
Instructions for Group Programs 
The following are instructions for completing the forms required for participation in YoungStar for 
licensed group child care programs.   
 
Note: In the past, two forms were required for participation in YoungStar (the YoungStar 
Participation Request AND the Wisconsin Share Contract).  Beginning in 2012, these forms have 
been combined into one form called the YoungStar Contract.  If you have never participated in 
YoungStar before, fill out the YoungStar Contract.  If you are currently participating in YoungStar, 
DO NOT use the YoungStar Contract to reapply, instead you will be mailed a YoungStar Contract 
Renewal approximately 60 days before your YoungStar anniversary date.  Your YoungStar 
anniversary date is the anniversary of the date you were given your first YoungStar rating.  If you have 
any questions about this process, contact your Local YoungStar Office. 
 
If you have any questions about completing the form or about YoungStar in general, please call your 
Local YoungStar Office. To find your Local YoungStar Office, see the map at the following web site: 
http://dcf.wisconsin.gov/youngstar/map/default.htm.  If you do not have access to the internet, 
please call the main YoungStar number: 

1-888-713-KIDS 
 
A.   To complete the forms have the following THREE pieces of information ready: 

1. Your Facility Number:  
For licensed programs this number is the same as your License Number, found in the upper-right 
corner of your License (as shown below). 
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Facility Number (continued) 
 

Programs currently serving children who receive Wisconsin Shares subsidies  
For programs that are currently caring for children who receive Wisconsin Shares, if you have access 
to the Child Care Provider Information (CCPI) web site, you can also find your Facility Number on 
the CCPI web site after you log in (shown below). 
 
If you do not have access to the CCPI web site AND you are serving children who receive 
Wisconsin Share subsidies, you may request access at 
http://dcf.wisconsin.gov/childcare/ccpi/default.htm  
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2. Your Wisconsin Shares Provider Number:  

Programs not currently serving children who receive Wisconsin Shares subsidies 
If you are not currently serving children who receive Wisconsin Shares, you will not have this number. 
In this case, write “Not Applicable” in the section that asks for your Provider Number on the 
YoungStar Contract form.  
 
Programs currently serving children who receive Wisconsin Shares subsidies  
For programs that are currently serving children who receive Wisconsin Shares, the Provider 
Number can be found in the upper-right corner of your Child Care Authorization (as shown on page 
3), on your Wisconsin Shares check or on your direct deposit slip for Wisconsin Shares.  Alternatively, 
if you have access to the Child Care Provider Information (CCPI) web site, you can find your 
Provider Number on the CCPI web site after you log in (also shown on page 3).  
 
If you do not have access to the CCPI web site AND you are serving children who receive 
Wisconsin Share subsidies, you may request access at 
http://dcf.wisconsin.gov/childcare/ccpi/default.htm 
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3. Your Location Number:  
4.  
5.  
6.  
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3.   Your Location Number:  
Programs not currently serving children who receive Wisconsin Shares subsidies 
If you are not currently serving children who receive Wisconsin Shares, you will not have this number. 
In this case, write “Not Applicable” in the section that asks for your Location Number on the 
YoungStar Contract form.  
 
Programs currently serving children who receive Wisconsin Shares subsidies  
For programs that are currently serving children who receive Wisconsin Shares, the Location 
Number may be found near the upper-right corner of your Child Care Authorization (as shown 
below), on your Wisconsin Shares check or on your direct deposit slip for Wisconsin Shares.  
Alternatively, if you have access to the Child Care Provider Information (CCPI) web site, you can find 
your Location Number on the CCPI web site after you log in (also shown on page 5).  
 
If you do not have access to the CCPI web site AND you are serving children who receive 
Wisconsin Share subsidies, you may request access at 
http://dcf.wisconsin.gov/childcare/ccpi/default.htm 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Location Number: 001

Child Care Authorization 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4

1‐26‐2012 

http://dcf.wisconsin.gov/childcare/ccpi/default.htm


 

Location Number: 001

CCPI Web Site (licensed)  
 
 
 
 
 
 
 
 
 
 
 
 
 
B.   Filling out the YoungStar Contract—Licensed Group Programs 

 
1. When you have gathered your Facility Number (if applicable), Provider Number and 

Location Number (if applicable), enter this information into the YoungStar Contract 
–Group Center (as shown below).   
 Enter the Facility Number in the yellow highlighted area. 
 Enter the Provider Number in the pink highlighted area. 
 Enter the Location Number in the blue highlighted area. 
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2. Fill in the contact information for the program (highlighted in yellow below). 
3. Fill in the number of classrooms you have, the number of children of all ages that you 

serve and ages of those children (highlighted in green below). 
4. If your program receives funding from Head Start or from a public school 3K or 4K 

collaboration/program, check the box below the enrollment information (circled in 
orange). 

  

5. Read the information on pages 1-2 of the YoungStar Contract to guide your decision 
about what type of support you choose for your program.  
 
If you have questions about which type of rating you should choose, please contact your Local 
YoungStar Office.  To find your Local YoungStar Office, see the map at the following web site: 
http://dcf.wisconsin.gov/youngstar/map/default.htm.  If you do not have access to the internet, 
please call the main YoungStar number: 

1-888-713-KIDS 
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6. Choose the type of YoungStar support you want. 
Non-Accredited Programs: Programs that are not accredited through the National Association 
for the Education of Young Children (NAEYC), the National Accreditation Commission (NAC), the 
City of Madison or the Council on Accreditation (COA) choose the type of support they want 
through YoungStar.   
 
Option A: If a provider would like to be given a rating based upon education and training alone and 
does not want someone to come into their program, they should check Box A (shown by the green 
arrow below).    
 
Option B: If a provider would like to someone to come into their program to rate them based upon 
all of the quality indicators in YoungStar, they should check Box B (shown by the red arrow below).     
Additionally, if the provider wants free one-on-one Technical Assistance to help prepare for the 
rating, they should check the box under Box B (circled below).      
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Accredited Programs: Programs that are accredited through the National Association for the 
Education of Young Children (NAEYC), the National Accreditation Commission (NAC), the City of 
Madison or the Council on Accreditation (COA)  must check Box C (shown by the purple arrow 
below) and enter information about their accreditation into the box (highlighted below).  These 
programs must also choose if they want to receive Technical Assistance or not.  If they want 
Technical Assistance, they should check the box under Option C (circled below).   

Head Start Programs: Programs that have any portion of their day as Head Start, should check 
Box D (shown by the blue arrow below). 
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7. Sign and date the form 
All programs must sign and date the YoungStar Contract in order for the form to be complete 
(highlighted below).  The form will not be complete if it is not signed. 

 
 
 
D.  Return the YoungStar Contract to Your Local YoungStar Office 

Programs must return the YoungStar Contract form to their Local YoungStar Office.  
 
To find your Local YoungStar Office, see the map at the following web site: 
http://dcf.wisconsin.gov/youngstar/map/default.htm.  If you do not have access to the internet, please call 
the main YoungStar number: 

1-888-713-KIDS 

After sending in both forms to your Local YoungStsar Office, you will receive a contact from them within four 
weeks of the date they receive your materials.  However, if you have any questions in the meantime, do not 
hesitate to call them. 
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