DEPARTMENT OF CHILDREN AND FAMILIES	dcf.wisconsin.gov
Division of Early Care and Education	
Certification Agency Questionnaire
Use of form: This form is completed by the certification agency as part of the certification review process and used by BRO staff to obtain information about individual operators and certifying agencies to help determine whether policies and procedures are made effectively, whether they are in compliance with statutes and administrative codes, and whether they are meeting the requirements of the DCF Administration of Child Care Programs Contract (see DCF DECE Administrator’s Memo Series DECE 12-02).
Instructions: BRO staff: When reviewing with a representative from the certifying agency, use the following questions to gather information, assess compliance and / or identify areas for additional technical assistance. Certifying agency staff: Complete the form and return it to the BRO staff member who requested the information. **Indicates the item is required by administrative rule, statute or contract.
	Name – Certifying Agency
[bookmark: Text45][bookmark: _GoBack]     
	Date
     

	Person Conducting Interview – DCF Representative

	
	Name
[bookmark: Text52]     
	Title
[bookmark: Text54]     

	Person(s) Interviewed

	
	Name
     
	Title
     
	Certification Start Date
     

	
	Name
     
	Title
     
	Certification Start Date
     

	SECTION 1 – AGENCY STRUCTURE

	a.
	Describe agency’s organizational structure with respect to certification:

	
	     

	b.
	Number of Certified Operators:	Regular:	     	Provisional:       	In-Home:       	School Age:       

	c.
	**Date the Certification worker(s) completed the New Worker Certification Training:      

	
	If the individual has not attended the department training, how was the individual trained?

	
	     

	d.
	[bookmark: Text2]Number of Certification Workers:	Full-time:	     	Part-time:       

	e.
	Additional job responsibilities of the certification worker(s) not related to certification:

	
	     

	SECTION 2 – CONTINUITY OF SERVICES

	a.
	How does the agency ensure continuity and accurate implementation of the certification program during extended leave of certification worker(s) or turnover of certification workers?

	
	     

	b.
	Who in the agency is designated as backup for the certification worker(s)? Does the backup have the required certification training? Does the backup have the required system access WISCCRS / WEBI?

	
	Name
	Telephone Number
	Certification Training
	System Access

	
	     
	     
	|_| Yes   |_| No
	[bookmark: Check1][bookmark: Check2]|_| Yes   |_| No

	
	     
	     
	|_| Yes   |_| No
	|_| Yes   |_| No

	
	     
	     
	|_| Yes   |_| No
	|_| Yes   |_| No

	c.
	If the backup does not have the required certification training, what type of training was provided?

	
	     

	d.
	|_| Yes   |_| No   Are the certification worker(s) subscribed to the DCF Child Care Email List http://dcf.wisconsin.gov/childcare/cc-email-signup.htm?

	
e.
	Comments:

	
	[bookmark: Text19]     

	SECTION 3 – FEE STRUCTURE

	
	s. 48.651 & 202.04(4). A county or tribal agency may charge a fee for family child care certification not to exceed 150% of the licensing fee for a family childcare center that provides care and supervision for 4-8 children under s 48.65(3), stats.
(a)	Plus the costs of criminal record checks required under s48.685, stats.
(b)	The county or tribal agency may charge a fee for school-age child care certification not to exceed the licensing fee for a group child care center that provides care and supervision for 9 or more children under s 48.65(3)(a), stats. Plus the costs of criminal record checks required under s48.685, stats.
· A licensing FCC fee of $60.50 is charged every two years.
· A licensing Group fee of $30.25 plus $16.94 for every child the center is licensed to serve is charged every two years. 

	a.
	Fee for Initial Certification: Family: $       School-Age: $     

	b.
	Fee for Re-Certification: Family: $       School-Age: $     

	c.
	Fee for Relocation: $     

	d.
	Fee for Background Check: DOJ: $       One-time fingerprint-based check: $     

	e.
	Describe the certification fee structure / policy:

	
	     

	**SECTION 4 – ORIENTING POTENTIAL CERTIFIED OPERATORS

	
	DCF 202.04(7)2.c. - Provide information on child care and the certification system to applicants prior to initial certification. The information shall include materials on sudden infant death syndrome, shaken baby syndrome and impacted babies, child development, positive discipline, health and safety, and nutrition. See Child Care Information Center free information for child care certifiers http://ccic.dpi.wi.gov/catalog/359.

	a.
	How does your agency provide orientation information to potential certified operators?

	
	     

	b.
	How does your agency document that potential certified operators have received the information / orientation?

	
	[bookmark: Text32]     

	c.
	Which informational items does your agency provide to potential operators? (Check all that apply)

	
	|_| Background Information Disclosure
|_| Certification Application
|_| Certification Training
|_| Child Development
|_| DCF 202 Certification Rules
	|_|	Health and Safety
|_|	Landlord Permission (if applicable)
|_|	Nutrition
|_|	Positive Discipline
|_|	Regulatory Agency Approval Form
	(if applicable)
	|_| Standards and Checklist
[bookmark: Check5]|_| SIDS / SBS
|_| W-9 Form
|_| WI Shares Contract
|_| YoungStar Contract

	SECTION 5 – OUTREACH

	a.
	Agencies are not required to recruit potential operators. DCF is interested in agency outreach efforts in order to share practices with other agencies looking to increase the number of regulated operators in their area. Describe your agency’s outreach efforts if applicable.

	
	[bookmark: Text33]     

	SECTION 6 – SITE VISITS

	a.
	Describe how a Certification Worker conducts a site visit.

	
	[bookmark: Text34]     

	b.
	What and how often does the agency monitor in order to ensure compliance with all certification rules?

	
	[bookmark: Text35]     

	c.
	How does the agency document the results of the site visit?
[bookmark: Check3][bookmark: Check4]|_| WISCCRS Entry	|_| Compliance Statement	|_|  Noncompliance Statement
|_| Standards and Checklist	|_| Operator File

	
	Describe: 

	
	[bookmark: Text36]     

	d.
	**|_| Yes   |_| No   Does the certification worker issue a Compliance Statement, DCF-F-2664, when no violations are cited at recertification and other routine monitoring visits?

	SECTION 7 – ATTEMPTED VISITS

	
	DCF 202.04(7)2.d. Conduct an on–site inspection of the premises where child care will be provided, including areas that will not be used for child care, before initial certification, recertification, or within 30 days following a child care operator’s move to a new location.
DCF 202.04(7)3.a. Conduct on–site inspections at any time prior to or after certification is approved to monitor compliance with certification standards, in addition to the required inspection under subd. 2.d.
Note: Documenting attempted visits in WISCCRS enables the Bureau of Program Integrity to use WebI reports.

	a.
	How does your agency document attempted visits?

	
	[bookmark: Text37]     

	b.
	What type of follow up is conducted?

	
	[bookmark: Text38]     

	SECTION 8 – UNANNOUNCED VISITS

	a.
	|_| Yes   |_| No   Does your agency conduct unannounced visits?
If “Yes”, elaborate on agency policy for announced vs. unannounced visits.

	
	[bookmark: Text39]     

	SECTION 9 – COLLABORATION WITH OTHER AGENCIES

	a.
	Describe communication or collaboration efforts between the certification agency and other agencies such as the subsidy agency, county / tribal subsidy fraud unit, licensing agency, resource and referral agency or YoungStar.

	
	[bookmark: Text41]     

	b.
	To whom at the local county / tribal subsidy agency do you report certified child care operators when they are found to be out of compliance with rule DCF 202.08(6)b. (over numbers)? Not required.

	
	     

	c.
	What other types of information have you reported, or would you report, to the local county / tribal subsidy or fraud unit?

	
	[bookmark: Text42]     

	SECTION 10 – TRAINING / TECHNICAL ASSISTANCE FOR CERTIFIED CHILD CARE OPERATORS

	a.
	|_| Yes   |_| No   Does your agency conduct ongoing training and / or technical assistance for certified child care operators?
If “Yes”, what type of training is offered and how often?

	
	[bookmark: Text43]     

	b.
	If training is not provided through your agency; where do you refer new and existing certified operators for training?

	
	[bookmark: Text44]     

	SECTION 11 – MONITORING

	a.
	**Substitutes: Substitutes working more than 240 hours in a regular certified home must comply with the entry-level training requirements. How does your agency monitor to ensure that substitutes have completed entry level training by the time they have worked 240 hours? (Not required for emergency backup providers.)

	
	     

	b.
	**Certificate of Approval: The certificate of approval may be signed by the certification worker or other agency worker whose duties include determination of eligibility for child care certification. A copy of the signed certificate shall be provided to the certified operator. What is your agency procedure for issuing the Certificate of Approval to the certified operator?

	
	     

	c.
	When do you start an application in WISCCRS?

	
	     

	d.
	|_| Yes   |_| No   Does the certifier use the Child Record Checklist, DCF-F-242, when reviewing children’s files?
If “No”, what is the procedure for documenting a review of children’s files?

	
	     

	e.
	|_| Yes   |_| No   Does your agency require the operator to submit references at initial / recertification application?

	f.
	|_| Yes   |_| No   Does your agency contact DCF Security when an employee leaves in order to end the WISCCRS and WebI access?
If “Yes”, provide the name of the person at your agency responsible for contacting DCF Security.

	
	     

	SECTION 12 Caregiver Background Check (CBC)

	a.
	Who conducts the fingerprint-based check?

	
	     

	b.
	Who conducts the name-based Caregiver Background Checks within your agency?

	
	     

	c.
	|_| Yes   |_| No   Does this individual subscribe to Operations Memos?

	d.
	|_| Yes   |_| No   Has this individual reviewed the Child Care Certification Caregiver Background Check Manuals?

	e.
	What DOJ purpose code does your agency use when conducting name-based DOJ / DHS (IBIS) checks?

	
	     

	f.
	Which DOJ fingerprint code does your agency use when conducting fingerprint-based CBC checks?

	
	|_| FPWICertification (Fieldprint)
|_| Daycare/employee (print cards)

	g.
	Who reviews the CBC results to determine eligibility?

	
	     

	SECTION 13 – REVIEWER COMMENTS
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