IS IN CAHEV
. 3
PERSON(S) TO-WHOM CHILD MAY BE RELEASED NAME _ ADDRESS TELEPHONE NUMBER WHEN CHILD 1S IN CARE
HAME OF CHILD'S PHYSICIAN/MEDICAL CARE PROVIDER TELEPHONE NUMBER
ADDRESS
SPECIAL DISABRITIES (IF ANY} - ALLERGIES UNCLUDING MEDICATION REACTION)
MEDICAL or DIETARY INFORMATION NECESSARY IN AN EMERGENGY SITUATION MEDICATION, SPEGIAL CONDITIONS
ADOITIONAL INFORMATION ON SPEGIAL NEEDS OF CHILD
HEALTH INSUAANCE COVERAGE FOR cH-sLn or MEDICAL ASSISTANGE BENEFITS PQ'UCY NUMBER (REGUIRED)
i GNA REQUIRED] [u]s EN
OSTAINING EMERGENCY MEDICAL CARE ADMIN. OF MINOR: FIRST - AID PROCEDURES
[WAiKs AND TS . SWIMMING
TRANSPORTATION BY THE FAGILITY _ i WADING

EMERGENCY CONTACT / PARENTAL CONSENT FORM

55 PA CODE CHAPTERS 3270.124{a)(b), 3270.48¢ 4 182; 1280124 (a)(bj, 280,181 & &2 3290.124 {a)(v). 3290181 & 162

PERIODIC REVIEW

SIGNATURE OF PARENT of GUARDIAN DATE

SIGNATURE OF PARENT or GUARDIAN DATE
g - cYgs? - el
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Getting Started.In Child Care - -+ - .. Child Care-Centers and Group Homes . ...

Getting a Child Care Center ot Group Home Started
Workshop Evaluation

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

Strongly Strongly Not

{Clrcleyouranswerj  Agree Agree Disagree  Disagree _ Sure
Hearned new Informatian In this workshop, 1 2 3 4 5
The Informatton was relevant to me. H 2 3 4 5
-t plan to use the information now. 1 2 3 4 5
I plan to use the information In the future, 1 2 3 4 5
twill use or refer to the handout manual again. 1 2 3 - 4 5
lunderstand what needs to be done 1o file for a 1 2 3 4 5
Certificate of Compliance,
| know where to find heip to get my chiid éare ] 2 3 4 5
factlity started,

. ipfan to complete the requiréd stepstoopena 1 2 3 4 5
child care center or group home, '
Please rate the following: {(clrcle your answer) Excellent. Good - Falr " Poor

The video portlon of the tralning Excellent Good Fair Poor
The on-site live tralner Excellent Good Falr Poor
| The materfals yots recelved ’ Excellent " Good Falr Paor

Comments;




INSTRUCTIONS FOR COMPLETION OF AN APPLICATION FOR A
CERTIFICATE OF COMPLIANCE FOR A CERTIFIED CHILD CARE CENTER OR-
A GROUP CHILD CARE Hf{)ME

APPLICATION PURPOSE:
Qunen Now ltjacﬂ!ly A new agency/Tacility
. Renew Existing Facllity: An agency/faellidy applying fo renew their extsl.h:g Certificate of Compliance. The name and addrass of the
AgencyFaeility and tho name of the legal entity shontd be the save #3 it {s on the existing Cerlifieation of Complianes.

Chanyg of Faclltty/Legal Bntity Tnformations An sgenoy that has bad an update of previously subinitted information such as an
agency/facitity name changg, agenocy/facility address change or & change ln the Ic.gai cntity name.

IDENTIRICATION:
1. LOCATION NAME, PHYSICAL ADDRESS, MATLING ADDPRESS, EMAIL ADDRESS,

TELEIHONE NUMBER, CELL PHONE NUMSBELR!:
Indicate name, physical address, majting address, erail addregs, telephone and ¢efl phone tmiber of the physxca! location where
the child care services are provided, If the applicahon is for a renewal of an existing certificate, the names ond wddress of the
location should ba tho same as on the pre.'.lious application, A post office Loz may net be enfered in the physieal nddress
nformation,
LEGAL ENTITY NAME, PHYSICALADDRESS, MAILING ADDRESS, EMAIL ADDRESS,
TELEYHONE NUMBER, CELL PEONE NUMBER:.
Indicate name, physical address, maiting address, email address, telephone and cell phone sumber of the fegal entity.
A pest officc box may not be entered In the physical address information,
RESPONSIBLE PERSON: ‘
Tndicato the full name and title of fre porson who is responsitie for the daily operation of the !‘ac:hiy
4. COUNTY ARD MUNICIPALITY/TOWNSHIF/BOROUGH: '

Tndicate the name of the county and municipality/township/borough in which ihe fucility location where child carc services are

provided is located,
5 TYPE OF FACILITY: )
Indicate the fype of child cara facility you wish to opesate: Child Care Center or Group Child Care Home,
TAY IDENTIFIER:
Indicate the FRIN of the persot, parinership, assooiation, organization, eorporation or goveramenial budy tesponsibie for the
opetation of the faollity.
TYPE OF OPERATION: . =
Profit: Operating with the expectation of providing a finaneial benefit to someone or something ollier than the facility iiself, The
focus wpon thenithmate aim of the enterprisc, not the financial results of any paricnlar perod of operation. The focus is also upon
the particular premiscs involved and net the fegat entity which operates the fiailify, A non profit Jegal entity may be considered 25
operating a facility foe profit if the particular premises Involved provides a financlal henefit to the parent legal entity, Any legal
cutily not possessing a certificale of tax exenpt status from the Internaf Revenve Service will be considered operaiing for profit
unless if provides satisfactory proof othenwise,
Non-Preflf: Operating other than for profit. Copy of tax exempt esitificate should be submitted with the initlal application,

TY¥PE OF OWNERSHI?;
Tdeniify the type of ownership. .

8. Please answer YES or NG and oxplain any YES response on a sepmate sheot of paper
10, Please answey YES or NO and explain any YES response on a separafe sheef of papen
11, Please answer YES or NO and exploin any YES response on a separate sheet of paper.

ATTACHMENTS: '
Attach cament Certificate of Oceupaucy, Articles of Tacorporation, State Fictitious Name Approvel, Tex Documeniation, Bureay of
Equal Opportunity Compliance Leiter

DECLARATION:
Tha Declaration must be sigaed by the logat entily. If the fepat entity is a partnershtp, aggoaiation, or o:gamzation, the parson
anthorized to slgn such decuments must sign. Where the logal enfity is a corporation, the sighature must be of a carporate officer. Type
or print {lie name and fitle of the person signing,
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Pd Commonealtl of Peunsylvanlu
Departiment of Public Welfare

Ofitee of Child Development and Early Learning

APPLICATION FOR CERTIFICATE OF COMPLIANCE,
TO OPERATE A CHILD CARE CENTER OR

A GROUP CH]LD CARE HOME

—} 14, I.OCAI‘IO\! LAME and PHYSICALADDRESS ﬁA. I;EGA;., E:NI‘I'I b4 NALIE an'd PHY SICALA]JDRESS : :
T FE . ;
NUATEER cnd STREGT NIMEER od STRERT

3 CiFr Z/PCODE EIF fand Bz ZIP CODE
LANDITE TELE FHENE RUMBIR . CELLPHONT NUMBER 1AFDLING TELEPNONE NUMBER CELLPHONE NIMBER

18, LOGATION MAILING ADDRESS D Same a3 ebove

28. LEGAL ENTITY MAILING ADDRESS DSaJno a9 abova

B iod ®AE
: RO, BOX or NUMPER ard SIREET BO. BOX orLAIDHR od STREET
LCI7 ) 2P CODE CITY fand 518 ©  MPCODE
B-Matf Adress (I ovaliat k) E-Moil Addresy (f avaitale}

gl 3. RESPONSIHLE PERSOM

4. COUNTY and MUNICIPATITY/{CITY/TOWNSHIP/BORQUGH) I

FIRST NAME LASTRINE
5. TYPE ORFACILITY
Iz D Child Care Conter D Group Child Care Honte
6, TAX TDENTIFIER FEIN 7. TYPE OF OPERATION
Tex po, tax pumber and IAS documentalion sl be previded In order lo partisipale In tha subsidized ohi'd care prograrm or PROFIT D NON-PROFIT 3
resowrce and refernal, or bodn

S TYPE OF OWNERSHIF/CONIROL,
[Jomerarparmeersme [ inarep partvmrsie ] LiMITED EFABILITY PARTNERSHI?

RDIVIDUAL E
[ Associstion [ corvoration [ scuooL pisimier Clrnarmn trapiiry comeany 3
ey covermmmr  [Acounre covamavmnr  [L] STATE GOVERNMENT L] OTHIR GOVERNMENT §
k3
D OTHER %
&1 9, CONVICTION or NAMED A PERPETRATOR (i Y5512 sy of the the ficns 9 throogh I dretve, exehstn e & apmmals thial of pepi) m YRS D NO g
i Has lhe Pacltity/Locatlon above in 1A, or the Legal Entily above in 24, ot the Responsible Perso/Operntor/Osince o
above in 3, or the person slgnbig this application gver been denled a Centificate or Meense, hud a Cetiifleate of Compliance ar 5
license revoked, or had a Cerlificate of Complianes or lleguse nen-renovved in Pennsylvania or in any other state? B
£] 10, HAS THF, LEGAL ENTITY, OWNER, OR OPERATOR [:] YES [:] NO E
Bl over been convieted of & felony; convicted of a edme involving child abuss, child negleet, morat !u:plmda, ot 5
phiysicat violenee; named a perpetrator i an Indioated or faunded report of ¢hild abuse I accardance with the
2] Child Protective Service Law (23 PAC.5.Ch.63)7 i
4 11, IS THE LEGAL ENTITY, OWNER, OIt OPERATOR CURRENTLY GHARGED [dyss [Jwo &
= WITH AFTELONY OR MISDEMEANOR? ’
'-2
z "“F*’%‘-@""‘@%? «.ég-\; Hvﬁ«*—g@ 4¢ 2 '-_,: 2 é%, F—“_" fg%“i?' ,‘S £ :‘* T 'g;y.;q,,, |
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1 If this {5 an Taitial Application for a new ficility / agevcy or cl'ange. of name of legnl entity, submit coples of the following docurcats with this Applicaﬁon.

+  Copiifieate of Qecupnney (fssued from Deparinient of Health, Deparinent of Labor and Industey or nnmicipality)
». Avrtieles of Incorporntton (i the fucility or ageitey is operated by a corporation )}
+  State Fletitlous Name Approval (F the fucility or ugency is operated for profit and a fleticlons nane is ured, J—
Regisimtion of a Limited Liabitity Corperatlon (LLC), Limited Linbitity Partnership (LLR) or Limited Partnership (LP)
v Certificate of Authorlty or Ttegisiratlon to do.business in Pennsylvanin (if the business was formed oniside of Pentnsylvania }
+  Bureaun of Equal Opportuuity Complance Letter
*  Cerlifteate of Tax Exompt Status (I your business is non-profit)
» Tax Doemmentation (s i ftem &)

f’ £ m?@f‘%‘aﬁ’?& -’Wf" \3 ST "‘5': SR e *.a's e Y@ TN m:‘ﬁ‘%?ﬁwa
= DECLARATION (Azu' ﬁ:fsdfnﬁraraﬂna‘qrﬂar;mmlAil’omfﬂgb'ga}‘minfhucppﬂcﬂrlo:‘l ts_pani:hcbkqmdn.s‘uﬂau ﬂﬂiaﬂhu’e&tsmm'a Chmﬁ C‘axie-)
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Tyuderstand that tho Cerlificate of Compliance will be issued to me onthe condition that 1 will nperate the above-named facility or ageacy in aeeor-
3 dance with the laws of tho Commonswealth of Pennsylvania and with the rules and ragutations of ths Depariment of Public Welfare; Tiile VI and Title

B VIT of the Civil Rights Act of 1964; fhe Age Discrimination Act of [975; the Rohabilitntion Act of 1973 end the Pemnsylvanie Human Relatious Aet 3
% of 1955, and the Anterlean With Disabilities Act of 1990 ;
' Specifically, the above named facility will uot pesmit discimination on the basis of ¢olor, rece, religlous ereed, disnbility, ancestry, national origin,
age or sex in avy aspect of serviee delivery and auployment,
Bl 1 hereby declars that the Juformation given in thfs application is tmic o the best ul‘my knowledge. é
; - o e~ RO TATE g‘
X (Fhe tha ugnﬂshhg: wl mrpaar.'m. e menfn‘aaimstk acorperaty wietr) g
. g
g e :
%2 £
E T T T G WU OF I 1ECAL PR TR PRESERTIS i
- E
: DR Rmy
o+ EE — s e - = 12
R e e

CoER G:BB

22



http:n.tr4'c'l1r7�w.wl

Child Care Centers and Group Homes

Getl  _tarted In Child Care mu &
q

C&ECUEaﬁng Child Care Space How many children can be cared for in this space?

a0 . }

a’ |
—
25
= Preschool Preschool a5
r‘— 10 hlog _l
o BR " BR 10
ecintirsass, B 100 1 {vg | 1w 10 | —
Hallway _l
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Gettin,  .rted in Child Care ‘E\?

o Child Care Centers and Group Ho, s

Regulations Search for Child Care Centers

Find the answers to the following questions by locking in the regulation for child care centers.

ﬂ What is the age range for an infant In child care?

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

Do you think you’ll need liabifity insurance 1o operate a new chitd
care center?

What is the highest temperature of hor water In bathrooms and
sinks that'children will use?

Can toilet training chairs be used with young children in 3 chlld care
center?

Since most infants and toddlers are not ready to use a tollet, Is it
necessary to have a sink with running water in a diapering area?

Where are handwashing signs required to be posted in child care
centers?

[




Getting ted In Child Care Child Care Centers and Group Hon.

How many 2dult staff members wili be needed to provide child care
for a group of 15 preschocl-age children?

What is the maximum number of chlldren, ages 18 to 24 months,
that can be in the care of one adult at the same time?

How many staff will be needed in a combined infant/toddler room
with 6 chiidren?

Can one adult staff person be assigned to care for the remairiing 3
or 4 children as they wait for parents to pick them up at the end of
the day? '

Can all of the zdult staff {n a chiid care center tzke a break for lunch
while the children are napping?

- Would the kitcherrin a child care center be a good place to store
cleaning supplies and other toxic materials, since childeen would
rarely go in that area?

Where should emergency telephone numbers be kept in a child
care center? |

B-2




Gettin srted in Child Care

s one first aid kit sufficient fo‘r a child care center?

Is natural grass a good outdoor surface for undar large play
equipment like swingsets, sliding boards and climbing bars?

What Is the difference between “facility person” and “staff person”
in a child care center?

What is the minimum age requirement for a staff person in a child
care center?

What is the minimum number of hours of training required
annually for each staff person?

What are the responsibilitizs of a proup supervisor?

B-3

Child Care Centers and Group Horwes




Getting | ted in Child Care ' e Care Contors and Grous Hor
Regulations Search for Child Care Centers

\When can 2 child tare center directar 2ise be 3 group suparviser?

22, If a center enrolls 120 children, how many group supervisors, in
addition to the director, are needed?

23. You receive a Job application form a person who has & high school
diplernan and has cared for neighborhood children in her home for
8 years. What staff level position(s} Is this person qualified to take?

24. Ifacenter employs 20 people as child care staff, how many of these
positions may be at the alde qualification levei?

: l 25. Can aduit staff supervise outdoor play by standing inside and
watching children through windows?




Getting. _tedin Child Care

.

Child Care Centers and Group Hor.

Regulations Search for Group Child Care Homes

Find the answers to the following questions by looking In the regufation for group child care homes,

ik e s

!f‘

What is the age range for an Infant in child care?

According to group child care home regulations, a child in
kindérgarten would be grouped fn what age category?

Do you think you'll need Hability insurance to operate a group child
care home?

What is the highest ternperature of hot water in bathrooms and
sinks that children will use?

Can toilet training chairs be used with young chiidren in 2 group
child care home?

How many adult staff members will be neaeded to provide child care
for a group of 12 preschool-age children?

How many adult staff wilf be needed to provide child care fora
group with one infant, three toddlers, five preschoolers, and three
school-age children {who come after school)?
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Getting ted in Child Care

Child Care Centers and Group Hon.

8.  Can one staff person begin pr end the day, when children are being
dropped off or picked up?

9.  If yow're running a group chiid 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 In 2 group child care home
from 65:00 a.m. until 6:00 p.m. Your spouse comes home from work
at 5:00 and llke to sit down to read the newspaper and smoke a
cigarette before starting chores around the house. Will he beable | "I
to continue this practice? 1 I

111. Would the kitchen in a group chlld care home be a good place to
store cleaning supplies and other toxic materials, since children
would rarely go in that area?

12, Where should emergency telephone numbers be kept in a group
child care-home

]

|
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Getting  .ted in Child Care

14.

16.

17,

Regulations Search for Group Chil

Child Care Centers and Group Hor.

By,

What are the réquirements for guns and other weapons if you open
a group child care home in your own home

Are portable space heaters allowed to be used in 8 group child care
horne while children are in care?

ts natural grass a good outdoor surface for under large play
equipment like swingsets, siiding boards and dimbing bars?

You're planning to open a group child care home in your own
home. You have a lovely swimming poo! in your backyard. Wil the
children in child care be allowed to use your paol? What
requirements will need to be followed?

Wil your family's dog or cat be allowed In the child care and
around the children [n care?

d Care Homes

F
i
|
|

|
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Regulations Search for Group Child Care Homes

el G bR R ot hat

“What are the responsibilities of a primary staff person in a group
child care home?

i1 19. Does obtalning a high school diploma or general educational
development certificate (GED) meet the educational requirements
to be a primary staff person in a group child care home?

20. Whatis the minimum age for 2 staff person in a group child care
home?

21. What is the mlinimum 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 ot of babysitting when she
wasin high school. Is she gualified for the position?

|
|




Getth ., started in Child Care Sm\;) &a, Chﬂd Care Centers and Group Home .

Regulations Search for Group Child Care Homes

AT B ! F .%}: ek, i RN

23, Can adult staff supervise outdoor play by standing inslde and ' __i!
i watching children through windows? v

24. Can staffin a child care setting use spanking as a2 way to discipline
' children?

B 25. Ina group child care home, how many adult staff need first ald
| tralning?

It 26,  What are the requirements for volunteer staff In a group child care
home?

H27. what records need to be kept on file for each steff perscnin g
i group child care herme?




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 swearfaffirm that | have mailed or filed the reguests for ciearance to ChildLine, the Pennsyfvama -State Police,
and the Federal Bureau of Investigation.

I swear/affirm that | have not been named as a perpetrator of-a founded report of child abuse or as an individual
responsible for a founded repert for a school employee as defined by the Child Protective Services Law.

| swear/affirm that | 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)

Sectlion 2702 (relafing to aggravated assault)

Section 2709.1 (relating to stalking)

Section 2901 {relating to kidnapping}

Section 2902 {relating to unfawful 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 (relafing o sexual assault)

Section 3125 {relating to aggravated indecent assault)

Section 3126 {relating to indecent assault)

Section 3127 (relating to indecent exposure)

Section 4302 {relating o 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 {refating to corruption of minors)

Section 6312 (relating to sexual abuse of chitdren)

| have not been convicted of a felony offense under Act 64-1972 (refating to controlled substance, drug device
and cosmetic act) committed within the past five (5) years.

| understand that | must be dismissed if | am named as a perpetrator of a founded report of child abuse within
the past five (5) years or have bean convicted of any of the crimes listed above.

} understand that my employment may be terminated if | 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 in a founded or lndlcated

report for a schoot employee.

| hereby swear/affirm that the information as set forth above is true and correct to the best of my knowledge and
belief. | have read and understand the foregoing. 1 understand that the penalty for false swearing is a
misdemeanor of the third degree pursuant io Section 4903(b) of the Criminai Code.

Name: Signature; Date;

Withess: Signature: Date:




GUIDE — PROVISIONAL HIRING

Administrators of licensed day ‘care facilities are permitied to hire applicants on a provisionat 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 prowsuonai hire period, the appiicant must submit the following provusmnai 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).

A copy of the completed and mailed request for Childline child abuse history clearance.

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 ciick on "proof of
transaction” — (receipts). You will need the applicant’s name, date of birth and either the applicant's
registration 1D or social security number. The individual should seiect DPW when asked to select for

the specific clearance desired.

LN

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 Chiidiine child abuse
bistory clearance, the Pennsylvania State Police criminal history clearance and the FBI federal criminal-history
f arance must be in the employee's file NO LATER THAN 30 DAYS AFTER HIS/HER FIRST DAY OF
WORK IN THE FACGILITY (date of hire) and must remain on file for the duration of hisfher emplioyment.

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 80 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, Childiine and the rap sheet on file.

iinistrators 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

Y~ DPW information for Child Care Providers:
Le-iliwww dpw. state. pa.us/provider/earlylearning/index.htm

View information about the child care regulations:
http:/Aww.dpw. state. pa.us/publicationsforproviders/earivlearning/childcarereguiations/index.htm

View the child care regulations:

For child care centers at htip://www.pacode.com/secure/data/055/chapter3270/chap3270toc.himl
For group child care at hitp://mww.pacode. com/secure/data/055/chapter3280/chap3280toc.htmi
For family child care at hitp://www.pacode.com/secure/data/055/chapter3290/chap3290toc. himi

Access and download the manuals for provider orientations: _
http: //www.dpw.state.pa.us/provider/training/crientationtrainingforchildcareprovidersfindex.htm

Access and download DPW child care forms:
hitp://www.dpw. state. pa.us/publications/forproviders/childcareforms/index. htm

Access the OCDEL PELICAN (Certification and Licensing System):
https://www.pelican.state.pa.us/provider

Access the PELICAN Public User Link;
https .. //mww.pelican. state.pa.us/PPCSPublicFacing

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

£=arch for Early Learning Programs and Providers:
Y .://vmw.humanservices.state.pa.us/Compass.WebfProviderSearch/pqm/PSWEL.aspx

Obtain FB! clearances and receive informatibn:
hitp://www.pa.cogentid. com/index. htm

Obtain information about criminal background checks and child abuse clearances:
htto.//www.dpw. state. pa.us/findaform/childabusehistoryclearanceforms/S 001087

Access and download the Child Care Planning Toot Kit from the Pennsylvania Emergency Management Agency:
htip:/fwww. portal state. pa.us/portal/server.pt?open=5128&obiiD=46258& &PagelD=48022 1 &level=2&css=L2&mode=2

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

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

Access information from the Consumer Product Safety Commission (CPSC) about recalled products, including
toys and equipment:
http: //www.cpsc.gov/

Get information about pool safety from CPSC:
http://www. poolsafely.gov/

Get information about home playground safety from CPSC:
hitp://www.cpsc.aov/CPSCPUB/PUBS/324. pdf for home playgrounds

. information about public piaygrou'nd safety from CPSC:
http://www.cpsc.gov/CPSCPUB/PUBS/325. pdf

Sign up to receive CPSC email notices of recailed toys and equipment:
hitps://www.cpsc.qov/cpsclist.aspx
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