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Purpose

This job aid will explain the different methods and actions necessary for 
license closure in the Child Care Licensing Bureau (CCLB) Provider Portal.

Business Role(s)

• Providers
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License closure can be achieved by the following methods below:

Note: prior to license issue or refusal, an application can be withdrawn by the provider 
through directly contacting the consultant.

• Revocation – if a facility has multiple and/or unaddressed violations, the license will be 
revoked. Documentation from Special Investigation and Corrective Action Plans are 
sent to an Area Manager for revocation approval. Providers can appeal this decision 
by contacting their consultant and escalate to a disciplinary action committee review.

• Refusal to Renew – when a provider is in the process of renewing their license but 
fails to meet compliance requirements or has multiple violations during their time as a 
Child Care Provider, CCLB may choose to refuse the license renewal application. 
Providers can appeal this decision by contacting their consultant and escalate to a 
disciplinary action committee review.

• Closure – a provider can choose to close their license voluntarily. CCLB is notified that 
the provider does not intend to maintain their license and a consultant will reach out to 
confirm. When the license expires, the profile is archived but the information is saved 
for any future reference. A provider can begin this process directly from their 
dashboard by performing the following actions:

1. Enter the CCLB Provider Portal to select the Facility Details dropdown and click on 
My Facilities.

1
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2. Click on the link of the facility you wish to close.

3. Click on the Close License/Facility button.

2
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4. Read the Attestation statement and check the I agree with statements above box.

5. Click on the Submit button.

4
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1. Enter the CCLB Provider Portal to select the Facility Details dropdown and click on My 
Licenses.

2. Find the license you do not wish to renew and click the Apply for Not Renewing 
License button.

1

2

A provider can also achieve license closure by not renewing their license, following the steps 
below:
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3. Select a reason from the dropdown menu.

4. Click the Submit button.

3

4



8 ©2023 State of Michigan

Closure

5. Confirm you want to cancel the renewal and click the Yes button.

5
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