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What Is a Complete Application?

An individual or legal entity who wishes to operate a Child Care Center, Group Child Care Home
or Family Child Care Home in the Commonwealth of Pennsylvania must obtain a Certificate of
Compliance from the Pennsylvania Department of Human Services (DHS) prior to beginning
operation of the facility (62 P.S. § 1002; 55 Pa. Code § 20.1, et seq.; 55 Pa. Code §§
3270.11(a); 3280.11(a); 3290.11(c)).

The first step in obtaining a Certificate of Compliance is the submission of a complete
application to the appropriate Regional Office of Child Development and Early Learning. A
complete application must include the following material:

1.

2.

Completed Application for Certificate of Compliance - CD 633 (55 Pa. Code § 20.21).

A certificate of occupancy showing that the building is in compliance with the Uniform
Construction Code (UCC) and is acceptable for use as a child care center, group child
care home or family child care home, as applicable (55 Pa. Code §§ 3270.15; 3280.15;
3290.14).

Documents for the Pennsylvania Child Abuse History Clearance, Pennsylvania State
Police Criminal History Clearance, Federal Bureau of Investigation (FBI) Criminal History
Clearance, and National Sex Offender Registry (NSOR) verification for all applicable
members of the legal entity, a representative of the legal entity and/or the responsible
person as required by the Child Protective Services Law (23 Pa. C.S.A. § 6344; 55 Pa.
Code §§ 3270.32(a); 3280.32(a); 3290.32(a)). Out-of-state clearances are required for
persons who reside outside of Pennsylvania or have resided outside of Pennsylvania
within the past 5 years (60 months). All required clearances must be obtained during the
5 years (60 months) prior to submitting the application for a Certificate of Compliance for
the individual who signs the application (Declaration Page) and the Responsible Person,
if different than the legal entity. **This requirement also applies to any member of the
household/residence who is 18 years of age or older and is in the household for 30 or
more calendar days per year for Child Care Centers, Group Child Care Homes, and
Family Child Care Homes in a residence. The 30 days do not have to be consecutive.

Disclosure statement for all applicable members of the legal entity, representative of the
legal entity and/or the responsible person as required by the Child Protective Services
Law (23 Pa. C.S.A. § 6344; 55 Pa. Code §§ 3270.32(a); 3280.32(a); 3290.32(a)). Must
be signed, witnessed, and dated.

Certificate of completion of mandated reporter training. If the applicant or legal entity is
not an individual but a partnership, then both members must show completion of the
training. If the applicant is a corporation, the director of the facility can submit proof of
the training. A list of approved trainings can be found at
www.dhs.pa.gov/KeepKidsSafe/Pages/Trainings.aspx.

Business papers, if applicable, including the following documents filed with the
Pennsylvania Department of State (55 Pa. Code § 20.12):

A. Articles of Incorporation — showing members
B. Registration for Limited Liability Company (LLC), Limited Liability Partnership (LLP)
or Limited Partnership (LP) — showing members.


http://www.dhs.pa.gov/KeepKidsSafe/Pages/Trainings.aspx

10.

11.

12.

13.
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C. Copy of a Certificate of Authority or Certificate of Registration to do business in
Pennsylvania as filed with the Pennsylvania Department of State, if the business was
formed outside Pennsylvania.

Fictitious Name approval, if applicable (55 Pa. Code § 20.21(e)).
Certificate of Tax-Exempt status, if nonprofit (55 Pa. Code § 20.4).

Federal Employer Identification Number (FEIN): Verifications from the IRS on official
letterhead. The name on the IRS approval document must match the business entity
paperwork. Individual owners of FCCH can provide a FEIN or their Social Security
Number.

Civil Rights Compliance (CRC) form (HS 2126), including all supporting documents,
emailed to the region’s appropriate email address with the subject BEO Compliance or
mailed to the appropriate Regional Office. Once the completed form and accompanying
documents are complete, OCDEL will forward them to the Bureau of Equal Opportunity
(BEO) for review. BEO may approve the form or contact the applicant for additional
information or updates. An initial Certificate of Compliance cannot be processed until the
BEO notifies OCDEL of approval. This form is required for all certified child care facility

types.

Documentation that a representative of the legal entity completed live orientation training
within the last 12 months for the facility type in which the application is being submitted.

Documentation that a representative of the legal entity completed the following required

pre-service training:

A. Current and valid health and safety topics

B. Current completion of an approved pediatric first aid and pediatric cardiopulmonary
resuscitation (CPR) training conducted by a PQAS-certified trainer.

Note: Preservice training in the ten health and safety topics and pediatric first aid and

pediatric CPR must be completed by the same legal entity representative person. To find

a PQAS-certified trainer, visit the PD Registry.

Verification that the facility meets the Pennsylvania Safe Drinking Water Act (SDWA).

This is for Child Care Centers ONLY.

¢ Not applicable for:

o Group Child Care Homes;

o Family Child Care Homes;

o Child Care Centers located in Philadelphia County; and

o School-age child care programs located in a school building.

o If the facility is a customer of a water company/municipality, then a current water bill
or letter verifying service is acceptable proof of compliance.

o |If the facility obtains its water source from a well, river, lake or pond and serves 25
or more persons a day, then an Approval Letter from the Pennsylvania Department
of Environmental Protection (DEP) is needed for verification of compliance.

o |If the facility has an on-site water source but does not meet the definition of a public
water system, then a letter is needed from DEP to verify that the facility does not
meet the definition of a Public Water System (PWS).


https://www.papdregistry.org/v7/trainings/search
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If the child care facility receives its water from an on-site water source and is in a

building that is a stand-alone public water system (for example a strip mall that

receives its water from an on-site water source), the applicant shall obtain the

seven-digit Public Water System Identification Number (PWSID) from the property

owner. The applicant shall go to the Drinking Water Reporting System website at

www.drinkingwater.state.pa.us to verify that the DEP is regulating the system. Once

the website has been accessed take the following steps:

1. Select Public Water System ID Bullet

2. Enter the PWSID in the box

3. Select the Submit button

4.Find the name of the system in the box on the left side of the page and if the word
ACTIVE is in parenthesis beside the name of the system, then DEP is regulating
the system

5. Click on the word ACTIVE to access the Basic Information page

6. At the bottom of the page, click “Download CSV — Current Page Only,” print the
page, and submit with the application as verification that the facility is in
compliance with 55 Pa. Code § 3270.69(a).

Please contact DEP - Bureau of Safe Drinking Water at 717-787-9633 if you have

additional questions about identifying a public water system.

*Notice for Philadelphia Providers:

For facilities located in the City of Philadelphia, the following additional documents need to be
submitted with the Application for a Certificate of Compliance from DHS. These documents can
be obtained from the City of Philadelphia Department of Licenses and Inspections (L & I).

Child Care Centers and Group Child Care Homes in a Commercial building need:

1.

A Certificate of Occupancy and

2. A Food Prep License

Group Child Care and Family Child Care Homes in a Residential building need:

1.

License #3397 and

2. Residential Day Care Inspection Checklist

Opening A Child Care Business in Philadelphia — six short videos to familiarize you with the City
of Philadelphia requirements, including zoning, building inspections, health and fire safety, taxes
and fees, and more. www.youtube.com/channel/UCfrn_3Kh6RrrbXNxsTDxz5A

Following receipt of your application, the Regional Office will review it for accuracy and
completeness. If the application is complete, the Regional Office will advise the provider in
writing of the next step in the certification process. If the application is not complete, the provider
will receive written notification from DHS returning the application for a Certificate of
Compliance.

For questions relating to applications, please contact your Regional Office of Child
Development and Early Learning.

Central Region: 800-222-2117

Northeast Region: 800-222-2108

Southeast North and Southeast South Region: 800-346-2929
Western Region: 800-222-2149



http://www.youtube.com/channel/UCfrn_3Kh6RrrbXNxsTDxz5A
http://www.drinkingwater.state.pa.us/

