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saurv o excenence | Proyider Portal: How to Complete a Family Child Care Home Registration Application

Family Child Care Homes are operated by caregivers;within private residences, which are monitored
and approved by the Maryland State Department of Education and meet minimum health, safety and
program requirements. Family homes can support a maximum of 8 children.

If you are interested in applying, follow the steps below to complete your application. Remember, all
fields marked with a red asterisk (*) are mandatory fields. You will not be able to advance through the
application process without answering those questions.

1. Click Licensing Application
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Select Family Child Care Home Registration
Click Next

Facility Licensing

on your interest in becomi oved by E quality esrly and care to children. Please select the type of child care license you would like ta spply for

Family Child Care Home Registration
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Select the region you live in from the drop down

Select “Yes” or “No” to the question “Do you already have an active license or registration
with the state of Maryland for the license type that you are applying for?”
a. Ifyou answer “No”, you will be asked “If you have attended an orientation for the
license type that you are applying for?”
i. If you answer “No”, you will be asked to register for an orientation
b. If you answer “Yes”, you will be asked “Which type of orientation did you attend?”

Click Save & Continue

Facility Licensing

The Maryland State Department of Education (MSDE) requires al entati rmal application for licensure. These orientations ar or ive chi about the oppartunities, as well s the

by MSDE. d participationin an MSDE orientation below. MSDE will confirm your participation in the orientation before reviewing and/or 3pproving your application. Fields marked by are required.

*Inwhich Region s your home located?

*Doyou already have an active license or registration with the state of Maryland for the license type that you are applying for?

*Whichtype of orientation didyou sttend?
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9. Read the Instructions and click Save & Continue

Family Child Care Home Application

Instructions

10. Answer “Are you the primary applicant or the co-provider applicant for this family child care
home?”
a. If you are the Co-Applicant, you will need to download the co-provider application, fill it
out, and share it with the primary applicant for them to upload it as a supporting
document.

Family Child Care Home Application

Applicant Status

b. If you are the Primary Applicant, answer the question “Are you applying for your first
registration or a resumption of service?” Note: A resumption of service only applies to
approved active family providers who are moving to a new location or family providers
that closed and want to re-open within six months of their closure date.

i. Ifitis aresumption of service, complete the form that populates.


https://earlychildhood.marylandpublicschools.org/system/files/filedepot/3/1230-familychildcarehomeapplication-032015.pdf

11. Click Save & Continue

Family Child Care Home Application Steps
Applicant Status

Please scewerthe folowing questions about yourselt the spplicant. Flelds marked by * arerequired.
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What was your previous address”
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12. Complete the Applicant Information Section

13. Click Save & Continue

Family Child Care Home Application
Applicant Information

Plzase provide the Maryland State Department of Educztion with information sbout yourse the apelicant Fislds marked by * are required.

*First Mame Middie Name *Last Mame Malden Name:
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14. Complete the Address and Contact Information Section



15. Click Save & Continue

Family Child Care Home Application
Address and Contact Information

Flazse provide the Maryland State Departmant of Education with some sddltions! nformation sbout your residence. Felds marked by * are required

Address Information
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16. Select Use USPS Verified Address or Use Provided Home Address

17. Click Save & Continue

Steps

Family Child Care Home Application

Address Verification
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18. Complete the Residence Information Section



19. Click Save & Continue

Family Child Care Home Application
Residence Information

Phease answer the following questions abaut you residence. Fieids marked by ” are required

*What s vour status 2t your residence” @
n what year as your property built?

~Doyou have 2 Lead Risk Reduction Certificste?

Ove O

~Doyouhave z Lead Free Certificate?

Q Yes (o]

~Plezse identify the type of sewage disposal at your residence.

Q septic Q public

~Isyour home located in 3 candominium or the ition 2]

O ves ONe

Foster Care Information

~Are you 3 child/zdut foster care provider, or 2polying to become one”

Qe One

20. Complete the Other Individuals Living in the Residence Form (if applicable)

21. Click Add Individual (All individuals living in the home, regardless of age, must be reported to
the Maryland State Department of Education)
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Family Child Care Home Application

Other Individuals Living in the Residence
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22. Complete the Individuals Residing in the Home Form

23. Click Save
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24. Repeat this process for all individuals residing in the home

25. Click Save & Continue

Family Child Care Home Application

Other Individuals Living in the Residence
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26. Complete the Additional Information Section

27. Click Save & Continue

Family Child Care Home Application

Additional Information

residence (including yourself, the applicant ) Fields marked by * are required.

Please provide the Maryland State Department of Educati

*Have you or any other ving in your resi b ted of any criminal charge, or received 3 probation i i orrecsiveda

Q Yes ONe

-Areyou ar any other persens livingin your residence awaiting trial en any criminal charge? @

Oves O

Have you or any other persons living in your residence ever been reported for child abuse or neglect? @

Oves O

Have you ever been licensed, or have you pplied to become licensed, registered or certified to provide child care in any other county, state, or federaljurisdiction”

O v O

Have you ever had alicense, registration, or certificate for any type of care denied, suspended, o revoked? @

QO Ves O e
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28. Upload All Supporting Documents

a. Documents can be uploaded in the following formats: .PDF, .JPG/.JPEG, .GIF,

.TIF/.TIFF



29. Click Upload Files

Family Child Care Home Application Steps
Additional Document Uploads @ insrucsons
The State of Mar i ive child care provi the folowin ot thei applcationfor MSDE licensure. Plessereview the chart ) Applresats
faciity's application. Please note: PDF documents and photos are accepted. The document size of eachimust e 1 GB or less. s o i
|
Application for Family Child Care Registration & )
Uploa Files 4‘: citons femsin

No Files currently present for this section. Sgnasibic

Provider Information

<

Il chi fon (Verification of Resk i i -

Uplod Files

No Files currently present for this section.

30. Navigate to the location of the document with your system

31. Select the document and Click Open

@ Open X
T+ » ThisPC » v [J] S Search Child Care Documents
Organize *  New folder =~ [ @
Name Date modified Tpe Size
s Quick access -
ﬂ Application for Child Care.pdf 4/6/2022 11:37 AM Adobe Acrobat Document
8 Desktop *
# Downlosds  #
= Documents *
& Pictures *
9 This PC
& Network
< >
File name: | Application for Child Care.pdf | | custom Files ¢ jog:*jpeg:*.pnc ~
| Open |[ Cancel

32. Repeat steps 30-32 until all documents are uploaded
a. If you need to remove an uploaded file, select the trash can icon next to the upload
timestamp.

Floor Plans v

All hild care pr quired to submit a comprehensive floor plan that may include the following items: archit detalle such a5 columns, built-ins, etc; the relation of the space to ground level; room
numbers, if available; ages of children who will occupy roams, if knawn; corridars or walkways; walls or partitions; doors and door swings; windows; stairways; restrooms with fixtures; food preparation arez with
equipment; storage areas, office areas. The plzn must indiczte if any changes are being made to the facility - L., addition of toilets, sinks, drinking fountains, walls, etc Ifthe room is a large open space. then the plan

must indicate how the space will be used if more than one group of children will be accommodated.

Upload Files

Floor Plan.pdf 4/18/2023, 11:43 AM E




33. Click Save & Continue

Other Documents
If any other documents are requested by your Regional Licensing Office that do not fit into one of the above categories, please upload those documents here.

Uplozd Files

Other Documents.pdf 4/18/2023,09:39 AM &

Previous

34. Review the acknowledgement Statement and check the Acknowledgement Box

35. Click Save & Submit

Family Child Care Home Application
Sign & Submit
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36. Click Go to Dashboard
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37. View your Submitted Application on the Dashboard
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Note: For additional support or answers to Frequently Asked Questions, review our Help & Frequently
Asked Question Page.
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