Child Care Home Record Requirements

License Number:

Program Name:

Date of Review:

Individuals with disabilities may contact the MiLEAP ADA Coordinator to request an alternative format to these
materials. Please visit www.Michigan.gov/ADA for a list of state ADA Coordinators.

LICENSEE RECORDS

Record

Rule

Minimum Retention

Completed and signed Michigan Child Care Background Check
Consent and Disclosure form.

R 400.1919(2)
R 400.1919(5)

Retain until license is
closed.

Child Care Licensing Information Request.

R 400.1903(1)(f)

Copy provided to the
department. Retention
optional.

Dates of licensee absences.

R 400.1903(1)(d)

2 years.

Valid Pediatric infant, child, and adult CPR certification.

R 400.1902(1)(d)

Keep up-to-date certification
on file and in MiRegistry.

Valid Pediatric first aid certification.

R 400.1902(1)(d)

Keep up-to-date certification
on file and in MiRegistry.

Documentation of completed training in recognition and reporting of
child abuse and neglect.

R 400.1902(1)(e)

Retain until license is
closed.

Documentation of completed training in prevention and control of
infectious disease, including immunizations.

R 400.1902(1)(e)

Retain until license is
closed.

Training record/documentation of 10 hours completed annually.

R 400.1924(1)

2 years after the effective
date of this rule (4/27/2026)
after which qualifications
must be maintained in
MiRegistry.

Verification of completion of training on the following topics within 90
days after receiving a license:

= Child Development.

= Administration of Medication.

=  Prevention of and response to emergencies due to food and
allergic reactions.

= Handling and storage of hazardous materials and the appropriate
disposal of bio-contaminants.

= Precautions in transporting children.

= Building and physical premises safety.

=  All hazards emergency preparedness and response planning.

R 400.1923(2)

2 years after the effective
date of this rule (4/27/2026)
after which qualifications
must be maintained in
MiRegistry.

Verification of completion of updated health and safety trainings within
the timeframe given on the notice.

R 400.1924(11)

2 years after the effective
date of this rule (4/27/2026)
after which qualifications
must be maintained in
MiRegistry.

Physician’s statement attesting to physical and mental health (dated
within 1 year before issuance and at subsequent renewals).

R 400.1933(1)

Retain until license is closed.
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HOUSEHOLD MEMBER RECORDS

Record

Rule

Minimum Retention

Completed and signed Michigan Child Care Background Check
Consent and Disclosure form.

R 400.1919(1)

Retain on file until 2 years
after the person is no longer
a household member.

Child Care Licensing Information Request for household members age
18 and older.

R 400.1903(1)(f)

Copy provided to the
department. Retention
optional.

Written, signed, dated statement indicating:

The individual is aware that abuse and neglect of children is
unlawful.

The individual is aware that they are mandated to report abuse and

neglect.

The individual has received a copy of the licensee’s discipline policy.

R 400.1906(1)(e)

2 years after the individual
has left employment of the
licensee.

CHILD CARE STAFF MEMBER, ASSISTANT & DRIVER RECORDS

Record

Rule

Minimum Retention

Completed and signed Michigan Child Care Background Check
Consent and Disclosure form.

R 400.1919(2)
R 400.1951(4)

Retain on file until 2 years
after the person is has left
employment.

Valid certification in Pediatric infant, child, and adult CPR.

R 400.1920(3)

Keep up-to-date certification
on file and in MiRegistry.

Valid certification in Pediatric first aid.

R 400.1920(3)

Keep up-to-date certification
on file and in MiRegistry.

Proof of training in the prevention of infectious disease, including
immunizations.

R 400.1923(2)

2 years after the effective
date of this rule (4/27/2026)
after which qualifications
must be maintained in
MiRegistry.

Training record/documentation of 5 hours completed annually.

R 400.1924(2)

2 years after the effective
date of this rule (4/27/2026)
after which qualifications
must be maintained in
MiRegistry.

Proof of training required prior to caring for children:

Safe sleep practices to prevent sudden infant death syndrome.
Recognition of and the reporting of child abuse and neglect.
Prevention of shaken baby syndrome, abusive head trauma, and
child maltreatment.

R 400.1923(2)

2 years after the effective
date of this rule (4/27/2026)
after which qualifications
must be maintained in
MiRegistry.

Proof of training required within 90 days of hire:

Child development.

Administration of medication.

Prevention of and response to emergencies due to food and
allergic reactions.

Handling and storage of hazardous materials and the appropriate
disposal of biocontaminants.

Precautions in transporting children.

Building and physical premises safety.

All hazards emergency preparedness and response planning.

R 400.1923(2)

2 years after the effective
date of this rule (4/27/2026)
after which qualifications
must be maintained in
MiRegistry.

The first and last name, address, telephone number, and date of hire.

R 400.1906(1)(a)

2 years after the individual
has left employment of the
licensee.
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Record

Rule

Minimum Retention

Daily records of arrival and departure times for the staff
member/assistant.

R 400.1906(1)(b)

2 years after the individual
has left employment of the
licensee.

Written statement by a licensed physician or physician’s designee
attesting to the individual’s mental and physical health.

R 400.1906(1)(c)

Retain while individual
remains employed.

Medical statement (dated within 1 year before caring for children and at
subsequent renewals)

R 400.1933(2)

2 years after the date the
individual no longer resides
in or cares for children in the
child care home.

Written, signed, dated statement indicating:

=  The individual is aware that abuse and neglect of children is
unlawful.

= Theindividual is aware that they are mandated to report abuse and
neglect.

= The individual has received a copy of the licensee’s discipline
policy.

R 400.1906(1)(e)

2 years after the individual
has left employment of the
licensee.

REQUIRED CHILD’S RECORDS

Record

Rule

Minimum Retention

Child Information Record (CCL-3731 or comparable substitute), fully
completed and updated annually or after changes.

R 400.1907(1)(a)

Always retain on file and 2
years after the child no
longer attends.

Child in Care Statement/Receipt (CCL-3900), fully completed, fully
completed and updated annually or after changes.

R 400.1903(1)(b)

Always retain on file and 2
years after the child no
longer attends.

Dated daily attendance record including the child’s first and last name
and the time of arrival and departure.

R 400.1906(1)(b)

Maintain for 2 years.

Written parental permission for medication permission (CCL-1243 or
comparable substitute) form for each medication, and record of date,
time and amount of all medication given/applied using the CCL-1243
form or comparable substitute, if applicable.

R 400.1931(7)

Maintain for 2 years.

Written parental permission for water activities, if applicable:

=  Before each outdoor water activity at a swimming pool, lake, or
other body of water off the premises.

= Seasonally for water activities on the child care premises.

R 400.1934(10)

Maintain current permission
on file.

Written parental permission for vehicle transportation, if applicable:

= Annual permission for routine transportation.
= Before each trip for nonroutine transportation.

R 400.1952(1)

Maintain current permission
on file.

Written permission for field trips without a vehicle (such as walks in the
neighborhood or to a park) at initial enroliment.

R 400.1952(2)

Maintain on file until the
child no longer attends.

For infants and toddlers, written documentation from a health care
provider if an alternate sleeping position or alternate sleeping
equipment, if applicable.

R 400.1910(10)

Maintain current
documentation on file.

If parents object to emergency medical treatment on religious grounds,
a signed statement that he or she assumes responsibility for all
emergency care for the child, if applicable.

R 400.1907(1)(d)

Always retain on file and 2
years after the child no
longer attends.

The location of children’s records must be known by all personnel.

R 400.1907 (4)

Maintain on file and
immediately accessible.
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REQUIRED CHILD CARE HOME RECORDS

Record

Rule

Minimum Retention

A licensing notebook including a summary sheet and the
reports from all licensing inspections, renewal inspections,
special investigations, and corrective action plans.

R 400.1906(3)

2 years after the individual
has left employment of the
licensee.

Record of licensee absences.

R 400.1903(1)

Retain for 2 years.

Written report (CCL-1485) to licensing within 3 days of
changes in household composition or when any household
member or personnel has:

= Anarrest.

= A conviction.

= An arraignment for an offense that if convicted would lead to that
individual’s ineligibility to be connected with a child care home.

= |s being investigated by the state department of health and human
services.

= |s under court supervised parole or probation.

= Has been admitted to, or released from, a correctional facility.

= Has been admitted to or released from a health facility or agency
that was providing mental health or substance use disorder
treatment services to the individual.

R 400.1903(1)

Copy provided to the
department. Retention
optional.

Written policy and procedure for screening and supervision
of volunteers, including volunteers who are parents of
children in care.

R 400.1903(1)

Maintain current copy on
file.

Written policy on smoking and vaping that includes:

=  Ensure no smoking or vaping in child-use space, on the premises
while children are in care, and in a vehicle when used to transport
children in care.

= Notice posted that smoking and vaping are prohibited on the
premises during child care hours.

= Notify parents if smoking or vaping occurs in the home and on the
premises when children are not in care.

R 400.1918(1)-(3)

Maintain current policy on
file.

Written discipline policy.

R 400.1942(1)

Maintain current policy on
file.

A written emergency response plan for fire, tornado, serious
accident/injury, water emergencies when applicable, and crisis
management that includes:

= Aplan for evacuation.

= A plan for safely moving children to a relocation site.

= Aplan for shelter-in-place.

= A plan for lockdown.

= A plan for contacting parents and reuniting families.

= A plan for continuing operations during or after a disaster.

= A plan for how infants and toddlers will be accommodated in all
types of emergencies.

= A plan for how children with a disability will be accommodated in all
types of emergencies.

= A plan for how children with chronic medical conditions will be
accommodated in all types of emergencies.

R 400.1939(1)-(2)

Maintain the current plan on
file.

Documentation of fire drills, not less than every three months, including
date and the time it takes to evacuate.

R 400.1939(7)

Maintain for 2 years.

Documentation of not less than two tornado drills yearly, between
March and November, including the date.

R 400.1939(8)

Maintain for 2 years.
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Record

Rule

Minimum Retention

Documentation of drills for emergency plans not listed in subrules (7)
and (8) of this rule, must be conducted annually. These include serious
accident or injury, water emergencies (if applicable), floods, power
outages, extreme weather, other natural or man-made disasters, bomb
threats and other man-made emergencies, and intruders or active
shooters.

R 400.1939(9)

Maintain for 2 years.

Written food allergy plan that includes a child care plan, prevention
measures, and emergency procedures.

R 400.1937(1)

Maintain on file until the
child no longer attends.

Written report within 72 hours of any of the following, (verbal, electronic
or email reports also required by rule.):

= Achild is lost or left unsupervised.

= Anincident involving inappropriate contact or an allegation of
inappropriate contact.

= A serious injury of a child.

=  Afire on the premises of the home that requires the use of fire
suppression or results in loss of life or property.

= The death of a child.

= After parent notification that a child received medical treatment or
was hospitalized for an injury, accident, or medical condition that
occurred while the child was in care.

R 400.1941(1)-(4)

Maintain for 2 years.

REQUIRED POSTINGS

Posting

Rule

Minimum Retention

Current license and any current variances in a conspicuous place
during hours of operation.

R 400.1903(1)(e)

Always retain the most
recent version.

Notice stating that smoking and vaping are prohibited on the premises
during child care hours.

R 400.1918(2)

Accessible and visible to
parents, personnel,
volunteers, and visitors at all
times.

The current list of unsafe children’s products must be posted
conspicuously as an actual hard copy or electronic access to the CPSC
orit’s successor’s list of recalled children’s products.

R 400.1909(5)

Always retain the most
recent version.

If a window is used as a second exit, it must be identified as an exit.

R 400.1947(3)

Must be clearly identified at
all times.

Emergency plans for each of the following:
=  Fire evacuation.

= Tornado watches and warnings.

= Serious accident or injury.

=  Water emergencies, if applicable.

=  Floods.

R 400.1939(3)(a)

Must be posted in a place
visible to personnel,
volunteers, and parents.

Emergency plans for each of the following:

= Power outages.

= Extreme weather.

= Other natural or man-made disasters.

=  Bomb threats and other man-made emergencies.

R 400.1939(3)(b)

Must be maintained in a
place known and easily
accessible to personnel,
volunteers, and parents.

Emergency plans for each of the following:
= |ntruders or active shooters.

R 400.1939(3)(c)

Must be maintained in a
place known and easily
accessible to personnel and
volunteers.

Post the child’s name and known food allergy prominently in the home,
on parent approval.

R 400.1937(4)(b)

Must be maintained until the
child no longer attends.
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NOTES

MIiLEAP is an equal opportunity employer/program.
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