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Renewal Process Overview

 Renewal information will be sent via email three months before
the expiration date of your license
« Cannot submit renewal prior to 90 days

« Complete renewal application in CCHIRP as soon as possible.
If not completed, your license will be subject to closure

« Submit documents within CCHIRP prior to license expiration

« Contact consultant with questions regarding renewal or
documents needed



Renewal Inspection Overview

 All renewal inspections are unannounced

* |[f you have specific dates around your renewal time that you
know you will be absent, closed, or unavailable, please make
sure to reach out to your consultant

* While onsite, consultants will review;

 Licensee, adult household member, and child care staff member
records

« Children's records

* Required posting

* All licensing rules



Compliance Record Checklist

* Prior to renewal, review the compliance record checklists
» Home rules checklist
* Center rules checklist

* Click here to view the checklists



https://www.michigan.gov/mileap/early-childhood-education/cclb/providers/forms
https://www.michigan.gov/mileap/early-childhood-education/cclb/providers/forms

Family Home Non-refundable Application Fees

Capacity

Original Application Fee

Renewal Application Fee

1-6

S50

525

Group Home Non-refundable Application Fees

Capacity

Original Application Fee

Renewal Application Fee

7-12

$100

S50

Center Non-refundable Application Fees

Capacity Original Application Fee Renewal Application Fee
1-20 $150 $75

21-50 $200 $100

51-100 $250 $125

101+ $300 5150




Family and Group Homes
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CCHIRP Documents

* Copy of licensee’s valid driver’s license or federal government
Issued identification card

» Medical clearance request form
» TB test results

 Proof of valid pediatric/infant/child/adult CPR and pediatric first aid
certificate for licensee and caregivers

 Proof of inspection and approval of heating system and fuel-fired
water heater

 Electric heat does not require an inspection.
* Inspection required every 4 years at the time of license renewal.

* Radon gas inspection is required every 4 years



Documents on File

Licensee Adult Household Member
 Consent and disclosure  Consent and disclosure form
forms . TB test

 TB test and medical
clearance form

* Abuse and neglect
statements

* CPR card
* Training records



Documents on File

Staff Child
 Personal information sheet e Child information card
* Name « Child in care statement
e Address o . :
 Phone number * Permission slips when applicable for
« Date of hire and work schedule * Medication

« Transportation

Signed abuse and neglect statement

Signed background check consent
and disclosure form

CPR and first aid certificate
Proof of training

Medical clearance form

TB test



Top 10 Common violations for

homes

1. R400.1907(1)(a) Child’s Record — Complete child information
card

2. R 400.1905(9) Training — Health and Safety Training

3. R400.1909(2) Child’'s Record — Updating information annually.
4. R 400.1945(4) Emergency; Plan; Drill — Fire Drill Completion
5. R 400.1907(1)(b) Child's Record — Statement of child in care




Top 10 Common violations for

homes

6. R 400.1905(1) Training — Complete not less than 10 clock
hours of training each calendar year.

7. R 400.1925(2)(b) Comprehensive Background Check;
Fingerprinting — Copies of clearances

8. R400.1915(5) Indoor Space; Play Equipment and Materials —
Post updated list of recalled or unsafe children’s products.

9. R400.1932(2) Home Maintenance and Safety — Secure
storage of hazardous products.

10. R 400.1911(1) Care; Supervision; Children-Appropriate care
and supervision.




Centers
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CCHIRP Documents

« Staffing plan

* No change in Building Construction Declaration (BCAL-2129), if
applicable

* Inspection of fuel-fired furnace and water heater by a licensed
heating or plumbing contractor
 Inspection every 2 years

* Fire inspection every 4 years completed by QFI
* Environmental health inspection every 2 years, if applicable



Documentation of Fire Safety

e |[f your program is located inside a school building, you must
complete the School-Building Fire Inspection Certification (CCL-

5043)

* |f your program is not located inside a school building, you must

do one of the following:
* Request a fire safety inspection if it has been more than 4 years since
your last fire safety inspection by a Qualified Fire Inspector

« Complete the No Change in Building Construction Declaration (BCAL-
2129) form if there has not been any new construction, remodeling,
additions or renovations made to the center since the most recent fire

safety inspection.



Documents on File

Licensee Designee Program Staff

« Signed abuse and neglect » Signed abuse and neglect
statement statement

* Licensee designee form  Signed background check

- Signed background check consent and disclosure form
consent and disclosure form  CPR and first aid certificate

* Proof of training
* Lead teacher credentials



Documents on File

Child Program Administrator

 Child information card * Transcripts

* Medical documents Approval letter

Health appraisal Signed abuse and neglect statement

mmunizations Signed background check consent
Medical or non-medical waivers .
and disclosure form

Allergies _ _ N
- Permission slips when applicable for CPR and first aid certificate
Proof of training

« Medication
* Transportation

 Written information packet
documentation

» Parent notification of the licensing
notebook




Documents on File

Unsupervised Volunteer Supervised Volunteer

« Signed abuse and neglect » Signed abuse and neglect
statement statement

 Signed background check * Public sex offender registry
consent and disclosure form clearance

* Proof of training



Top 10 Common Violations for

Centers

1. R400.8125(1) Staff and Volunteer Requirements — Providing
appropriate supervision.

2. R 400.8143(1) Children’s Records — Child information cards at
enrollment.

3. R400.8131(12) Professional Development —
Acknowledgement/completion new notice of health and safety updates
within 6 months.

4. R 400.8131(5) Professional Development — Within 90 days of hire
or before unsupervised contact with children.

5. R 4QO.8131(3?(Professional Development — Comg)letion of trainin
upon hire of shaken baby syndrome. Abusive head trauma and chil
maltreatment, and recognition of and report child abuse and neglect.




Top 10 Common Violations for

Centers

6. R 400.8131(4) Professional Development — Prevention and control
of infectious diseases.

7. R 400.8125(5) Staff; Volunteer; Requirements — Written and signed
statement and abuse is against the law, centers policy on abuse and

neglect, requirement to immediately report suspected abuse and
neglect to CPS.

8. R400.8161(5) Emergency Procedures- Fire Drills

9. R 400.8128 Staff; Volunteer; Tuberculosis — Verification of negative
1B test

10. R 400.8140(2)(a) Discipline — Hitting, spanking, biting, pinching, or
inflicting other forms of corporal punishment.




CCHIRP Overview
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Home Page

\\

QV RCHI. CARE

LR CHILD CARE HUB INFORMATION RECORDS PORTAL (CCHIRP)

Apply 'Modity v Faciiey Detatls v My Applicatiorns v InOdents/Investigators Reports

I M

Child Care Providiens, woloms 10 your few online State of Michigan Ol Care Licensng Sy

woe your koense and veate with us. Whether you're ju

rovider, we have hefpiu Wip you secure, mantain

10 SSOOrt YOu overy o0 of the way!

oerse, We're here :

GETTING STARTED

Here 800 SOMme resources o get your Ohild Care Provider Joumney underway




Home Page Tabs

< WOURCHILD CARE

'.\\\ CHILD CARE HUB INFORMATION RECORDS PORTAL (CCHIRP)

Apply/Modify v Facility Details v My Applications v Inadents/Investigations v

o Apply/Modify o Incidents/Investigations

o Applications

o Modifications o Log an incident

o My incidents

o Variance o o
o Facility Details o Special investigations
o My Facilities o Reports
o My Licenses o Internal and External Reports

o Authorize a Facility

o My Applications
o My Submitted Applications
o My In-Progress Applications
o My Corrective Action Plans



Authorizing a Facility

oWhen is it necessary to authorize a facility?
o Accessing CCHIRP for the first time
o New licensee designee
o After submitting a paper application

oWhat information is needed?
o License number
o Unique PIN



Authorizing a Faci

oSelect Facility Details
o Select authorize a facility

Facility Details My Applications ~~ Incidents/Investigations Reports

an LSS

Apply/Modify ~

Authorize a Facility
As 3 Child Care License Portal User, you are able to link a Child Care Facility you are authorized on to your account. You would be authorized to access a Child Care facility if you are a current Licensee, Licensee
Designee, Program Director or Central Administrator.

Ifyou are authorized on an child care facility, you will need to have the PIN that was sent to you available to confirm access. If you need to be authorized on a child care facility and have not received a PIN, please contact lara-

ichigan gov or call us at (517) 284-9730.




Assigned Consultant

oSelect Facility Details
o My facilities

Apply [ Modify Facility Details by Applications - Incidents/ Irvestigations

Facl by Mame F._l:_':lll:.- Address Phome Mumber Ermiail Address License Status
e 3500 South Cedar Street, Lansing, MI, US, (12314567890 gsgochirp@Emaildropocc Active
L8910
MiLeap Contact Rermowe Facility Stalf

Kty COMS Carmichael

;
i

Modify Mailing Address

;
|



Renewal

oSelect Apply/Modity
o Select applications
o Application type is renewal

“ Apply/Modify v Facility Details My Applications Incidents/Investigations v

Steps

Create New Application

. _ © Create New Application
* Application Type *License Type @



Renewal

oWhen submitting a renewal, several boxes will be shaded and
unable to edit. Continue forward with the application and notify
the consultant of any changes needed that were not updated on
the application.




Uploading Documents

oSelect My Applications
o My submitted applications
o Open application

!ﬁ“:\

> - YOURCHIL" CARE

1\_;“ ~ CHILD CARE HUB INFOR MATIUN RECURUS Ful TAL (CCHIRP)

B ’

Apply/ Modlfy v Facility Details v My Applications A Incidents/Investigations Reports

My Submitted Applications

My In-Progress Applications

My Corrective Action Plans &

Child Care Providers, welcome to your new onli e



Uploading Documents

oSelect Related
o Find document checklist items
o Select view all

DETAILS RELATED

ﬂ Document Checklist Items (4)

Marme Document Type Staties



Modifications

oSelect apply/modify

o Select modification

T ‘\\

5o

_WOURCHI

R CHILD CARE HUB INFORMATION RECORDS PORTAL (CCHIRP)
Apply/Modlfy A Facility Details v My Applications v Incidents/Investigations v
Applications
This script has been automé icq tc ‘esume in the future: Copy the link or Email me the link Steps
Modifications
Select Facility _ © Instructions
= Variance

%) selschFacig Facility/Licensee Name

ABC Child Care
License Number

DC334023501

Phone Number

(123)456-7890

e for later

Street Address

3500 South Cedar Street
City State
Lansing MI

Zip

48910

Previous

Facilities

Facility Details

Modification Details

Attestation




Modification Overview

Py A i1 Frem s [
VIDOINCa n Leldis ]

1T L/l & Instructions
MNate: Priar to starting any renowvations, remodeling or new construction, contact your licensing consuftant about the need for o plan revew & Facilities

" Mease Indicate the type of Modification Requast

& Faolity Details

0 Modification Datails
Chthi &  Attestation

w Change of Use Space

Change toddler room o preschool room

Please answer the Change of Lise Space for School-Age Programs guestions if you are kocated in a schood and run school age programs

If unsure, please contact your conswltant for guidance

Below lists the name and room number of each rocm that licensing has presviously approved for Child Care:

Roam MNanme Hisaim MNumibes

Toddlar 1



Modifications

oMy applications

o My submitted applications

Home

License Number
DC334023501

License Number
DC334023501

License Number
DC334023501

Apply/Modify

License Type
Center

License Type

Center

License Type

Center

Facility Details

Application Type
Modification

Application Type
Variance

Application Type
Original

Application Status
Approved

Variance Status
Approved

Application Status
Approved

My Applications Incidents/Investigations v Reports

Open Application

Open Application

Open Application




Submitting a Variance

» Select Apply/Modify

» Select Variances

CA3402350]



Variance Application




ompleted Variance

Apply/Modify ~ Facility Details ~ My Applications Incidents/Investigations - Reports

License Type it et i . P S
! Application Type Variance Status Open Application

License Number

DC334023501 e Variance Approved

License Type o

Application Type Appl Open Application

License Number D
DC334023501 Craet Original Approved

Farlbry Dl Py APPSR gt { | rremsligateom,




Report an Accident/Incident

oSelect Incidents/Investigations
o Log an incident

b AT LT b
.-H,l-\._r 3| | I |C
L o | e B

Camplete and Submission

The completien and submission of this form to the department is required by the fallowdng lleersing rules:
« Family Group Child Care Homes B 400, 1962{4),
« Child Care Centers B G00,8158(4)




View Accident/Incident Report

oSelect Incidents/Investigations
o Select my incidents

-

Apply/Modify Facility Details w My Applications ~v Incidents/Investigations v

m Incidents v+ %

1 item - Sorted by Case Number - Filtered by All cases - Case Record Type - Updated a few seconds ago ) SERRREE. g - C
Case Number T v | Status v | Date/Time Opened v | Facility Name v | License Number v
1 00125747 Open 4[28/2025, 5:46 AM ABC Child Care DC334023501 v

Apply/Modify Facility Details v My Applications Incidents/Investigations

a Incidents v %
Q, Search this list...

1 item - Sorted by Case Number - Filtered by All cases - Case Record Type - Updated a few seconds ago g -
Case Number 1 ¢ | Status v | Date/Time Opened wv | Facility Name v | License Number v

1 00125747 In Progress 4/28/2025, 5:46 AM ABC Child Care DC334023501 v



Corrective Action Plans

oSelect My Applications
o Select my corrective actions plans

: F ‘ ﬁ";.
\ f v n CH l CARE | )
/
) -¢"

CHILD CARE HUB INFORMATIUON RELUKDS FPURTAL (CCHIRP)

Apply (Modily Facility Details v/ Inadents/Investigations v Reports

My Submitted Apgilications

My In Progress Applications

My Corrective Action Plans

Chaid Care Providers, welcome to your new orne nsing System,

which simpiifies the way you manage your license andicommunicate with us, Whether you're Sist getting started
or are a seasoned Child Care Provider, we have helpful tools to help you secure, maintain, and manage your

license, We're here to support you every step of the way!



Corrective Action Plans

olf the provider says they have received an email that states they
have a CAP to view, but cannot view it, contact the consultant.




Corrective Action Plans

For each violation, please review the violation and non
compliance observed and write your plan on how compliance will

be achieved, monitored, and maintained

Violation Cred

R &00.812501)
Staff, wolunteer; require ments. Consultant Response

Staff should be trained on appropriate care and supervision

B o1 i + J= 7 I 1 i il &b t+ ths i f e AT £l 1 2 o It
By submutting this form electronically, I certify that the information provided is complete

and accurate to the best of my knowledgs

Childa was lefl culside with na superTsion

i F

MA



Reports

o Select Reports
o Select the facility

Home Apply/Modify v Facility Details My Applications v Incidents/Investigations

Facility Information

Search Results for Child Care Centers and Homes:

LICENSE NBR LICENSE TYPE FACILITY NAME FACILITY ADDRESS CITY COUNTY ZIp

DC334023501 Center ABC Child Care 3500 South Cedar Street Lansing us 48910



Provider View of Reports

Inspection Reports

REPORT NAME REPORT CREATED DATE

DOGI0254468  ARMEXTIMNGE 2040608 6B R0

Inspection Reports with Requirements Met

Reports Not for Public Disclosure

DICB302544068 AMEXTIMNSP 202460608 6182024

DCBI0ZS4LL68 CAR FO2L0E04 A by 2024

DCGI0254468 _EXTRMWL 20230422 b 221 20E3

DUB302544068 EXTHIR_ 20251021 104 217 2025 T
DCGI0254468_ INSP 20250101 1112025 T
OLb302544068 INT HI231112 111212023

DCB30254468 TNT 20231112 11/12/2023

DOGAN2SLAGE THNTINGP 20250101 11/ 2025



Public Portal View

oOnly reports listed as external (EXT) will be for the public to
view

o These reports are retained on the public portal for 3 years

REPORT NAME REPORT CREATED DATE

DC630254468_ AMEXT_20251224 12242025 Download
DC630254468_ AMEXTINSP 20240608 6/8/2024 Download
DCE30254468 _EXTINSP 20250422 42212025 Download
DCH30254468 EATRNWL 20230422 412212023 Download

DC630254468 EXTSIR_20251021 10/21/2025 Download



Printing a License

oFacility Details
o My licenses

Fy e e T CHILL CAKE AHUD INFUKMAIL TUN KELOUKDS FURITAL TOCUHIKE)

Apply/Modify Facihty Detarls ~~ My Applications - Incidents/Investigations. w-

DC334023501 ABC Child Care Chrigiineal Center 10/ 23/ 2025, 11:31 am Birth - 12 years



Resources

oCCLB help email: MiLeap-CCLB-Help@michigan.gov
oCCLB phone number: 517-284-9730

oSign up for the Friday Flyer here @ g 700N @

oCCHIRP o oseess O B el MY



mailto:MiLeap-CCLB-Help@michigan.gov
mailto:MiLeap-CCLB-Help@michigan.gov
mailto:MiLeap-CCLB-Help@michigan.gov
mailto:MiLeap-CCLB-Help@michigan.gov
mailto:MiLeap-CCLB-Help@michigan.gov
https://public.govdelivery.com/accounts/MILEAP/subscriber/new?topic_id=MILEAP_2
https://www.michigan.gov/mileap/early-childhood-education/cclb/cchirp
https://www.michigan.gov/mileap/early-childhood-education/cclb/cchirp

Questions
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