Child Care Center Record Requirements

License Number:

Center 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.

STAFF AND VOLUNTEER RECORDS

Record

Rule

Minimum Retention

Consent and disclosure forms for licensee, licensee designee, child
care staff members (this includes all staff), unsupervised volunteers
and program administrator.

R 400.8112a (1), (2)

Retain for not less than 2
years after the individual
leaves the center.

Program administrator credentials.

R 400.8204 (15)

Retain until the individual has
left employment.

Site administrator credentials.

R 400.8207 (7)

Retain until the individual has
left employment.

Documentation of weekly site visits by multi-site program administrator.

R 400.8204 (3)

Retain until the individual has
left employment.

Lead teacher credentials.

R 400.8210 (11)

Retain until the individual has
left employment.

Abuse and neglect statements for all staff and unsupervised volunteers.

R 400.8213 (1)

Retain until the individual has
left employment.

Public Sex Offender Registry (PSOR) clearance check for all
supervised volunteers.

R 400.8213 (2)

Retain until the individual has
left employment.

Retain for not less than 2

The name, address, and telephone number of all staff. R 400.8112a (4) years after the individual
leaves the center.
TRAINING RECORDS
Record Rule Minimum Retention
2 years after the effective date
Center’s orientation training about the center’s policies and practices R 400.8216 (1) of this rule (5/7/2025) after
and these rules. ’ which must be maintained in
MiRegistry.

Within 30 days and BEFORE caring for children.
= The prevention of shaken baby syndrome, if the center serves

infants and toddlers.
= The prevention of sudden infant death syndrome and use of safe

sleep practices, if the center serves infants and toddlers. 2 years after the effective date
= The prevention of abusive head trauma.  this rule (5/7/2025) after
= The prevention of child maltreatment. R 400.8216 (2) of this rule ( ) afte

= The recognition and reporting of child abuse and neglect.
These trainings are covered in the MiRegistry Health and Safety for
Licensed Child Care Providers Module A.

Safe sleep is a SEPARATE TRAINING and is NOT included in the
MiRegistry Health and Safety for Licensed Child Care Providers:
Modules A, B, and C.

which must be maintained in
MiRegistry.
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Record Rule Minimum Retention

Within 30 days and BEFORE UNSUPERVISED care of children.

=  Who to contact for questions.

= Discipline policy.

= Emergency procedures to include, but not limited to, location of first

aid equipment, fire prevention, fire exits, and responsibilities during
an emergency.

= Information to provide to parents.

= Appropriate care and supervision, including child care staff member | R 400.8216 (3)
to child ratios.

= Daily schedules, such as planned daily activities and routines. g.
Health policies and procedures.

= The prevention and control of infectious diseases, including
immunizations.

= lliness procedures for children and staff.
= Diapering procedures, only if applicable to children served.

2 years after the effective date
of this rule (5/7/2025) after
which must be maintained in
MiRegistry.

2 years after the effective date
of this rule (5/7/2025) after
which must be maintained in
MiRegistry.

Training in the center’'s emergency procedures. R 400.8216 (4), (5)

Within 90 DAYS and BEFORE UNSUPERVISED care of children:

= Administration of medication.

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

=  Building and physical premises safety including identification or and
ErOtZT-tion fo(:mthazardsf, :odie; of wate;r a?nld vet;icular traffitt:. 2 years after the effective date

= andling and storage of hazardous materials and appropriate ;
disposa?of bio-con’gaminants. Pprop R 400.8216 (6) of this rule (5/7/2025) after

= Child development including the major domains of cognitive, social,
emotional, physical development, and approaches to learning as
provided in rule R 400.8179.

= Pediatric first aid and pediatric infant, child and adult
cardiopulmonary resuscitation (CPR).

These trainings are covered in MiRegistry Health and Safety for

Licensed Child Care Providers Module B and C.

which must be maintained in
MiRegistry.

NATURE BASE CENTER TRAINING
BEFORE CARING FOR CHILDREN

All program staff and unsupervised volunteers must be trained
in benefit-risk assessment and the risk management plan for outdoor R 400.8216 (8), (9)
nature-based centers as indicated in R 400.8161b.

At least one program staff member must be trained in wilderness first
aid (if center is located 30 minutes from emergency medical care).

2 years after the effective date
of this rule (5/7/2025) after
which must be maintained in
MiRegistry.

2 years after the effective date
of this rule (5/7/2025) after

Pediatric first aid and pediatric, child, and adult CPR certificates. R 400.8216 (7) . o .
which must be maintained in
MiRegistry.
Record Rule Minimum Retention
16 clock hours of professional development training for program staff of 2 years after the effective date

an early childhood, outdoor nature based and school age centers. of this rule (5/7/2025) after

10 clock hours of professional development for program staff of small which must be maintained in
capacity centers. MiRegistry.

R 400.8216a (1), (2)
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Record

Rule

Minimum Retention

10 clock hours of professional development training for substitute
teachers if they work MORE than 20 hours a week.

5 clock hours of professional development training for substitute
teachers if they work LESS than 20 hours a week.

R 400.8216a (3), (4)

2 years after the effective date
of this rule (5/7/2025) after
which must be maintained in
MiRegistry.

2 clock hours of professional development training for unsupervised
volunteers.

R 400.8216a (5)

2 years after the effective date
of this rule (5/7/2025) after
which must be maintained in
MiRegistry.

Yearly MiRegistry refresher course for all program staff including
substitute teachers and unsupervised volunteers.

R 400.8216a (13)

2 years after the effective date
of this rule (5/7/2025) after
which must be maintained in
MiRegistry.

CHILDREN’'S RECORDS

Record

Rule

Minimum Retention

Child Information Record — at initial attendance and updated as needed.

R 400.8112 (1)

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

Immunization record or waiver — at initial attendance.

R 400.8112 (2)

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

Physical evaluation signed by a physician or the physician’s designee.
An electronic record from a physician’s office is accepted.

R 400.8112 (5), (6)

Retain on file and made
accessible in the center within
30 days after a child’s initial
attendance. Must be updated
every 13 months for
infants/toddlers, and every 2
years for preschoolers.

Documentation that the parent received the written information
packet/parent handbook.

R 400.8113 (1), (2)

Maintained on file until the
child no longer attends the
center.

INFANT/TODDLER REQUIREMENTS

Record Rule Minimum Retention
Written permission from infant’s physician when an alternate sleeping Maintained on file until the
R 400.8219 (7) child no longer attends the

position is necessary.

center.

Copy of daily record for infants, toddlers, and child with disabilities

when requested that includes:

=  Food intake time, type of food, and amount eaten.

= Sleeping patterns indicating when and how long the child slept.

=  Elimination patterns, including bowel movements, consistency, and
frequency.

= Developmental milestones.

= Changes in the child’s usual behaviors.

R 400.8113 (3), (4)

Maintained on file until the
child no longer attends the
center.

Documentation of primary teacher assignments.

R 400.8274 (4)

Maintained on file and
provided to parents until the
child no longer attends the

center.
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SCHOOL AGE CENTERS

Record

Rule

Minimum Retention

Child Information Record — at initial attendance and updated as needed.

R 400.8112 (1)

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

Immunization record or waiver — at initial attendance.

R 400.8113 (3), (4)

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

School age statement about good health and immunizations signed by
parent — updated annually.

R 400.8112 (7)

Provided by parent and
retained on file either in the
Michigan Care Improvement
Registry or at the center until

the child no longer attends the
center.

Documentation that the parent received the written information
packet/parent handbook.

R 400.8113 (1), (2)

Retain on file until the child no
longer attends the center.

Signed statement regarding the use of the school playground and its
exemptions from other licensed child care centers.

R 400.8125 (10) R
400.8401 (3) (a)

Retain on file at center until
license is closed.

RECORDS FOR ALL PROGRAMS

Record

Rule

Minimum Retention

Medication Permission Form — prescription, non-prescription, non-
topical.

R 400.8260 (2), (8)

An updated (less than a year

old) copy must be on file until

the child no longer attends the
center.

Medication log — Record of name of medicine, dosage given, date, and
signature of staff person administering medicine.

R 400.8260 (9)

Retain record as to the time
and the amount of medication
given. One signed form per
medication is required until the
child no longer attends the
center.

Permission for routine transportation is updated annually, non-routine
transportation recorded before each trip.

R 400.8112 (13)

Retain on file until the child no
longer attends the center.

Daily Attendance Record.

R 400.8112 (10)

Retain on file until the child no
longer attends the center.

Signed parental permission for a child 33-36 months old to be enrolled
in 3-year-old classroom when developmentally appropriate.

R 400.8222 (5)

Retain on file for 2 years or
until the child no longer
attends the center.

Signed parental permission for a child 45-48 months old to be enrolled
in 4-year-old classroom when developmentally appropriate.

R 400.8222 (6)

Retain on file for 2 years or
until the child no longer
attends the center.

Signed parental permission for a child 57 months old until a school-ager
to be enrolled in school-age classroom when developmentally
appropriate.

R 400.8222 (7)

Retain on file for 2 years or
until the child no longer
attends the center.

Written parental agreement if parent has agreed to provide food, milk or
formula.

R 400.8330 (2)

Special dietary instructions from parent or licensed health care provider.

R 400.8330 (4)

Retain the most recent
documentation until the child
no longer attends the center.

Food allergy plan for the prevention of and response to emergencies
with a child care plan, prevention measures, and emergency
procedures.

R 400.8269a
(1), (3), (4)

Retain on file until the child no
longer attends the center. The
child’s care plan must be
carried on field trips.
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CENTER’'S RECORDS

Record Rule Minimum Retention
ertten' Staff/Vqunteer screening policy and written policy regarding R 400.8213 (3) .
supervision of volunteers. Retain the most recent
version.
Child abuse and neglect reporting policy. R 400.8213 (1)

2 years after the effective
date of this rule (5/7/2025)

Written ongoing professional development plan. R 400.8216a (9) after which must be
maintained in MiRegistry.
Written discipline policy. R 400.8280 (5) Retain T:rgoonSt recent
Written policy de.talllng when children, staff and volunteers will be R 400.8263 (5) Retain the most recent
excluded due to illness. version.

Retain the most recent

Pest management policy. R 400.8161 (10) version

Retain the most recent

Updated equipment inventory at renewal. R 400.8131 (8) version

A written plan for when and how parents will be notified when changes
in child's health, a child experiences accidents, injuries or incidents, or R 400.8263 (1)
when the child is too ill to remain in the group.

Retain the most recent
version.

Retain the most recent

Written information packet to parents including: R 400.8113 (1) version.
Admission/withdrawal criteria. R 400.8113 (1)(a) Retain t\?:rsniqoons.t recent
Schedule of operation. R 400.8113 (1)(b) Retain t\t‘:r:oonstt recent
Fees. R 400.8113 (1)(c) Retain ?:rsr::)ons.t recent
Discipline policy. R 400.8113 (1)(d) Retain ?:rsr:;ons.t recent
Food service policy. R 400.8113 (1)(e) Retain t\t]:r;qoons.t recent
Program philosophy. R 400.8113 (1)(f) Retain t\t]:rgoons_t recent
Typical daily routine. R 400.8113 (1)(9) Retain t\?:rsniqoons.t recent
Parent notification plan for accidents, injuries, incidents, and illnesses. R 400.8113 (1)(h) Retain t\?:rsniqoons.t recent
Transportation policy (if applicable). R 400.8113 (1)(i) Retain t\t‘:r:oonstt recent
Medication policy. R 400.8113 (1)(j) Retain the most recent
Exclusion policy. R 400.8113 (1)(K) Retain the most recent
Notice regarding the licensing notebook. R 400.8113 (1)() Retain T:rgoons.t recent
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INSPECTIONS

Record

Rule

Minimum Retention

Quality fire inspection.

R 400.8510 (3)

Copy provided to the
department. Retention
optional. Must resubmit at the
time of renewal.

Original plan review.

R 400.8305 (2)

Copy provided to the
department. Retention
optional. Must resubmit at the
time of renewal.

Approved floor plan.

R 400.8121 (3)

Copy provided to the
department. Retention
optional. Must resubmit at the
time of renewal.

Environmental health inspection.

R. 400.8305 (2)

Copy provided to the
department. Retention
optional. Must resubmit at the
time of renewal.

Furnace/hot water tank/boiler inspection.

R 400.8510 (5), (6)

Copy provided to the
department. Retention
optional. Must resubmit at the
time of renewal.

Fire extinguisher inspection.

R 400.8545 (3)

Retain the most recent version
until license is closed.

Lead-based paint inspection and lead hazard risk assessment along
with a lead hazard risk assessment summary form provided by the
department.

R 400.8161 (8)

Retain the most recent version
until license is closed.

Retain the most recent version

Playground inspection. R 400.8125 (21) until license is closed
TRANSPORTATION
Record Rule Minimum Retention

Copy of driving record.

R 400.8750 (2)

Retain the most recent version
until the individual leaves the
center.

Self-certification of transportation provisions form.

R 400.8750 (2)

Retain the most recent version
until the individual leaves the
center.

Copy of valid driver’s license for each driver.

R 400.8750 (2)

Retain the most recent version
until the individual leaves the
center.

Vehicle inspection reports.

R 400.8720 (2)

Retain a copy on file that must
be less than 1 year old.

Statement on file verifying vehicle(s) comply with the Michigan vehicle
code safety equipment requirements.

R 400.8720 (4)

Retain a copy on file that must
be less than 1 year old.

Vehicle registration and valid insurance.

R 400.8750 (1)

Retain the most recent
version.
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REQUIRED POSTINGS

Posting Rule Minimum Retention
Current license and any current variances. R 400.8110 (3)(a) S:::ilgnt:ﬁfn;gzi;iﬁ;t
Rules must be on the
premises or readily accessible
Current rule book. R 400.8110 (3)(b) electronically with the effective
date of May 7%, 2025.
. . . The most recent list from the
Statement about Comprehensive Background Criminal History Checks R 400.8110 (3)(c) most recent issue of Michigan
for staff and volunteers. Child Care Matters
Maintain posting in a place
Statement or sign that states smoking or vaping is prohibited on the R 400.8167 (2) known and easily accessible
premises visible to parents, staff, and visitors. ’ or visible to parents, staff, and
volunteers.
Maintain posting in a place
Emergency response plans and procedures posted and maintained in a R 400.8269 (3) known and easily accessible
place known and easily accessible to parents, staff, and volunteers. ’ or visible to parents, staff, and
volunteers.
Maintain posting in a place
Consumer Product Safety Commission (CPSC) Recall List. R 400.8131 (2) okrnvoi:ilglsrt]: s:zlnytsacs(,;t(:‘fswz;fd
volunteers.
Maintain posting in a place
Emergency numbers (911, fire, police, poison control, center’s R 400.8164 (3) known and easily accessible
address/two main cross-streets) posted by all phones. ’ or visible to parents, staff, and
volunteers.
Maintain posting in a place
Guidelines for diaper changes. R 400.8254 (7) okrnvoi:i,;:r»:: s:zm:csiz;slta)fd
volunteers.
Exit signs at all exterior exits (legible letters no less than 6 inches, kiﬂjwr:a!;gzsat;]lg :cier::i(tz)el}e
background with contrasting colors, strokes not less than % inches R 400.8525 (13) or visible to parerzlts staff. and
wide). volunteers.
Maintain posting in a place
Handwashing procedures near every sink used by children. R 400.8251 (3) okrnvoi:i,;:r»:: s:zm:csiz;slta)fd
volunteers.
Maintain posting in a place
Child’s name and known food allergy on parent approval. R 400.8269a (2)(b) ol;nv?;\i/;:rt]g S:ZK:C;Z?Z:Z
volunteers.
Menus must be planned in advance, dated, and made available to .
parents; any food substitutions must be noted the day they occur. R 400.8330 (10) Retain for two years.
A typical daily routine. R 400.8271 (6) Must b made s;’f‘e":tt;'e and
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NOTES

MIiLEAP is an equal opportunity employer/program.
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