DEPARTMENT OF CHILDREN AND FAMILIES	dcf.wisconsin.gov
Division of Early Care and Education

Administrative Review Checklist
Use of form:  This form is completed by Bureau of Regional Operations (BRO) staff as part of the certification review process.  It is used to obtain information about individual providers 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 Memo Series DECE 12-02).

Instructions:  BRO staff:  When interviewing a representative from the certifying agency, use the following questions to gather information, assess compliance and / or identify areas for additional technical assistance.  Identify each section reviewed, and check “Yes” if the agency is in compliance, or check “No” if the agency is not in compliance.  ** Indicates the item is required by administrative rule, statute or contract.

	A.	Interview Information

	Name – County / Tribal / Certification Agency
[bookmark: _GoBack]     
	Date of Interview
     

	Name – BRO Interviewer
     
	Title – BRO Interviewer
     

	B.	**Required Certification Worker Training     |_| Reviewed     |_| Not Reviewed

	1.
	[bookmark: Check3][bookmark: Check4]|_| Yes  |_| No   Worker(s) completed department-approved certification training within first 6 months of employment.

	2.
	Comments:       

	C.	Communication with Regional Child Care Licensing Office     |_| Reviewed     |_| Not Reviewed

	1.
	|_| Yes  |_| No   Agency understands what information is shared with licensing regarding dually regulated operators.

	2.
	|_| Yes  |_| No   Agency understands when to refer complaints to licensing.

	3.
	|_| Yes  |_| No   Agency attends semi-annual Bureau of Early Care Regulation (BECR) Child Care Networking Meetings.

	4.
	Comments:       

	D.	**Records Retention     |_| Reviewed     |_| Not Reviewed

	1.
	|_| Yes  |_| No   Agency retains certification records for 6 years after closure of a certified facility.

	2.
	Comments:       

	E.	**Orientation Materials and Information Provided to Applicants     |_| Reviewed     |_| Not Reviewed

	1.
	|_| Yes  |_| No   Application materials packets were reviewed.

	2.
	|_| Yes  |_| No   Agency utilizes Child Care Information Center (CCIC) free certifier resources http://ccic.dpi.wi.gov.

	3.
	|_| Yes  |_| No   Content of informational materials and / or orientation sessions has been reviewed for accuracy.

	4.
	Comments:       

	F.	**Site Visits     |_| Reviewed     |_| Not Reviewed     (Reviewer: Check dates in WISCCRS)

	1.
	|_| Yes  |_| No   Agency conducts the minimum required site visits (initial, relocation and recertification).

	2.
	|_| Yes  |_| No   Agency cites for non-compliances / violations when appropriate.

	3.
	|_| Yes  |_| No   Agency issues Compliance Statements or Non-Compliance Statements at recertification visit, monitoring visits and when appropriate.

	4.
	Comments:       

	G.	WebI     |_| Reviewed     |_| Not Reviewed     (Reviewer: Run report and share with agency.)

	1.
	|_| Yes  |_| No   The appropriate individuals have access.

	2.
	The following reports may be used for monitoring purposes.

	
	|_| Yes  |_| No   Background Check Due
|_| Yes  |_| No   Complaints
|_| Yes  |_| No   Enforcements
|_| Yes  |_| No   Expiring Operator
|_| Yes  |_| No   Visits Due (only will show on WebI reports if field is used—not mandatory)
|_| Yes  |_| No   Visits Overdue (only will show on WebI if field is used—not mandatory)

	3.
	Comments:       

	H.	Caregiver Background Checks     |_| Reviewed     |_| Not Reviewed     (Reviewer:  Run report in WebI)

	1.
	|_| Yes  |_| No   Agency has no overdue Caregiver Background Checks.

	2.
	Comments:      

	I.	Caregiver Background Check Findings Module     |_| Reviewed     |_| Not Reviewed     (Reviewer:  Check WISCCRS for current / prior dates, check file for documentation and audit “resolved” and “not resolved” operator findings)

	1.
	|_| Yes  |_| No   Agency begins investigation in timely fashion (prioritizing serious offenses).

	2.
	|_| Yes  |_| No   Agency resolves and documents findings in a timely manner, including rationale for decisions to grant initial certification or to continue certification.

	3.
	|_| Yes  |_| No   Appropriate paperwork is in the file (court reports, police reports, etc).

	4.
	Comments:      

	J.	Conditions: Exceptions / Stipulations     |_| Reviewed     |_| Not Reviewed
Stipulation: A stipulation may establish additional requirements or restrictions for certification beyond certification standards outlined in DCF 202 Wisconsin Administrative Code.
Exception: In accordance with DCF 202.04(8), a county or tribal agency may grant an exception to standards in s. DCF 202.08 or 202.09 if the certification agency determines that an alternative means meets the intent of the requirement.

	1.
	|_| Yes  |_| No   Conditions are printed on the certificate when appropriate.  (Child specific conditions are not to be listed on the certification certificate.)

	2.
	|_| Yes  |_| No   Documentation of conditions is on file / in WISCCRS.  (As a best practice, conditions should be reviewed every 2 years at recertification or sooner.)

	3.
	Comments:      

	K.	Sanctions:  Denials / Revocations / Suspensions     |_| Reviewed     |_| Not Reviewed     (Reviewer:  Check WISCCRS and the file)

	1.
	|_| Yes  |_| No   Agency provides written notice of sanctions including administrative review process.

	2.
	|_| Yes  |_| No   Sanctions and enforcements are entered in WISCCRS and documents are uploaded under the enforcement module.

	3.
	|_| Yes  |_| No   Operator / applicant appeal rights were issued to the operator / applicant and a copy is maintained in the file.

	4.
	|_| Yes  |_| No   Caregiver Rehabilitation Review results are on file.

	5.
	|_| Yes  |_| No   Agency issues sanctions for violations of DCF 202 and s. 48.685, Wis. Stats.

	6.
	Comments:       

	L.	Security Report (CSAW)     |_| Reviewed     |_| Not Reviewed

	1.
	|_| Yes  |_| No   Reviewer: Run security report in CSAW to verify correct agency individuals have access.

	2.
	|_| Yes  |_| No   Reviewer: Ask agency who contacts DCF security to close WebI childcare and WISCCRS access when individuals leave the agency. Provide technical assistance.

	3.
	Comments:       
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