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MANUAL LETTER NO. 12-F-4

ISSUED BY:  Bureau of Child Care and Community Services,
Division of Child and Family Services

SUBJECT: Temporary Exceptions to Capacity Policy in Cedar Rapids Service Area.
Summary

The following process has been developed to expedite flood-related exception to policy requests
for displaced child care children in the Cedar Rapids Service Area to temporarily allow the
maximum capacity as permitted during emergency school closings. Requests may not exceed
the capacity allowed in 441 1AC 110.4(3) for emergency school closures. (See page 2.)

1. Child care providers may contact the local office to:

¢ Submit exception to policy requests for capacity, or

¢ Have assistants or substitutes necessary to meet capacity requirements fill out record
check forms. Providers will still be able to submit record check requests via the DIA
web page. http://www.dhs.state.ia.us/dhs/appeals/exceptions_policy.html

2. If the provider submits the request through the local office, the local office can either

¢+ Complete the template in the exception to policy link on the DHS home web page (you
do not need to complete any of the boxes after “why are you submitting an exception to
policy” except the name of requestor and date); or

¢ Send an e-mail via Outlook to DHS, Exceptions mailbox.

3. The local office shall review the provider file using the criteria on page 3 of this letter and
make a recommendation of support or non-support of the request using format “Local Office
Recommendation of Support for Exception to Policy Request” on page 3.

4. The Appeals Section will log in the response and send an acknowledgment letter. The
request will be assigned to Beth Walling for review.

5. Within one business day, Beth will make the recommendation for approval or denial and
issue an e-mail response to the designated local office with a copy to Nancy Freudenberg.

6. Nancy will be responsible for obtaining the Director’s verbal approval or denial. Beth will
e-mail or, if possible, phone the provider to report the decision.
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7. The formal, printed exception to policy will be completed within 10 days and processed
using normal sign-off and forwarding procedures. The local office shall put a copy of the
exception to policy e-mail and letter in the provider file.

Determining Allowable Number of Children in Care

The following chart summarizes the limits on the number of children that can be in care for each
category of home.

Child Development Homes: Number of Children Allowed in Care
,i Maximum no. Total no. of School age Extra part- Maximum Maximum
T of children children under children time children capacity capacity during
E under 24 school age, (attending of any age inclement
G months in care | including those | kindergarten (can’t exceed weather or
o at any one time under 24 or a higher the maximum emergency
R months grade level) for children school closings
v under 24 mo.)
4 6 2 for less than 2 0 8 8
A | No more than 3 hours at a time
may be under 18
months of age
4 6 4 2 atany one 12 12
B No more than 3 Can be in full- time If more than 8
may be under 18 time care when children are
months of age no school. present, must
Assistant is have a 14-year-
required if more old assistant.
than 8 children
are present for
more than 2
hours at a time.
4 12 2 for less than 2 2 atany one 16 16
C Whenever 4 If more than 8 hours at a time time If more than 8 If more than 8
children under children are children are are present,
18 months of present, both present, both must have 18-
age are in care, providers must providers must year-old
both providers be present. be present. assistant.
must be present.

Effective Date

Immediately.

Additional Information

Refer questions about this general letter to Janice Von Arb at the Field Office Support Unit
Service Help Desk. The toll free number is 1-866-347-7782 extension 9.




Local Office Recommendation of Support for Exception to Policy Request

Has the provider’s registered home been damaged by flood? (circle) Yes or No

If so, indicate if the home has been tagged (circle) green, vyellow, or red.
(If yellow or red, the exception will be denied.)

Is the provider currently on a corrective action plan? (circle) Yes or No

If so, list the non-compliance issues and dates.

OR
Does the file reflect any of the following:

1. Any action taken by the Department to revoke or serve an injunction?
(circle) Yes or No

2. A history of using unapproved substitutes or of unauthorized persons in the home
(i.e., persons with no record checks completed) (circle) Yes or No

3. Any over-capacity findings in the past 24 months? (circle) Yes or No

4. Incident of substantiated complaints (i.e., evidence of being out of compliance) in
the past 24 months? (circle) Yes or No

If so, provide the specific out-of-compliance issues related to health and safety
that are of such significance to warrant denial of the exception to policy.

Local Office Recommendation (check which applies)
Supports Does not support

Local Office Contact Person Date

Submit to DHS Appeals Unit, Attn: Nancy Freudenberg
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MANUAL LETTER NO. 12-F-5

ISSUED BY: Bureau of Child Care and Community Services,
Division of Child and Family Services

SUBJECT: Lead Assessment and Control, First Aid and CPR Training, Evaluation of
Deferred Judgments, KinderTrack Implementation, and Inspection Targets

Summary

This letter transmits a summary of law, rule, and system changes affecting child devel opment
home registration. This material will be incorporated into Chapter 12-F at alater date.

L ead Assessment and Control

A new rule on lead inspection and control, 441 IAC 110.5(1)"x,” goesinto effect on November
1, 2009. The rulerequires providers operating in facilities built before 1960 to:

¢ Complete avisual assessment for lead paint hazards,
¢ Apply interim controls (or obtain verification that the paint is not lead- based), and
¢ Submit areport of these activities to the Department with every application for registration.

Providers will use new forms 470-4755 and 470-4755(S), Lead Assessment and Control, to
record these activities. The provider must:

¢ Fill out the “Interim Control” page on an ongoing basis and whenever a hazard isidentified;
¢ Complete and sign the first page of the form before submitting the form with the application.

The Application for Child Development Home Registration has been revised to include
instructions for providers operating in facilities built before 1960 to submit form 470-4755 or
470-4755(S) with the application materials. Send a copy of form 470-4755 to the applicant/
provider with al initial and renewal application materials.

¢ Initia applicants who operate in pre-1960 facilities must submit this form with the
registration application beginning December 1, 2009.

¢ Providers who have avalid registration on November 1, 2009 (including those who apply in
November 2009) have until June 30, 2010, to complete the visual assessment and interim
controls. These providers must submit form 470-4755 with their next renewal application
after June 30, 2010.
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When compl eting an inspection on a child development home built before 1960, request to see
the provider’s form 470-4755. Follow up with corrective action if the provider isnot in
compliance with thisrule. However, be mindful of the timeframes for compliance listed above.

The Department’ s rule references rules of the lowa Department of Public Health (IDPH) on |ead-
safe work methods and certification of lead inspectors. IDPH is responsible for providing
guidance on these aspects of the rule. Refer providersto the IDPH for consultation on
conducting visual assessments, applying interim controls, and obtaining verification that paint is
not lead-based. The telephone number of the IDPH Lead Poisoning Prevention Program is
1-800-972-2026.

Thejoint IDPH/IDHS ICN training provided on September 18, 2009, has been recorded on DVD
and will be distributed to each service areafor use with registration and compliance staff. The
child care resource and referral agencies will distribute the training DV D to child development
home providers.

First Aid and CPR Training Requirements

The provider shall obtain first-aid training within the first three months of registration as a child
development home. This training shall include certification in infant and child first aid that
includes management of a blocked airway and mouth-to-mouth resuscitation. If children are
allowed to use a swimming pool, the provider must have current CPR training.

If the provider cannot locate first aid training that includes management of a blocked airway and
mouth-to-mouth resuscitation, the provider must complete both afirst aid course and CPR.

The provider shall maintain avalid certificate of thistraining. First Aid and CPR certificates
(when required) must be turned in with the renewal application materials.

Evaluation of Deferred Judgments

Deferred judgments on criminal records have not been subject to the record check process when
adetermination is made that the probationary period was completed satisfactorily (when
“discharged.”) Thisischanging.

All deferred judgments, whether discharged or not, shall be subject to the record check process,
asthey are considered to be convictions. Mandatory and time-limited prohibition criteria apply
to these convictions. Complete an evaluation of a deferred judgment in accordance with current
policy for those convictions that are subject to evaluation.

I mplementation of Kinder Track

AsKinderTrack in implemented in your service area, you will transition from use of printed
forms or Outlook templates to the system-generated forms. The gold seal will be obsolete with
the issuance of registration certificates through KinderTrack. Certificates issued through
KinderTrack will contain the effective and expiration dates for the registration period.



Annual Inspection Targets
Senate File 478, enacted in 2009, states that DHS shall seek to meet the following target
percentages of the total number of child development homesin the state inspected annually:

¢ FY 2010: 20%
¢ FY2011: 40%
¢ FY2012: 60%
¢ FY2013: 80%
¢ FY2014 and beyond: 100%

Effective Date
Immediately.
Additional Information

Refer questions about this manual letter to Janice Von Arb at the Field Office Support Unit
Service Help Desk. Thetoll free number is 1-866-347-7782, extension 9.
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Title 12 Licensing and Approval Standards Legal Basis
Chapter F Child Development Home Registration Revised, November 26, 2002
OVERVIEW

This chapter provides direction to workers concerning the registration process for child
development homes, including:

¢ Criminal record and child abuse registry checks
Compliance checks

Denial or revocation of a certificate
Consultative services

Casefiles

* & & o

Nonregistered child care homes are allowed to care for five children at any one time. The penalty
for anonregistered child care home that provides care to more than five children at any one time
isasimple misdemeanor.

In lowa, “licensing” and “registration” are distinct processes. Licensing requires compliance
with stringent requirements. A professional staff person visits the facility and makes an
evaluation before issuing the license. Inissuing alicense, the Department is saying the provider
meets the necessary requirements.

Registration is aless complicated process. The Department establishes minimum requirements.
The provider then self-certifies that the minimum requirements are and will be complied within
all areas of the child development home operation. In issuing aregistration certificate, the
Department is publicly stating that the provider has certified in writing that the provider meets
those requirements.

Responsibility for making sure the requirements are met rests primarily with the provider, the
parent, and the community. Registration isavoluntary process. However, lowa law limits the
numbers of children that may be cared for whether afamily child care home is registered or not.

L egal Basis

Registration of child development homesis required by lowa Code Chapter 237A. This
chapter also authorizes the Department to adopt rules setting minimum standards and
requirements for child development homes.



OVERVIEW lowa Department of Human Services
Legal Basis Title 12 Licensing and Approval Standards
Revised November 26, 2002 Chapter F Child Development Home Registration

These standards and requirements are contained in 441 lowa Administrative Code, Chapter
110. Pleaserefer to Comm. 143, Child Devel opment Home Registration Guidelines, for a
complete explanation of al of the minimum standards. (See 12-F-Appendix)

List of Requirements

Actions Forms
Respond to request for child Child Development Home Registration Guidelines,
development home registration Comm. 143
information by sending to applicant | Application for Child Development Home
provider Registration, 470-3384 or 470-3384(S)

DHS Criminal History Record Check, 595-1396 or
595-1396(S)

Complete child abuse registry Request for Child Abuse Information, 470-0643
check and criminal record check DHS Criminal History Record Check, 595-1396 or
595-1396(S)

Evaluation of any criminal Record Check Evaluation, 470-2310
convictions or founded child abuse | Checklist for Retroactive Review, 470-3416
Record Check Decision, 470-2386

Notice of negative actions Notice of Decision: Services, 470-0602

Complete certificate Certificate of Registration, 470-3498
Parent Guide to Child Development Home
Registration, SS-0702-3 or SS-0702-3(S)

Computer entry Licensing/Registration/Approval, 470-0717

SRS entry Services Reporting System, 470-0555

Spot-check Checklist for Child Development Home Registration,
470-0625

Renewa Department of Human Services renewal sea

Licensing/Registration/Approval, 470-0717
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Definition of Terms

Legal reference: 441 1AC 110.1(237A); lowa Code section 237A.1
“ Adult” means a person aged 18 or older.

“Applicant” means a person who has submitted a signed application that has not yet been
finalized.

“ Assistant” means aresponsible person aged 14 or older. The assistant may never be left
alone with children. Ultimate responsibility for supervision is with the child care provider.

“Administrator” means the administrator of the division designated by the director to
administer this chapter.

“Child” means either a person 12 years of age or younger, or a person 13 years of age or
older but younger than 19 years of age who has a developmental disability as defined under
the federal Developmental Disabilities Assistance and Bill of Rights Act of 2000.

“Child care’” meansthe care, supervision, or guidance of a child by a person other than the
child’s parent, guardian, or custodian for periods of less than 24 hours per day per child on
aregular basis.

“Child carecenter” or “center” means a (licensed) facility providing child care for seven
or more children, except when the facility is registered as a child development home.

“Child care home’ means a person or program providing child careto five or fewer
children at any one time that is not registered to provide child care.

“Child careworker” in this manual means the social worker who is responsible for the
child care registration program.

“Child development home” means a person or program registered under this chapter that
may provide child care to six or more children at any one time.

“Child carefacility” or “facility” means achild care center or child development home.
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“Deferred judgment” means the criminal conviction is postponed. During the time the
conviction is postponed, the person is on probation. At the end of the probationary period,
the criminal charges are dropped. There isthen no record of a conviction that can be used
to affect a person’s employment.

“Deferred sentence” means a person is guilty of the crimeinvolved, but the sentenceis
postponed. During the time the sentence is postponed, the person is on probation. At the
end of the probationary period, the person is discharged from probation but the criminal
conviction still stands. Note: There may occasionally be a“deferred disposition.” Treat
this as you would a deferred sentence for the purpose of child care.

“Department” means the Department of Human Services.
“Director” means the director of the Department of Human Services.

“Guiddines’ meansthe Child Development Home Registration Guidelines, Comm. 143,
found in 12-F-Appendix.

“Negativerecord check” means no criminal conviction or founded child abuse report.
“Parent” means parent or legal guardian.

“Part-time hours’ means the hours that child development homesin categories B and C
are allowed to exceed their maximum preschool and/or school age capacity. A provider
may use atotal of up to 180 hours per month as part-time hours. No more than two
children using part-time hours may be in the child development home at any one time.

“Positive record check” means acriminal conviction or afounded child abuse report.

“Provider” means the adult listed on the registration certificate for a child development
home or the adult who is responsible and provides the child care in an unregistered child
care home.

“Registration” means the process by which child care providers certify that they comply
with rules adopted by the Department.
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“Registration certificate” means the written document issued by the department to
publicly state that the provider has certified in writing compliance with the minimum
requirements for registration of a child development home.

“ Spot-check” means avisit to a 20% sample of child development homes to determine if
the homes are in compliance with the minimum requirements.

Previous Registr ation Systems

Before December 1, 2002, there were two systems of child care home registration in lowa.
Providers who are registered under either of these systems may remain in that system until
either:

¢ Their certificate of registration expires, or
¢ They request that their registration be changed to a child development home
registration.

The following charts outline the number of children allowed in care for these previous
registration systems.
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FAMILY/GROUP/GROUP JOINT REGISTRATION
Number of Children Allowed in Care
Family Child Care Group Child Care Group Chlld.Care
Homes-Joint
Homes Homes : :
Registration
Infants . :
(under 24 mo) Maximum of 4 at any one time.
Preschool ] ] o ) ] ]
(24 months to Maximum including infants = 6. Maximum including
entering school) infants = 11.
School-Aged 5forlessthan 2 hoursat | 5at any onetime, PLUS | Includedinthe basic 11
(kindergarten or | any onetime. 4forlessthan2 hoursat | maximum, PLUS 4 for
ahigher grade) any onetime. less than 2 hours at any
onetime.
I nclement 11 children total (see 15 children total (see 15 children total (see
Weather above) with aresponsible | above) with aresponsible | above) with ajoint holder
Exception helper (see below) present | helper (see below) present | of the Certificate of
(under applicable | when more than 6 when more than 6 Registration present when
conditions) children are present for 2 | children are present for 2 | more than 6 children are
hours or more. hours or more. present for 2 hours or
more.
Assistant 14 years of age or older. 14 years of age or older. Joint holder of certificate
Required Must be present only Must be present whenever | (adult meeting al
when inclement weather more than 6 children are | provider requirements).
exceptionisin place. present for 2 hours or Must be present whenever
more. more than 6 children are
present.
Total Children | Maximum of 11: Maximum of 15: Maximum of 15:
Permitted 6 under school age + 6 under school age + 11 children + 4 school-
5 school-age under 2 hrs. | 5 school-age over 2 hrs. + | age under 2 hrs. See
4 school-age under 2 hrs. | above limits.

Note: A group child care home-joint registration may care for amaximum of 11 children.
This maximum includes infants, preschoolers, and school-age children full time, with an
additional four school-age children present for less than two hours at any one time.
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4—-LEVEL CHILD CAREHOME REGISTRATION
Number of Children Allowed in Care
Level 1 Level 2 Level 3 Level 4
Under 24 i . . .
months 3atatime 3atatime 3atatime 4 a atime
Under school
age, including 6 6 6 12
under 24 months
School-aged 2forlessthan2 | 4forlessthan 2 4— 2 for lessthan 2
(kindergartenora | poyrsatatime | hoursatatime | Canbefull-time | hoyrsat atime
higher grade) in care when no
school. Assistant
required if more
than 8 are present
for more than 2
hours a atime.
Additional _ _ _
part-time 0 2atany onetime | 2at any onetime | 2 at any onetime
children
Maximum 8 12 12 16—
capacity If more than 8 are
present, second
person who meets
individual
qualifications for
registration must
be present.
Maximum 8 12— 16—
during If morethan 8 are | If morethan 8 are
inclement present, must present, must
weather have 14-year-old | have 18-year-old
assistant. assistant.

Note: Maximum number of hours care may be provided for all part-time children
combined = 180 hours per month.
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CATEGORIESOF CHILD DEVELOPMENT HOMES
Legal reference:  lowa Code section 237A.1(8); 441 IAC 110.8(237A)

Child development homes are divided into three categories. A, B, and C, based on the provider’s
education and experience. These categories take effect December 1, 2002. They apply to any
person requesting registration or renewal on or after December 1, 2002.

Providers currently registered as family, group, group/joint, Level 1, I1, 111, or IV, will transition
into the child development home categories at their time of registration renewal or when they
request to change their registration, whichever dateisfirst.

Infants and preschool children of the provider ARE counted in the total number of children.
School-aged children of the provider are NOT counted in the total number of children (unless
they are staying home, e.g. for home-schooling).

The summer before a child enters kindergarten, the child is still counted as a preschooler. A
child is counted as school-aged from the first day of kindergarten on, including days school is not
in session and summer vacation.

Children are counted in the child care capacity up to the age of 13, unless they are considered to
have special needs. Special needs children may be counted in the child care capacity up to the
age of 19.

When providers are home-schooling their own school-age children, these children ARE included
in the total number of children. If achild is school-age, but is staying home, that child countsin
the providers child care capacity.

Thisis consistent with counting the provider’ s own children if they are younger and at home.
The Legidlature’ s rationale for not counting the provider’ s school-age children was that these
children are normally away from the home for most of the day.

If alicensed foster homeis aso providing child care, the provider MUST register as a child
development home. The foster children must be considered the children of the person operating
the child development home in determining the number of child care children for which the
home can be registered.
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CHILD DEVELOPMENT HOMES
Number of Children Allowed in Care

inclement
weather and
emer gency
school closings

If more than 8 children are
present, must have a 14
year-old assistant.

Category A Category B Category C
Under 24 4 at atime- 4t atime— 4 at atime
months Only 3 may be under | Only 3 may be under the age Both providers must be
the age of 18 months of 18 months present when 4 children
under the age of 18 months
arein care.
Under school 12
age, including 6 6 If more than 8 are present,
under 24 months both providers must be
present.
School-aged 2 forlessthan 2 4— 2 for lessthan 2 hours
(kindergarten or hours at atime Can be full-timein child at atime
a higher grade) care when no school.
Assistant required if more
than 8 are present for more
than 2 hours at atime.
Additional 0 2 at any onetime 2 at any one time
part-time
Maximum 8 12 16—
capacity If more than 8 children are
present, both providers must
be present.
Maximum for 8 12— 16—

If more than 8 are present,
must have 18-year-old
assistant.

Note: These numbersinclude the provider’sinfant and preschool children.
Category B & C providers may use up to 180 part-time hours per month. These children
may be any age (not to exceed the maximum number of children under 24 months).*
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CHILD DEVELOPMENT HOMES
Facility, Provider, and Training Requirements

indoors

+ 50 sguare feet of child
space outdoors

+ Quiet areafor sick
children

+ Firesafety:
* Fire extinguisher
* Smoke detectors
» Two direct exits

+ High school diplomaor
GED

+ Haveeither:

« 5 years experience working
directly with childrenin
child care, or

« CDA or 2- or 4-year child-
care-related degree AND 4
years experience working
directly with childrenin
child care

Category | Facility Requirements Provider Qualifications Training Requirements
A + Fire extinguisher + 18yearsold Within 1st 3 months:
+ Smoke detectors + 3reference letters * Mandatory reporter
training
* First aid with rescue
breathing
1st year of registration:
12 hourstraining, 2 hours
must be health and safety
2nd year and following:
12 hours of training
B + 35squarefeet per child | + 20yearsold Within 1st 3 months:
indoors + High school diplomaor * Mandatory reporter
+ 50 square feet of child GED traning
space outdoors + Have either: e Frst a!d with rescue
+ Quiet areafor sick * 2 years experience working bresthing
children directly with childrenin 1st year of registration:
o Fire sofety: child care, or 12 hourstraining, 2 hours
« Fire extinguisher * CDA or 2- or 4 -year must be health and safety
« Smoke detectors degree in child care related 2nd year and following:
« Two direct exits field AND 1 year of 12 hours of training
experience working
directly with childrenin
child care
C + 35squarefeet per child | «+ 21yearsold Within 1st 3 months

» Mandatory reporter
training

* First aid with rescue
breathing

1st year of registration

12 hourstraining, 2 hours

must be health and safety

2nd year and following
12 hours of training

10
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Not al requirements for child development homes are in this manual. For specific health and
safety, provider, activity program, discipline, meals, and children’ sfiles requirements, refer to
Comm. 143, Child Development Home Registration Guidelines.

Child Development Home Category A
Legal reference:  lowa Code section 237A.1(8)“a’; 441 1AC 110.8(237A)

In child development home category A, providers may care for up to six preschool children
at any onetime. Of these six children, not more than four children who are 24 months of
age or younger may bein care. Of the four children under 24 months of age, no more than
three may be 18 months of age or younger.

The provider’s own preschool age children are included in the total count. The provider’s
own children attending kindergarten or a higher level are not included in the total count. In
addition to these six children, up to two children who attend school may be present for less
than two hours at atime.

On days when schools are closed due to emergencies such as inclement weather or physical
plant failure, child development home category A, providers may care for a maximum of 8
children. This exception does not apply on non-emergency no-school days, such asin-
service, conference, or vacation days.

A child development home category A provider must:

¢ Beatleast 18 yearsold.
¢+ Havethree written references that attest to character and ability to provide child care.

11
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Child Development Home Category B
Legal reference:  lowa Code section 237A.1(8)“a’; 441 1AC 110.9(237A)

In child development home category B, providers may care for up to six or eight preschool
children at any onetime. Of these six children, not more than four children who are 24
months of age or younger may bein care. Of the four children under 24 months of age, no
more than three may be 18 months of age or younger.

The provider’s own preschool age children are included in the total count. The provider’s
own children attending kindergarten or a higher level are not included in the total count.

In addition to these six children, up to four children who attend school may be present.
Whenever more than eight children are present at any one time for more than two hours, the
provider must be assisted by a DHS-approved assistant aged 14 or older. Up to two
children may also be present who are using part-time hours. (See Part-Time Hour sffor
explanation.)

On days when schools are closed due to emergencies such as inclement weather or physical
plant failure, child development home category B, providers may care for a maximum of 12
children.

Whenever more than eight children are present at any one time for more than two hours, the
provider must be assisted by a DHS-approved assistant aged 14 or older. Thisexception
does not apply on non-emergency no-school days, such asin-service, conference, or
vacation days.

A child development home category B provider must:

¢ Beatleast 20 yearsold.
¢ Have ahigh school diplomaor GED.
¢ Meet one of the following requirements:

» Havetwo years experience as a hon-registered or registered child care home
provider,

» A child development associate (CDA) credentia, or

» A two-year or four-year college degree in a child-care-related field and one year of
experience as aregistered or non-registered child care home provider.
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Child Development Home Category C
Legal reference:  lowa Code Section 237A.1(8)“a’; 441 1AC 110.10(237A)

In child development home category C, providers may care for up to 12 preschool children
at any onetime. Whenever more than eight children are present, both providers must be
present, and each must meet the individual qualifications for registration as a category C
provider.

Of these 12 children, not more than four children who are 18 months of age or younger may
bein care. Whenever four children under the age of 18 months are in care, both providers
must be present, and each must meet the individual qualifications for registration as a
category C provider.

The providers own preschool age children are included in the total count. The providers
own children attending kindergarten or a higher level are not included in the total count.

In addition to these 12 children, up to two children who attend school may be present for a
period of less than two hours at any one time. Up to two children may also be present who
are using part-time hours. (See Part-Time Hour slfor explanation).

On days when schools are closed due to emergencies such as inclement weather or physical
plant failure, child development home category C providers may care for a maximum of 16
children.

Whenever more than eight children are present at any one time during an emergency school
closing day, the provider must be assisted by a DHS-approved assistant aged 18 or older.
This exception does not apply on non-emergency no-school days, such asin-service,
conference, or vacation days.

13
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A child development home category C provider must:

¢ Beatleast 21 yearsold.
¢ Have ahigh school diplomaor GED.
¢ Meet one of the following requirements:

» Havefive years experience as a non-registered or registered child care home
provider.

» Haveachild development associate (CDA) credential or atwo-year or four-year
college degreein achild carerelated field and four years of experience as anon-
registered or registered child care home provider.

Grandfathering

Child care home providers who are registered as of November 30, 2002, shall be
grandfathered into the new system. They may transition into the new system at their
renewal time or earlier, if they request it:

¢ Family, group, and Level 1-3 providers are considered to have met the provider
qualifications for child devel opment home categories A or B registration, and may
choose to register at either of these categories.

¢ Group/joint and Level 4 providers are considered to have met the provider
qualifications for child development home categories A, B, or C registration, and may
choose to register at any of these categories.

Transition Exceptions
Legal reference:  lowa Code 237A, 441 1AC 110.13(237A)

If acurrently registered child care provider applies for child development home
registration, the following exceptions are allowed:

¢ Infant care. A currently registered provider who is providing child care to four
children under the age of 18 months at the time of their registration as a child
development home provider may continue to care for those 4 children.
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However, when the provider no longer provides care to 1 or more of the children or 1 or
more of the children reaches the age of 18 months, the exception no longer applies.

The overall limit on the number of children authorized for the level of care remainsthe
same.

School-aged care. A currently registered provider who is providing child care to more
school-aged children than are allowed as a child development home provider, but isin
compliance with family/group/group-joint or 4-level- child care home regulations may
continue to provide care for those specific school-aged children. When the provider no
longer provides care to those specific children, the exception no longer applies.

Facility Reguirements

¢

¢

¢

¢

¢

Legal reference:  lowa Code section 237A, 441 IAC 110.9(3), 441 1AC 110.9(1)(237A)

All child development homes must have:

A 2A 10BC rated fire extinguisher located in avisible and readily accessible place on
each child-occupied floor.

A minimum of one smoke detector in each child-occupied room and at the top of every
stairway.

In addition, child development home categories B and C must have the following:

A minimum of 35 square feet of in-door child use floor space for each child in care.
A minimum of 50 square feet of outdoor space for each child in care.
A separate quiet areafor sick children.

Two direct exits to the outside from the main floor. If the basement or second story of
the facility is used for child care, other than the use of arestroom, they must have, in
addition to one inside stairway, one direct exit to the outside.

15
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Training Requirements

Legal reference:  lowa Code section 237A.1(8)“a’; 441 1AC 110.5(237A)

All child development home providers must meet the following training requirements:
¢ Within thefirst three months of registration:

» Two hours of approved child abuse and neglect mandatory reporter training. This
training must be repeated every five years.

» Certification in infant and child first aid that includes rescue breathing. The
provider must maintain avalid certificate indicating the date of training and the
expiration date. Providers who are unable to obtain first aid training that includes
mouth-to-mouth resuscitation must obtain a certificate in both first aid and CPR.

The certification period may vary, depending on the training provider. Aslong as
the expiration date has not passed, the certificate is current.

¢ Within thefirst year of registration: 12 hours of training. Of this 12 hours, 2 hours
must be in the area of health and safety.

¢ Inthe second year of registration and every year following: 12 hours of training.
At least six hours of the yearly training must be received in a sponsored group setting, such

as child care resource and referral agencies, lowa State University extension, or community
colleges.

Providers who complete the ChildNet training series (available through their local child
care resource and referral agency) may use those hoursto fulfill a maximum of two years
training requirements, not including first aid and mandatory reporter training.

Part-TimeHours

Legal reference: 441 1AC 110.1(237A)

Child development home categories B and C providers are allowed to use part-time hours.
It is necessary for a provider to use part-time hours only if the number of children in care
exceeds the allowable capacity.
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The home is allowed to have up to two additional children in care who are preschool or
school-aged. The provider may NEVER exceed the maximum number of children under
24 months of age in care. The home may use a maximum of 180 hours of part-time care
per month. The provider must keep arecord of the number of part-time hours used.

1. A category B provider is providing care for:

» One six-month-old full time
» One 12-month-old full time
» Two 19-month-olds full time
e Two three-year-olds full time

A parent asks the provider to care for a 20-month-old child ten hours per week. The
provider cannot do this, because the provider is already caring for the maximum number
of children under 24 months.

2. A category B provider is providing care for:

* One 6-month-old 20 hours per week

* One six-month-old ten hours per week
» One nine-month-old full time

* One 22-month-old full time.

A parent asks the provider to care for a 20-month-old child ten hours per week. The
provider can do this, aslong as the provider never has more than four of these childrenin
care at the same time.

3. A category C provider is providing care for12 children aged two through four years. A
parent asks the provider to care for athree-year-old 25 hours per week. The provider can
do this but must count these hours in the part-time allotment, because the presence of the
13th child puts the provider over the allowable number of childrenin care.

4. A category B provider is providing care for:

» Two three-month olds full time
* One four-year-old-full time
» Onethree-year-old full time

A parent asks the provider to care for athree-year-old child 15 hours per week. The
provider can do this and does not need to count these as part-time hours, because the
provider is within the allowable number of children in care.

17
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Substitute Providers
Legal reference: 441 1AC 110.5(10) and (237A)

Substitute providers must:
¢ Be 18-years-of-age or older.
¢ Successfully complete criminal conviction and child abuse record checks.

¢ Complete approved child abuse and neglect mandatory reporter training. The training
must be completed within six months of employment and every five years thereafter.

¢ Obtain certification in infant and child first aid that includes rescue breathing. The
substitute provider must maintain avalid certificate indicating the date of training and
the expiration date.

The child care provider shall assume responsibility for providing adequate and appropriate
supervision at al times children are in attendance. Any substitute provider shall have the
same responsibility for providing adequate and appropriate supervision. Ultimate
responsibility for supervision will be with the child care provider.

All regulations regarding supervision and care of children apply to substitutes. Except in
emergencies, the child care provider shall inform parents in advance of the planned use of a
substitute provider.

Substitute care may be used in the home up to 25 child care hours per month and for an
additional period of up to two weeksin a 12 month period. Thislimit appliesto the child
development home, regardless of the number of people who may be providing the
substitute care. The provider shall maintain awritten record of the number of hours
substitute care was provided, including the date and the name of the substitute provider.
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REGISTRATION PROCESS

Legal reference: 441 1AC 110.2(237A), 110.3(237A)

The registration processis:

1

The applicant provider requests application forms and instructions for registration from the
local office.
A staff person gives or sends the applicant provider the required forms, including:

¢ Comm. 143, Child Development Home Registration Guidelines.
¢ 470-3384 or 470-3384(S), Application for Child Development Home Registration.
¢ 595-1396 or 595-1396(S), DHS Criminal History Record Check.

Y ou may include other information in the initial package, such asinformation on the child
care resource and referral agency, the Child and Adult Care Food Program (CACFP), radon
detection, etc.

The applicant provider must:

¢ Read theinstructions.

¢ Complete the application form.

¢ Haveone DHSCriminal History Record Check form completed by every provider,
assistant, person living in the home, and person who has access to a child when the
child isalone who is 14 years old and older.

¢ Return the application and the DHS Criminal History Record Check forms to the local
office.

Note: If the applicant does not return the DHS Criminal History Record Check formsto
the local office, the registration process terminates. See ADVERSE ACTIONS|
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The local office:

¢ Reviewsthe application to make certain it is complete.

¢ Sendsthe DHSCriminal History Record Check to the Division of Criminal
Investigations (DCI). See 12-F-Appendix,|DHS Criminal History Record Check, |

[595-1396 and 595-1396(S)]

¢ Completes form 470-0643, Request for Child Abuse Information, for the provider, the
assistant, any person living in the home, and anyone who has access to a child when the
childisaone. Submitsthese formsto the staff person in the office who is responsible
for checking the ACAN and STAR systems. See 12-F-Appendix,|Request for Child |

[Abuse I nfor mation, 470-0643. |

¢ Checksthe Sex Offender Registry for each person aged 14 or over who is listed on the
Application for Child Development Home Registration, as follows:

Access the Sex Offender Registry at: www.iowasexoffender .com:|

Enter the person’s last name.

« Select ALL under “county.” Do not choose a specific county.
« Select SEARCH.

If the search shows a conviction that occurred in lowa, check the DCI form to make
sure this conviction also appears there.

If the search shows a conviction that occurred outside lowa, add this conviction to
the letter that is sent with form 470-2310 or 470-2310(S), Record Check
Evaluation.

Document in the case file the result of the sex offender registry check for each
person aged 14 or over listed on the application.

When there isarecord of founded child abuse, criminal conviction, or placement on the
Sex Offender Registry, place the registration process on hold while the person proceeds
through the evaluation process. See CRIMINAL AND CHILD ABUSE RECORD|
[CHECKY

Note: If the evaluation process concludes that the record prohibits registration, deny the
application. See ADVERSE ACTIONS|
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6.

When the criminal history, child abuse, and Sex Offender Registry checks are returned as
having no criminal convictions or founded abuse records, or the record has been evaluated
and found not to prohibit registration, approve the application. To approve the application:

¢ Stamp the application form with an expiration date. The expiration date shall be two
years from the effective date, and always the first day of the month. The effective date
isthe first day of the month in which the application was received.

<*

Compl ete the Certificate of Registration. See 12-F-Appendix,|Certificate of |
[Red . - |

Attach a seal carrying the expiration date.

<*

<*

Mail the Certificate of Registration to the provider, along with 12 copies of the Parent
Guide to Child Devel opment Home Registration. (See 12-F-Appendix,|Parent Guide |
[to Child Development Home Registration, SS-0/02-3 and SS-0/02-3(S).)

¢ Make necessary changes to the DCPD system (See 14-H.)

¢ Enter the homeinto the SRS system as an E case. The code to use for child
development home categories A and B registration is E16. For child development
home category C registration, use E14. Leave the SRS case open until the homeisno
longer registered. Thiswill cover registration, spot checks, complaint follow-ups, etc.

Renewal of Certificate
Legal reference: 441 1AC 110.3(237A)

Providers must complete the registration process every 24 months. Send out renewal letters
to providers six weeks before the provider’ sregistration renewal date. Along with the
letter, include an application and a self-addressed stamped envel ope.

A provider that does not respond within ten days of the expiration of the Certificate of
Registration is no longer registered. Remove the provider from the registration list by
making necessary changes to the DCPD system (see 14-H) and closing the SRS case. If the
provider later wishes to be reinstated, consider the application as new application and
follow the procedures for a new application to become registered.
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When a provider renews registration, certificates of training must be turned in with the
renewal application.

Complete criminal, sex offender, and child abuse record checks on each person aged 14 or
over who islisted on the Application for Child Development Home Registration. If a
person has a criminal record or afounded abuse record that has been evaluated previously
for child development home registration, do not re-evaluate. Evaluate only new
convictions or new founded abuse reports.

At the time of renewal, mail arenewal seal that includes a new expiration date to the
applicant-provider, and make necessary changes to the DCPD system. (See 14-H.)

CRIMINAL AND CHILD ABUSE RECORD CHECKS
Legal reference:  lowa Code section 237A.5(2)(a) and 441 1AC 110.7(3)

The following people must have a child abuse registry check:

Every operator of achild development home.

All staff members with direct responsibility for child care, including substitute providers.
Anyone 14 years and older who isliving in aregistered child development home.

Anyone who has access to a child when the child is aone.

Any nonregistered child care home provider wishing to provide state-funded child care.

Any person living in the home of a person who has applied to provide state-funded child care.

* & & O o o

Also do new checks whenever there is a change in the household members or a new assistant or
substitute, or the Department becomes aware of any founded abuses or criminal convictions.
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Anyone 14 years old or older must also have a criminal records check and a check of the Sex
Offender Registry. The operator of a child development home (or a nonregistered provider
wishing to provide state funded child care) is responsible for submitting the DHS Criminal
History Record Check, form 595-1396 or 595-1396(S), and initiating all required criminal record
checks for staff assistants and other people living in the home.

Send al criminal records check forms directly to the Division of Criminal Investigations (DCI)
by regular mail to the address given on the form, or submit them to DCI by fax at 515-242-6876.
In the section headed “FrRoM:” complete the full address of your office, as DCI does not have
access to the courier system that delivers “local” mail. DCI will return all completed record
checks directly to you, viaregular mail.

A Department staff person completes a Request for Child Abuse Information, form 470-0643, for
each child abuse registry check being made. Authorized local office staff complete the check.

Note: You may request crimina and child abuse records from other states. The procedure for
this depends on each state’ srequirements. If a positive report is returned, follow the regular
evaluation process.

Information provided by a criminal records check or a child abuse registry check is confidential.
All record checks showing a conviction or afounded abuse shall be kept in a confidential filein
the local offices, and shall not be sent to the operator of the child development home.

A registered provider may discuss this information only with the staff person on whom the check
was completed. A provider or any other person who uses the information for other purposes or
who communicates the information to another person may be guilty of a misdemeanor.

Individuals with the following convictions or founded child abuse reports are prohibited from
registration as a child devel opment home provider, employment in a child development home,
living in a child development home, receiving public funding for providing child care, or living
in achild care home that receives public funding:

¢ Founded child or dependent abuse that was determined to be sexual abuse

Placement on the sex offender registry

Felony child endangerment or neglect or abandonment of a dependent person.

Felony domestic abuse.

Felony crime against a child including but not limited to sexual exploitation of a minor.
A forcible felony.

* & & o o
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Issue a notice of decision to these individuals informing them that “Based on lowa Code
237A.3A, you are prohibited from involvement with child care.”

Individuals with the following convictions and founded abuse reports are prohibited from
registration as a child devel opment home provider, employment in a child development home,
living in a child development home, receiving public funding for providing child care, or living
in a child care home that receives public funding for five years from the date of the conviction or
founded abuse report:

¢ Conviction of controlled substance offense under lowa Code Chapter 124
¢ Founded child abuse that was determined to be physical abuse.

Issue a notice of decision to these individuals informing them that “Based on lowa Code
237A.3A, you are prohibited from involvement with child care. This prohibition isin effect for a
period of five years from the date of your conviction or founded child abuse. Y ou may reapply
after the five-year period has passed.”

For all other persons with criminal convictions or founded child abuse reports, compl ete the
evaluation as outlined in Record Check Evaluation Procedure.

The following sections give more information on:

¢ [The procedure for evaluating a criminal record or founded child abuse]
¢ [Guidelines for evaluating positive criminal record checks|

¢ Guidelines for retroactive review of registered child abuse reports|

¢ [Guidelinesfor child abuse evaluations]

Record Check Evaluation Procedure
Legal reference:  lowa Code Section 237A.5(2)(c), 441 1AC 110.7(3)

Evaluate the conviction or the abuse report and determine whether it merits prohibition of
employment, registration, or providing state funded child care. In the evaluation, consider:

The nature and seriousness of the crime or abuse in relation to the position sought.
The time elapsed since the commission of the crime or founded abuse.

The circumstances under which the crime or founded abuse was committed.

The degree of rehabilitation.

The number of crimes or founded abuse committed by the person involved.

* & & o o
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Base the evaluation primarily on form 470-2310 or 470-2310(S), Record Check Evaluation,
completed by the person with the criminal or abuse record. See 12-F-Appendix,[Record ]
[Check Evaluation, 470-2310 and 470-2310(S).| You may aso use information from other
sources, such as records or files available at district courts, law enforcement agencies, and
the central abuse registry, in the evaluation.

Within five days of receipt of a positive record check, send form 470-2310 or 470-2310(S)
to every person with a positive report. Send a separate form for each conviction and
founded child abuse report. Send aletter with the forms explaining the purpose and
directing the person to complete and return the forms within ten days. Sample wording for
thisletter is asfollows:

Dear:

lowa Code Chapter 237A.5 requires the Department of Human Services to evaluate all
crimes and founded child abuse reports of persons wanting to operate, be employed in, or
live in aregistered child development home, or have access to a child when the child is
alone. The purpose of the evaluation is to determine whether the crime or abuse merits
prohibition of registration and employment or residence in aregistered home.

Our records check indicates that you have the following convictions and founded child abuse

reports:

1. OMVI date of conviction  1-20-85
1. Child abuse report dated 4-16-93
2. Child abuse report dated 6-18-96

Enclosed are three Record Check Evaluation forms for completion. Please complete one
form for each crime and child abuse report listed above. Return the completed forms to this
office within ten days from the date of this letter. Failure to return the completed forms will
result in adenial of your registration application.

Please be thorough and give this your prompt attention. Please include the type of contact
you will have with the children in the child development home. The completed forms will
assist the Department in making a decision whether these reports prohibit child care
employment, registration, or residence in aregistered home.

If you have any question about completing this form, please call
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When the Record Check Evaluations are not returned, deny the application for registration
and deny nonregistered providers of providing state funded child care. Send a Notice of
Decision: Services, within 30 days after the evaluation form was due to be returned. See
12-F-Appendix[Notice of Decision: Services, Form 470-0602.] If the Record Check

Evaluation is returned after the specified period, resume the evaluation process.

The service area manager designates the members of the evaluation committee. The
committee may include supervisory staff or child care workers. The evaluation committee
shall complete a Record Check Decision, form 470-2386, for each person who completed a
Record Check Evaluation.

Use one of the guidelines when compl eting the Record Check Decision:

¢ Crimina
¢ Retroactive review of registered child abuse reports
¢ Child abuse

When Record Check Evaluations on founded child abuse are returned, the service area
manager or the evaluation committee shall complete a retroactive review on the abuse. See
(Guidelines for Retroactive Review of Registered Abuse Reports]

For criminal convictions, the service area manager or the evaluation committee shall
complete the evaluation process as soon as possible, but no later than 30 days after the
responsible office receives the Record Check Evaluations. See Guidelinesfor Evaluating|
Criminal Records|

When the evaluation is complete, notify the provider of the results of the evaluation, using
forms 470-2386 or 470-2386(S), Record Check Decision, and 470-0602, Notice of
Decision: Services. For denials, send copies to the county attorney and Division of
Behavioral, Developmental, and Protective Services for Families, Adults, and Children
(BDP-FAC) central office.

If the person chooses to appeal a decision, the information on the Record Check Decision
must be complete enough to be presented at the appeal hearing to justify the decision
reached. Each of the areas of information addressed on the evaluation form should be
addressed in the committee’ s written decision.
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Note: If you reach a negative decision on an evaluation for aperson in ahomethat is
already registered, proceed to revoke the registration. See ADVERSE ACTIONS

When a Record Check Decision is completed on anyone other than the provider, send a
Notice of Decision: Servicesto the operator of the registered child devel opment home,
notifying the provider of the results of the Record Check Decision. This Notice of
Decision: Services shall be placed in the provider’s personnel file.

If the person on whom the evaluation was compl eted requests the reason for the adverse
decision, provide a copy of the Record Check Decision to that person only. Note that the
Record Check Decision and any other information relating to a conviction or a founded
child abuse report is confidential. Any such information shall be kept in afile separate
from the registration file, and shall not be available for public review.

EVALUATION PROCEDURE FOR CRIMINAL RECORDS CHECKS

DHS Criminal History Record Check is returned with a conviction

A

Send out evaluation form within five days

Send NOD
No —P denying
registration

Returned
in
ten days?

Evaluated by service
area manager or 4—Yes
designee within 30 days

A

If the provider is currently
registered, proceed
with revocation.

i—Yes Approved? Noj

i Send Record
Continue or
registration Check Decision
grocess and NOD to
P individual

N

If the provider is currently
registered, proceed
with revocation.
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If the adverse decision isfor an employee, and the employee decides to appeadl, it shall be
the decision of the child development home provider whether to let the employee continue
working during the appeal .

Guiddinesfor Evaluating Criminal Records
Legal reference: 441 1AC 110.7(3) and (237A)

When the criminal record indicates a deferred sentence, the person is guilty of the crime
involved, but the sentence is postponed. During the time the sentence is postponed, the
person is on probation. At the end of the probationary period, the person is discharged
from probation, but the criminal conviction still stands.

Evaluation is required for a person with a deferred sentence, whether still on probation or
after probation has been completed. Occasionally you may find adeferred disposition.
Treat this as a deferred sentence.

When the criminal record indicates a deferred judgment, the criminal conviction is
postponed. During the time the conviction is postponed, the person is on probation. At the
end of the probationary period, the criminal charges are dropped.

A deferred judgment may still show on the criminal record, but if it is determined that the
probationary period was completed satisfactorily, it does not require an evaluation. Y ou
may determine whether the probationary period was completed satisfactorily by:

¢ Checking with the clerk of court in the county where the action occurred or
¢ Asking the person to provide proof to you of the outcome.

When the criminal record indicates a juvenile delinquency adjudication, you may not use
that adjudication against the person in arecord check evaluation. Do not evaluate this
adjudication. However, if you find that the grounds for the adjudication raise concern for
the health and safety of childrenin child care, please contact central office to find an
alternate resolution to your concerns.

If the person was under 18 years of age and was waived to adult court, complete an
evaluation as you would for any adult conviction or founded abuse.

Consider each of the following areas when evaluating convictions for crimes. (The
guestions listed under each area are intended to assist you in completing an evaluation.)
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¢ Nature and seriousness of crime in relation to the position sought:

* Didthe crimeinvolve property or people or both?

» Wasthere potential danger to the victim?

*  Werethere any injuriesto people? Were they permanent?

*  Wereweapons used? Wasforce used?

* What was the punishment?

* What was the age of victim?

* Wasthevictim in avulnerable category, such as children, handicapped, or elderly?
* What was the age of the person committing the crime?

* How doesthisinformation relate to the position sought?

The time elapsed since the commission of the crime:

» Convictions less than five years old indicate a higher risk.

» Convictionsfive to ten years old need to be considered with other factors.

» Convictions older than ten years are lower risk, unless they involved serious injury
or no rehabilitation is evident.

Circumstances under which the crime was committed:

»  Wassexua activity involved?

*  What was the judgment used in committing the crime?
* Why did the person commit the crime?

* How doesthe person feel about it now?

*  Were other personsinvolved in the crime?

» How wasthe crime discovered?

Degree of rehabilitation:

* What has been the opportunity to show rehabilitation?

* Wasany restitution made?

* Was community service a part of rehabilitation?

» Wasthere therapy, counseling, or any kind of treatment?

* Didthe person comply? What was the treatment prognosis?

* What was the length of the jail term and parole?

* Wasthere any remorse?

* Wasthere acceptance of responsibility for the criminal behavior?
* How would the person act differently now?

» Hasthere been opportunity to commit the same or similar crimes?
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¢ Number of crimes:;

*  Wasthererecidivism?
* Waerethe crimes committed the same or different?
* Wasthere any increase in the seriousness of crimes?

Guidelinesfor Retroactive Review of Registered Abuse Reports
Legal reference:  lowa Code 237A.5(2)

Some applicants for registration, their employees, those living in the home or those with
access to a child when the child is alone, may be eligible for retroactive reviews of child
abuse reports on the Central Abuse Registry.

A retroactive review is areview of aconfirmed child abuse report that was on the Registry
asof July 1, 1997. The purposeisto determineif the report should continue to be on the
Registry or if it should be expunged from the Registry and retained as a service record for
five years from date of intake.

Two types of reports are eligible for expungement from the Registry under the retroactive
review process.

¢ Physical abuse, where the injury was minor, isolated, and unlikely to reoccur.
¢ Denial of critical carethrough lack of proper supervision or lack of adequate clothing,
where the risk to the child was minor, isolated, and unlikely to reoccur.

Conduct the review when the applicant returns a Record Check Evaluation, form 470-2310.
Complete the Checklist for Retroactive Review, form 470-3416, to determine if the person
iseligible for retroactive review and, if so, whether the report should be expunged. See
12-F-Appendix,[Checklist for Retroactive Review, 470-3416.]

If you determine that the report should be removed from the Central Registry, complete a
cover letter indicating:

¢ Thedate of thereview.

The names of the reviewers.

The ACAN or STAR incident number of the report.

The identity of the person responsible for the abuse.

The reason that you are recommending the report be removed from the Registry.

* & & o
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Submit the letter to Retroactive Review/Record Check Evaluation, DHS Division of BDP-
FAC, Hoover Building 5th Floor, 1305 E. Walnut St., Des Moines, lowa 50319-0114,
along with:

¢ The child abuse report.
¢ The copies of the Child Abuse Notification.
¢ A copy of your checklist.

The Registry will notify you, the requester, and the other subjects of the report of the final
decision.

If the Registry accepts your recommendation, proceed with the registration. The Registry
will state the date that the report will be expunged from the Registry. Thiswill be five
years from the intake date of the report.

Keep the case record as a service record if the report has been on the Registry less than five
years. Accessislimited to the family and to those who secure arelease from the family.
Destroy the record if the report has been on the Registry five or more years.

If the Registry does not accept your recommendation for removing the report from the
Registry, proceed with the record check evaluation.

Guidelinesfor Evaluating Child Abuse Records
Legal reference: 441 1AC 110.7(3) and (237A)

Consider each of the following areas when evaluating founded child abuse reports. (The
guestions listed under each area are intended to assist you in completing an evaluation.)

¢ Nature and seriousness of report in relation to the position sought:

*  What was the type of abuse?

» Werecrimina chargesfiled, and was there a conviction?
*  Wastherea CINA order?

*  What was the danger to the child?

*  Waerethere any permanent injuries?

* Wasthisan act or an omission?

* What was the age of the child?

*  What was the age of the perpetrator?
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* What position does the person seek?

* How doesthe information relate to the position sought?

* What age does the person wish to care for?

»  Will there be supervision or other adults around or available, or will the person be
alone with children?

The time elapsed since the commission of the founded report:

* Reportsless than three years old indicate a higher risk.

* Reportsthree to ten years old need to be considered with other factors.

* Reports older than ten years are lower risk unless they involve serious injury or no
rehabilitation is evident.

Circumstances under which the founded abuse was committed:

» Didthe abuse take place in a child-care facility or in the child’s or the perpetrator’s
home?

* Was an object used in committing the abuse?

* What was the judgment used in committing the abuse?

* Why did the person commit the abuse?

* How doesthe person feel about it now?

*  Were other persons involved in the abuse?

» How wasthe abuse identified or discovered?

Degree of rehabilitation:

» Doesthe perpetrator accept responsibility?

* Wasthere therapy or any kind of treatment?

*  Were the recommendations of the Department or court or therapists carried out?

* What was the treatment prognosis?

* How would the person handle the same situation now?

» Hasthe person been in aresponsible position since the founded report? How was it
handled?

Number of founded abuse reports:

* Wasthererecidivism?
» Arethefounded reports the same or different?
* Didthefounded reports become progressively worse?
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Conditional Approvals

Approvals may include restrictions based on the specific nature of the conviction or
founded child abuse. Example:

A grandmother is applying for registration to provide care for her own grandchildren. Their
mother and the two children live with her. Thereisacriminal conviction on the mother. If
thisis aconviction that could cause the registration to be denied, consider approving the
grandmother’ s registration, but only for the children already living in the home.

Other situations that may merit restrictions include the following:

¢

For people with “operating while intoxicated” convictions within the past year, require
acurrent substance abuse evaluation. If the Department’s evaluation of conviction
determines that the person may be approved, consider prohibiting transporting children
in care for one year from the date of the conviction, and requiring proof of avalid
driver’slicense and insurance.

For convictions dealing with illegal use of funds (forgery, theft, false use of afinancial
instrument), consider requiring the provider to attach a schedule of child care hours for
each state-funded child in care.

Additional training in specific subjects may be required to approve registration. Example:

A person with afounded report of denial of critical care due to lack of supervision might
benefit from additional training in the area of guidance and supervision. Refer the person to
the local child care resource and referral agency for available training.

Residence of Sex Offenders

Legal reference: lowa Code section 692A.2A

Effective July 1, 2002, people listed on the Sex Offender Registry are prohibited from
moving within 2000 feet of registered child development homes. If the person lived
at the address before July 1, 2002, the person may remain at that address.

It isthe responsibility of the person listed on the Sex Offender Registry to determine
if registered child development homes are within 2000 feet of the proposed residence.
Provide the current registration list to local law enforcement, if requested.
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If you become aware of a situation where a sex offender isarisk to childrenin achild
development home, you may consider thisrisk in evaluating whether the home
should beregistered. Y ou may consider the provider’s plan for ensuring the safety of
children in care when making a registration decision.

COMPLIANCE CHECKS
Legal reference:  lowa Code sections 237A.4, 237A.6; 441 IAC 110.6(237A)

Department staff may periodically visit registered child development homes to ensure
compliance with rules for registration. The purpose of the spot-check visit isto verify that the
provider is meeting the minimum requirements. Conduct spot-check visits annually on 20% or
more of each category of child development homes. Also contact a provider when compliance
with minimum requirements has been questioned.

Use the following procedures when visiting child development homes:
¢ Inform the provider whether the visit is about a complaint or isfor a spot-check.

¢ Review and discuss with the provider the minimum requirements as related to the purpose of
thevisit. Complete form 470-0625, Checklist for Child Development Home Registration,
with each spot-check to determine compliance with the minimum requirements. (See
12-F-Appendix for instructions.)

¢ If aminimum requirement is not being met, explain why it needs to be met, and explore with
the provider ways to meet or fulfill the requirements.

¢ Place documentation of the visit in the appropriate file. For spot-checks, the Checklist for
Child Development Home Registration will suffice. For complaints, the summary shall
include the complaint, findings, and resolution. Withhold information identifying
individuals.

If the provider does not allow you to enter the home to complete the spot-check, send the
provider aletter. State that the provider isrequired to comply with unannounced spot-checks by
the Department as a condition of registration, and let the provider know that a worker will be
visiting the home to compl ete the spot-check. Inform the provider that failure to allow a spot-
check will result in revocation of the registration.

If the provider does not allow you to complete the spot-check on the second visit, initiate
revocation.
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A second visit may be required to ensure full compliance. If the home does not meet full
compliance, see ADVERSE ACTIONSfor procedures.

The following sections contain additional procedures that apply when there is an allegation of
child abuse in afacility:

¢ |Assessments for child abuse referrals|
¢ Notices to parents when abuse is founded|

Assessmentsfor Child Abuse Referrals
Legal reference: 441 1AC 110.11(237A)

When it is alleged that child abuse has occurred in a child development home, the
protective service worker will immediately inform the child care registration worker. The
child care worker’ s role in the assessment of the alleged abuse is to focus on compliance
issues with the child care law and the requirements for registration.

All child abuse alegations are considered a complaint. Complete a summary including the
complaint and resolution and place it in the registration file.

lowa Code Section 237A.7 permits information to be placed in the registration file about
the operation of the facility. Thisinformation shall not identify individual persons,
including children. Language in the documentation and summary information shall not
relate to child abuse in any way, but instead shall address compliance issues.

Examplesinclude:

¢ Theuse of the rules regarding discipline and the prohibition of corporal punishment in a
situation of alleged physical abuse.

¢ Theuse of the rulesregarding provider requirements, specifically consistent and
dependable supervision in a situation of inadequate supervision. (Many abuse
allegations could fall under the section of rules regarding health and safety.)

If the result of the assessment is that a founded abuse has occurred, send letters to parents
of children in care as required under Notice to Parents| Also obtain a copy of the final
abuse report, and begin evaluation procedures immediately.
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ABUSE SUBJECT TO EXPEDITED EVALUATION PROCESS

Confirm with 1606 and full report INVOLVES:
burns, broken bones,
police involvement,
sexual abuse,

Hand carry evaluation form to provider hospitalization, potential
for criminal charges

A

W ait for evaluation and bring back to office, with
names and addresses of parents

Complete
evaluation the
same day

¢ Yes No ¢

Evaluated to not Evaluation to prohibit
prohibit registration registration

A

Send certified Record Check
Decision and NOD to provider

A
The following day, send letter to
parents. Be sure to include that the
provider has the right to appeal the

abuse finding and the evaluation.
Send Record Check CC: Co. Attny, service area mnager,
Decision and NOD and CO
approving for child Be sure to include the statement "You
care will be notified of any changes."
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Serious abuse involving burns, broken bones, hospitalization, sexual abuse, police
involvement, or potential for criminal charges is subject to an expedited eval uation process,
as outlined in the preceding chart. Unless the evaluation conclusion is that the abuse does
not prohibit registration, follow the procedure under ADVERSE ACTIONS|

Noticeto Parents

Legal reference:  lowa Code section 237A.8

Send letters to the parent, guardian, or legal custodian of each child for whom the person
provides child care when there has been a founded child abuse report against the provider
or an employee.

These |etters shall contain the following information:

¢ lowa Code Section 237A.8 requires the Department of Human Services to notify the
parent, guardian or legal custodian of each child for whom a child development home
provides child care.

¢ There has been afounded child abuse case against the provider, an employee, or
someone living in (the name of the child development home provider).

¢ Corrective action is being initiated by the facility (if true, describe the plan).

¢ If parents have questions, they may contact your office.

¢ Theindividual hasthe right to appeal thisfinding and you will notify the parent of any
changesin the finding.

If an employee has afounded abuse, and the employee has been fired, you do not have to
send a letter to the parents. However, do send a letter to the parentsif the fired employee
has afounded serious abuse, such as burns, broken bones, hospitalization, sexual abuse,
police involvement.

Send one copy of the letter with a copy of the list of parents, guardians or legal custodians
to the program manager for child development homes in the Division of Behavioral,
Developmental and Protective Services.
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ADVERSE ACTIONS
Legal reference: 441 1AC 110.7(237A); lowa Code sections 237A.8, 237A.20, 17A.18A, and 17A.19

Deny initial applications and renewal applications when the applicant does not comply with the
requirements to qualify for a Certificate of Registration, and either:

¢ Cannot comply with the requirements (e.g., age or criminal record), or
¢ Refusesto comply with the requirements (e.g., water supply, CPR, or record checks).

Deny or revoke registration if any of the following people has a conviction of any crime in any
state or a founded child abuse report in any state that merits prohibition of registration, as
determined by Department evaluation:

¢ Theprovider:

¢ Anassistant

¢ Anyone living in the home

¢ Anyone with accessto a child when the child is alone

Revoke registration if the facility is operating in a manner, which the Department determines
impairs the safety, health, sanitation, hygiene, comfort, or well-being of the child in care, and the
provider cannot correct, or refuses to correct the hazards. Thisistrue even though the hazard
may not have been specifically listed under the health and safety rules.

If the Department has denied or revoked a registration because the provider has continually or
repeatedly failed to operate aregistered child development home in compliance with regulations,
the person is prohibited from owning or operating a registered home for 12 months from the date
the registration was denied or revoked. Do not act on applications submitted by the applicant
during this twelve month period.

Note: When the Department denies areapplication or revokes aregistration, the provider has the
option of appealing the adverse action. The registration remains in effect until the provider has
exhausted or failed to pursue the appeal options. This means that the provider continuesto be
registered and may provide child care while appealing the denial or revocation.

38



lowa Department of Human Services ADVERSE ACTIONS
Title 12 Licensing and Approval Standards Denial or Revocation for Noncompliance
Chapter F Child Development Home Registration Revised November 26, 2002

If you believe the conditions in the home are such that child care should be suspended
immediately, there are other legal options, such as injunctions or emergency adjudicative
proceedings, that may be used when all of the following conditions are met:

¢ The child development home fails to meet registration standards.

¢ There are sufficient grounds for revocation of the registration.

¢ Thehedlth, safety, and welfare of any child receiving child care in the home requires
immediate action.

The procedures for pursuing these actions vary based on the case circumstances. If you feel that
the listed conditions apply, consult with your supervisor immediately. If itisagreed that legal
action is necessary, consult with central office and determine the best course of action.

Denial or Revocation for Noncompliance
Legal reference: 441 1AC 110.7(237A)

The provider uses the minimum requirements as found in the Child Devel opment Home
Registration Guidelines, Comm. 143, as ameans for self-evaluation. The provider must
certify compliance with the minimum requirements in order to receive a Certificate of
Registration. If possible, assist the provider to come into compliance with the
requirements.

Y ou may find noncompliance issues at an initial visit, during a spot-check visit, or because
of acomplaint. Discuss these issues with the provider for possible resolution. If the
provider is unable or unwilling to comply within a reasonable time frame, it may be
necessary to deny registration or begin revocation of registration.

The first step toward denial or revocation for this reason is aletter to the provider that
identifies the specific problems and the administrative rules that are not being met. List all
deficiencies, from the most important or most serious down to the least important or
serious. Givethe provider atime frame for correction of the noncomplianceissues. The
time frame to give depends on how serious the noncompliance issues are.
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Dear

| am writing in regards to your child care registration. Based on concerns identified in the
visit to your home on (date), the Department of Human Services has made the decision that
you have 30 days, until (date), to correct these deficiencies.

lowa Code Chapter 237A and 441 lowa Administrative Code, Chapter 110, describe specific
requirements that must be met by a registered child development home. The following areas
were out of compliance with child care regulations.

¢ IAC 110.4(1) No greater number of children shall be received for care at any one time
than the number authorized on the registration certificate.

On September 24, 2001, 13 children were observed being cared for in your home. On
October 6, 2001, this worker observed seven preschool-age children.

¢ IAC 110.5(2) A provider file shall be maintained and shall contain the physician’s signed
statement obtained at the time of the first registration, and at least every two years
thereafter, on al members of the provider’s household that may be present when children
arein the home, that the provider and members of the provider’s household are free of
diseases or disabilities which would prevent good child care.

On September 24, 2001, you had no physician’s statements for anyone in your home, and
no provider file.

Aswe discussed at the time of my visit with you, these are serious noncompliance issues. |
will be in contact with you around (date) to determine if you have now come into
compliance with all registration requirements. |f you are not in full compliance at that time,
we will begin revocation proceedings.

If you have any questions, please contact me.

Make afollow-up visit to the child development home at the end of the time frame given,
to determine if the provider has corrected all noncompliance issues. Only as alast resort
should the Certificate of Registration be revoked or denied.

The following chart illustrates the process for revoking a Certificate for noncompliance.
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DENIAL OR REVOCATION FOR NONCOMPLIANCE REASONS

Letter of noncompliance sent

'

Follow-up visit

|
; ;

‘ Notice of Revocation sent ‘ ‘ Full compliance ‘

!

‘ Notify parents of revocation ‘

A
‘ Appeal filed ‘

rNO‘LYeST
Revocation If filed before the

stands effective date of NOD,
notify parents that

appeal has been filed 4% Appeal scheduled ‘

and provider may i
continue to operate until
final appeal decision ‘ Hearing held by DIA ‘
Department Department
decision upheld decision overturned

|
v v ‘

Appeal to No Registration
District Court appeal process
‘ continues

v v ‘

Registration Registration Revocation
continues revoked stands
Notify parents Notify parents
of revocation of revocation
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Legal reference: 441 1AC 110.7(237A)

When the decision is made to deny or revoke aregistration, send the registrant form
470-0602, Notice of Decision: Services, by certified mail stating the reasons why the
registration is being denied or revoked, with specific references to the law and rules. When
the revocation is based on afounded child abuse report against the provider, add the
following language: “ based on not meeting requirementsin the lowa Code.” Example:

Y our registration is being revoked due to not meeting minimum health and safety
requirements in the lowa Code. You arein violation of the following specific lowa
Administrative Code requirements:

441 |AC 110.5(5)“a" “No greater number of children, shall be received for care at any one
time than the number authorized on the registration certificate.”

On March 25, 1998, you were caring for 17 children. Of that number, 6 were under 2 years
of age. You are permitted only atotal of 6 preschoolers (with a maximum of 4 children
under 2 years of age), plus 5 school-agers for no more than 2 hours.

This Notice of Decision MUST be conspicuously posted in the child development home
where it can be read by parents or any member of the public. This Notice of Decision must

remain posted until resolution of the action to (deny or revoke) your registration.

For revocation, the Notice of Decision: Services shall state that the Department of Human
Services, under lowa Code Chapter 237A.8, will notify the parent, guardian or legal
custodian of each child enrolled in the child care home of the revocation.

When the Certificate of Registration is revoked, also send letters to the parent, guardian, or
legal custodian of each child for whom the person provides child care, as described under
INotice to Parents]

If the registration was revoked due to acriminal conviction, the letter must state that the
Certificate of Registration was revoked “due to not meeting health and safety standards.”
(If the criminal conviction was evaluated, and the evaluation does not prohibit registration,
no letter to the parentsisrequired.)
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Also notify workers responsible for administering child care assistance of the revocation.

If the child development home continues to operate with excess children in care after
officia notice from the Department, request that the county attorney take legal action
against the facility. Notify the program manager for child development homesin the
Division of Behavioral, Developmental, and Protective Services.

The county attorney may file misdemeanor charges and request the court to restrain the
persons from operating by permanent injunction.

Appeals
Legal reference: 441 1AC 110.7(237A)

Appeals of denial or revocation of a Certificate of Registration follow the same procedures
as other Department appeals. See 1-E, APPEALS AND HEARINGS, for more
information.

If the provider files atimely appeal of arevocation, send another Notice of Decision:
Services stating that the revocation will not take effect until a decision is reached on the
appeal. (Thisdoesnot apply to adenial. When an application is denied, the registration
does not go into effect unless the provider wins the appeal.)

Some situations involving registration may generate multiple appeals. (See the following
chart for examples.) Proceed with each sequence independently, without waiting for other
appeal s to be resolved.

After an appeal hearing decision affirms the Department’ s action, revoke the registration
within seven days of the final decision.

Send a copy of the revocation to the program manager for child development homesin the
Division of Behavioral, Developmental, and Protective Services. After all appeals
procedures have been exhausted, close the SRS case.
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MULTIPLE APPEALS FOR SAME CASE

Founded abuse report

4

A

A

Follow the preceding
procedure for revocation
of registration appeal

CPI request for

correction and appeal denial and appeal

Child care assistance

H

APPEAL

l

APPEAL

.

APPEAL

A

Department of Inspections and Appeals will
consolidate and schedule in proper order

These appeals must follow separate parallel processes. One process
does not wait for a step in another process before initiation.

CONSULTATIVE SERVICES
Legal reference:  Code of lowa237A.6

Provide consultative services to any person applying for registration or who is already registered.
Direct these services toward assisting child care providers in meeting and maintaining the
minimum requirements for registration. Consultative services can then progress beyond the
minimum level requirements to a program of high quality.
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Consultative services may be provided in avariety of ways, directly or indirectly. Consultative
services may involve drawing on other persons and resources for additional expertisein certain
areas, depending on the individual consultant and the areain which consultation is requested.
These outside resources may include the child care resource and referral agency in your area, the
lowa State University extension service, or persons known to have knowledge and interest.

Y ou can provide consultative servicesin avariety of ways, including:

¢ During ahome visit on a complaint or on a spot-check.

¢ Onanindividua or group basisin a provider’s home or at a meeting.

¢ Through development of community resources that contribute to the improved quality of
child care.

¢ Through the development of workshops with people such as:

* lowa State University extension staff on child development,

* Aninsurance person on purchase and use of liability and medical insurance,
* TheRed Crosson first aid,

* Thechild care resource and referral agency in your area.

¢ Through community awareness and methods for informing the general public about child
care registration.

¢ Through the development of provider groups and methods of working within the group for
the individual development of the provider of child care.

CASE FILES
Legal reference: 441 1AC 110.7(237A), 110.11(237A)

The lowa Code directs the Department to maintain an open file for each child devel opment
home. Thisfile should contain any information that is available to the public. Keep arecord of
all complaints and their resolution in this open registration file. Make thisfile available to the
public upon request. Exception: Do not disclose the identity of a complainant unless the
complainant expressly waives confidentiality.
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The following chart indicates in which file information shall be placed:

Open Files
Open to the public upon request

Closed Files
Open only to provider upon request

Application for Child Development Home
Registration, 470-3384

DHS Criminal History Record Check, 595-1396 or
595-1396(S) (if negative)

Request for Child Abuse Information, 470-0643 (if
negative)

Licensing/Registration/Approval, 470-0717

Checklist for Child Development Home
Registration, 470-0625

Notice of Decision: Services, 470-0602

Service Reporting System, 470-0555

Complaints and their resolution — the identity of the
person making the complaint is confidential

DHS Criminal History Record Check,
595-1396 or 595-1396(S) (if
positive)

Request for Child Abuse Information,
470-0643 (if positive)

Checklist for Retroactive Review,
470-3416

Record Check Evaluation, 470-2310

Record Check Decision, 470-2386

Note: Any complaints regarding non-registered homes, especially those which address caring for
more children than legally permitted, must be addressed by whomever is designated by the
service areamanager. Thesefilesareretained for five years after thefileis closed.

Record of Denial or Revocation

Keep arecord in an open file of al denials or revocations of registration. Keep any
reference to child abuse or criminal convictionsin the closed file. These files shall be kept

where the child care worker is housed.

List of Registered Homes
441 |1AC 110.7(237A)

| L egal reference:

The county offices of the Department shall maintain a current list of child development

| homes as areferral source to the community.
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THOMAS J. VILSACK, GOVERNOR
SALLY J. PEDERSON, LT. GOVERNOR

DEPARTMENT OF HUMAN SERVICES
JESSIE K. RASMUSSEN, DIRECTOR

May 11, 1999

GENERAL LETTER NO. 12-F-16

ISSUED BY: Bureau of Individual and Family Support, Division of Adult, Children and
Family Services

SUBJECT: Employees’ Manual, Title 12, ChapteCRijld Care Home RegistrationTitle
page, revised; Contents (page 1), revised; pages 1 through 14, revised, and pages
15 through 40, new.

Summary

Information used for the registration process for both family day-care homes and group day-care
homes is now combined and published in this chapter.

Effective Date
Upon receipt
Material Superseded

Remove the entire Chapter F from Employees’ Manual, Title 12, and destroy it. This includes:

Page Date

Title Page July 18, 1978
Contents (page 1) February 14, 1989
Manual Letter XII-F-1 November 19, 1991
Manual Letter XII-F-2 June 15, 1993
Manual Letter XII-F-3 December 8, 1998
1-4 May 13, 1986

5 July 26, 1983

6 July 18, 1978

6a June 2, 1987

7,8 February 14, 1989
8a, 8b June 2, 1987

9,10 February 14, 1989

HOOVER STATE OFFICE BUILDING - DES MOINES, IA 50319-0114



10a July 18, 1989

10b February 14, 1989
11,12, 12a May 13, 1986
13,14 January 13, 1987

Additional Information

Refer questions about this general letter to your regional service administrator.
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THOMAS J. VILSACK, GOVERNOR DEPARTMENT OF HUMAN SERVICES
SALLY J. PEDERSON, LT. GOVERNOR CHARLES M. PALMER, DIRECTOR
April 4, 2000

GENERAL LETTER NO. 12-F-17

ISSUED BY: Bureau of Family and Community Support,
Division of Adult, Children and Family Services

SUBJECT: Employees Manual, Title 12, Chapter F, Child Care Home Registration, Table
of Contents (page 2), new; pages 12, 13, 14, 31, 35, 37, 39, and 40, revised; and
pages 41 through 49, new.

Summary

The attached Employees Manual revision:

¢ Corrects the codes to be used when completing the SRS.
¢ Provides guidelines for the four-level child care home registration pilots.
¢ Updates organizational names and form numbers.

Effective Date
These changes are effective immediately.
Material Superseded

Remove the following pages from Employees Manual, Title 12, Chapter F, and destroy them:

Page Date
12-14, 31, 35, 37, 39, 40 May 11, 1999

Additional Information

Refer questions about this general letter to your regional service administrator.

HOOVER STATE OFFICE BUILDING - DES MOINES, IA 50319-0114
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Fields of Opportunities STATE OF IOWA
THOMAS J. VILSACK, GOVERNOR DEPARTMENT OF HUMAN SERVICES
SALLY J. PEDERSON, LT. GOVERNOR JESSIE K. RASMUSSEN, DIRECTOR

September 11, 2001

GENERAL LETTER NO. 12-F-18

ISSUED BY: Bureau of Family and Community Support,
Division of Adult, Children, and Family Services

SUBJECT: Employees’ Manual, Title 12, Chapter F, CHILD CARE HOME
REGISTRATION, Contents (page 1), revised; pages 5, 9 through 14, 16
through 21, 24, 26, 33, 34, 35, and 37 through 40, revised; and page 26a, new.

Summary

Two revisions are included in this manual :

¢ Changesinthe limit on the number of children 24 months of age or older but not attending
school who may be cared for in group child care homes with joint registration, as enacted in
2001 lowa Acts, House File 458, Section 3.

¢ Changesin procedures for completing record checks for child care home registration.
Effective Date

The effective date for changes in the number of childrenin careis July 1, 2001.

The effective date for changesin record checksis August 1, 2001.

Material Superseded

Remove the following pages from Employees Manual, Title 12, Chapter F, and destroy them:

Page Date

Contents (page 1) May 11, 1999
5,9-11 May 11, 1999
12-14 April 4, 2000
16-21, 24, 26, 33, 34 May 11, 1999
35,37 April 4, 2000
38 May 11, 1999
39, 40 April 4, 2000

Additional Information

Refer questions about this general letter to your regional policy specialist.

1305 E WALNUT STREET - DES MOINES, IA 50319-0114
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Fields of Opportunities STATE OF IOWA
THOMAS J. VILSACK, GOVERNOR DEPARTMENT OF HUMAN SERVICES
SALLY J. PEDERSON, LT. GOVERNOR JESSIE K. RASMUSSEN, DIRECTOR

December 11, 2001

GENERAL LETTER NO. 12-F-19

ISSUED BY: Bureau of Family and Community Support,
Division of Adult, Children, and Family Services

SUBJECT: Employees Manual, Title 12, Chapter F, CHILD CARE HOME
REGISTRATION, Contents (page 1), revised; pages 11, 12, 19, 27, 28, 31, 32,
33 through 37, 45, 46 and 49, revised; and pages 32a and 32b, new.

Summary

This manua clarifies the policy for pursuing adverse actions regarding child care home
registration. Two potential actions for immediate suspension of operationsin afacility,
injunctions, and emergency adjudicative actions, are added.

Effective Date
Immediately
Material Superseded

Remove the following pages from Employees’ Manual, Title 12, Chapter F, and destroy them:

Page Date

Contents (page 1) September 11, 2001
11,12, 19 September 11, 2001
27,28 May 11, 1999

31 April 4, 2000

32 May 11, 1999
33-35 September 11, 2001
36 May 11, 1999

37 September 11, 2001
45, 46, 49 April 4, 2000

Additional Information

Refer questions about this general letter to your regional policy specialist.

1305 E WALNUT STREET - DES MOINES, IA 50319-0114
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Fields of Opportunities STATE OF IOWA
THOMAS J. VILSACK, GOVERNOR DEPARTMENT OF HUMAN SERVICES
SALLY J. PEDERSON, LT. GOVERNOR JESSIE K. RASMUSSEN, DIRECTOR

November 26, 2002

GENERAL LETTER NO. 12-F-20

ISSUED BY: Division of Behavioral, Developmental, and Protective Services for Families,
Adults, and Children.

SUBJECT: Employees Manual, Title 12, Chapter F, CHILD DEVELOPMENT HOME
REGISTRATION, Title page, revised; Contents (pages 1 and 2), revised; and
pages 1 through 46, revised.

Summary

These changes implement the new system of child development home regulation, as required by
2002 lowa Acts, Senate File 2205. These changes include:

¢ Any person caring for six children at any one time MUST be registered with the Department
of Human Services.

¢ Rather than the current seven categories of child care home registration (family, group,
group/joint, Levels 1-4), there are now three categories of child development homes: A, B,
and C. Providers qualify for specific categories of child development homes based on their
experience and education. Providers with more experience and education are allowed to care
for more children.

¢ Registrations will be renewed every two years rather than yearly.

¢ Smoking is prohibited in child development homes during the hours of operation in areas
where child care is provided.

The two current systems of child care home regulations (family/group/group-joint, and Levels
1-4) will be phased out during the next 12 months. Current providers will transition into the new
system at their renewal date, or earlier if they request it. Individuals requesting registration on or
after December 1, 2002, will register as child development homes.

Currently registered providers will be “grandfathered” into the new categories.

¢ Providers currently registered as family, group, or Level 1-3 child care homes may choose to
register as child development home providersin categories A or B, even if they do not meet
all of the provider requirements.

¢ Providers currently registered as group/joint or Level 4 providers may choose to register as
child development home providersin categories A, B, or C providers, even if they do not
meet al of the provider requirements. They must meet all the facility requirements for the
level of home at which they choose to register.

1305 E WALNUT STREET - DES MOINES, IA 50319-0114



Transition exceptions will be allowed for currently registered providers. If their new category
allows fewer children than the provider is currently caring for, allow the provider to continue to
care for those specific children until they leave the provider’s care or they reach the age where
they areincluded in a new age group.

For example, a provider currently caring for four children under the age of 18 months who
chooses to register as either a child development home category A or category B provider may
continue to care for those four children. When one of them either leaves the provider’s care or
reaches the age of 19 months, the provider must stay within the limit of three children under 18
months.

Training requirements are changed to 12 hours per year for all categories of provider, in addition
to maintain a current first-aid/rescue breathing certification and mandatory reporter certification.

Effective Date
December 1, 2002
Material Superseded

Remove the entire Chapter F from Employees’ Manual, Title 12, and destroy it. Thisincludes
the following pages:

Page Date

Title Page May 11, 1999
Contents (page 1) December 11, 2001
Contents (page 2) April 4, 2000

1-4 May 11, 1999

5 September 11, 2001
6-8 May 11, 1999

9,10 September 11, 2001
11,12 December 11, 2001
13,14 September 11, 2001
15 April 4, 2000

16-18 September 11, 2001
19 December 11, 2001
20,21 September 11, 2001
22,23 May 11, 1999

24 September 11, 2001
25 May 11, 1999

26, 26a September 11, 2001
27,28 December 11, 2001
29, 30 May 11, 1999
31-37 December 11, 2001
38-40 September 11, 2001

41-44 April 4, 2000



45, 46 December 11, 2001
47, 48 April 4, 2000
49 December 11, 2001

Additional Information

Refer guestions about this general letter to your service area manager.
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Fields of Opportunities STATE OF IOWA
THOMAS J. VILSACK, GOVERNOR DEPARTMENT OF HUMAN SERVICES
SALLY J. PEDERSON, LT. GOVERNOR KEVIN W. CONCANNON, DIRECTOR

July 15, 2003

GENERAL LETTER NO. 12-F-21

ISSUED BY: Division of Behavioral, Developmental, and Protective Services for Families,
Adults, and Children

SUBJECT: Employees Manual, Title 12, Chapter F, CHILD DEVELOPMENT HOME
REGISTRATION, Contents (page 1), revised; and pages 12, 20 through 26, 28,
33, and 34, revised.

Summary

This chapter is revised to implement changes in lowa Code Chapter 237A made by 2003 lowa
Acts, Senate File 351. Certain individuals are now prohibited from involvement with child care
based on criminal convictions or founded child abuse reports. The prohibition may be absolute
or time-limited, based on the type of conviction or founded abuse.

Effective Date
July 1, 2003
Material Superseded

Remove the following pages from Employees’ Manual, Title 12, Chapter F, and destroy them:

Page Date
Contents (page 1) November 26, 2002
12, 20-26, 28, 33, 34 November 26, 2002

Additional Information

Refer questions about this general |etter to your service area manager.

1305 E WALNUT STREET - DES MOINES, IA 50319-0114
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