
Working in a Child Care Facility
*Common Citations* 

Training Presented by:
Bureau of Child Care Licensing



General Information
• This training includes a review of 

rules associated with providing 
care in a Child Care Facility. 

• It is not a comprehensive review of 
the rules, which can be accessed 
from the AZDHS.gov website. 

• This training was developed to 
address some of the most common 
citations found when inspecting a 
Child Care Facility.  

https://www.azdhs.gov/licensing/childcare-facilities/index.php#rules-regulations


The Inspection Process
• Per A.R.S.§ 36-885.B. The Department is mandated to 
make at least one unannounced visit annually and can visit 

each child care facility as often as necessary to assure 
continued compliance with the rules and regulations. 

• We know the inspection process can be stressful. We want 
to partner with you, and we want you to feel comfortable 

when the Department visits.



Agenda
• Introductions
• Common citation 

rule review
• Questions
• Evaluations
• Exit



The Inspection Process
• We are there as an extra set of eyes for your program.  

• We are there to help and ensure the health, safety and welfare of the 
enrolled children is being provided. 

• Fun fact:  Most of the Surveyors, and members of BCCL management 
are former staff members of a facility.

• We have been in your shoes!!! 
• We want the inspection process to be a POSITIVE EXPERIENCE, 

NOT a STRESSFUL one!



The Inspection Process
• All BCCL surveyors should be 
wearing their state issued badge.

• You will be issued the “Notice Of 
Inspection Rights” (aka “Entrance 
Letter”) and you will be asked to 

read, sign and date it. 

• You will receive a copy of the letter, 
and this will become part of your 

“inspection reports”.

• The Surveyor will then begin the 
remainder of the inspection. 



The Inspection Process
The following rules are associated with the 

inspection/investigation process: 

R9-5-209.A.  A licensee shall allow the Department “immediate” 
access to all areas of the facility affecting the health, safety or 
welfare of an enrolled child or to which an enrolled child has 
access during the hours of operation.

Definition: Immediate means: without restriction, delay, or 
hesitation.

R9-5-209.B. A licensee shall permit the Department to interview 
each staff member or enrolled child as part of an investigation.



The Inspection Process
• R9-5-301.D. A licensee shall ensure that the following 

individuals are allowed immediate access to facility premises 
during hours of operation:

 1. A parent of an enrolled child or an individual designated, 
in writing, by the parent of an enrolled child;

 2. A representative of:
 The Department (BCCL)
 The local health department
 The Department of Child Safety
 The local fire department or State Fire Marshal



Facility’s Posting of Notices
R9-5-303.A. 



Facility Postings of Notices
R9-5-303.A. 

A licensee shall post in a place that can be conspicuously 
viewed by individuals entering or leaving the facility or 

activity area:
• Facility’s license 

• Name of the facility director 

• Name of the individual designated to act on behalf of the facility 
director when the facility director is not present in the facility

• Schedule of child care services fees and policy for refunding fees 

• Breakfast, lunch, dinner, and snack menus for each calendar week at 
the beginning of the calendar week 

• Notice of the presence of any communicable disease or infestation, 
from the date of discovery through the incubation period of the 
communicable disease or infestation 



Facility Postings of Notices
R9-5-303.A. 

A licensee shall post in a place that can be conspicuously 
viewed by individuals entering or leaving the facility or 

activity area:
• Notice of the availability of facility inspection reports for public viewing 

at the facility premises

•  Notice that identifies the location where inspection reports are 
available for review. 

IF APPLICABLE:

• Notice of the Department’s intent to deny, revoke, or suspend                       
at the expiration of time in the notice for the licensee to respond 

• Notice of an intermediate sanction within 10 calendar days after the 
licensee received notice of the intermediate sanction 

• Notice of a legal injunction imposed when the licensee receives the legal 
injunction



Which rules are cited 
the most?  

Based on annual inspections of 2534 
facilities conducted in 2019



What rules are cited the most? 



Missing or Incomplete 
Emergency Information 

and Immunization 
Record Cards

R9-5-304.B.1-9



Enrollment of Children
R9-5-304  The Emergency, Information & Immunization 
Record Card



Enrollment of Children
R9-5-304  The Emergency, Information & Immunization 
Record Card

Before an enrolled child receives child care 
services, a licensee shall require the 
enrolled child’s parent to complete a 
Department-provided Emergency , 
Information, and Immunization Record 
card that is signed by the enrolled child’s 
parent.  

This is a document that is a required form 
issued by BCCL, and can be downloaded 
from the AZDHS.gov website.

The form cannot be altered, and must be 
completed by the enrolled child’s 
parent/guardian upon enrollment. 



Enrollment of Children
R9-5-304  The Emergency, Information & Immunization 
Record Card

The following information must be 
completed on the EIIR: 
1. The child’s name, home address, 

city, state, zip code, home telephone 
number, sex, and date of birth.

2. The date of the child’s enrollment. 
3. The name, home address, city, state, 

zip code, and contact telephone 
number of each parent of the child. 
(If the parent is not involved or 
deceased, N/A can be substituted.)

4. The name and contact telephone 
number of at least two individuals 
authorized by the child’s parent to 
collect the child from the facility in 
case of emergency, or if the child’s 
parent cannot be contacted.



Enrollment of Children
R9-5-304  The Emergency, Information & Immunization 
Record Card

5. The name and contact telephone 
number of the child’s health care 
provider. (Health care provider 
meaning: a physician, physician 
assistant or registered nurse 
practitioner).  
6. The written authorization for 
emergency medical care of the enrolled 
child when the parent cannot be 
contacted at the time of the emergency 
7. The name of the individual to be 
contacted in case of injury or sudden 
illness of the child.



Enrollment of Children
R9-5-304  The Emergency, Information & Immunization 
Record Card

8. The written instructions of a child’s 
parent or health care provider for 
nutritional and dietary needs of the 
child.
9. A written record completed by the 
child’s parent or health care provider 
noting the child’s susceptibility to 
illness, physical conditions of which a 
staff member should be aware, and any 
individual requirements for health 
maintenance.

The parent/guardian also must print 
their name, sign and date the bottom of 
the second page.  A current 
immunization record also must be 
attached to the record card. 



Attendance records 
for children 

not completed 
or missing

R9-5-306.A.1.



Admission and Release of Children
R9-5-306 Sign in/out records

A licensee shall maintain a dated attendance form containing an enrolled 
child’s name with the time of each admission and release of the enrolled child.



Admission and Release of Children
R9-5-306 Sign in/out records

A licensee shall ensure that the attendance form is signed with 
at least a first initial of an individual’s first name and the individual’s last name 
by each enrolled child’s parent or individual designated by the enrolled child’s 

parent, each time the enrolled child is admitted or released.



Admission and Release of Children
R9-5-306 Sign in/out records

An electronic fingerprint verification or an electronic signature may be used 
in place of a signature of the enrolled child’s parent 

or designated individual to admit or release the enrolled child. 

If an electronic signature is used to admit or release the enrolled child, the 
licensee shall adopt policies and procedures to ensure that the individual 

whose signature the electronic or digital method of identification represents is 
accountable for the use of the electronic or digital method;



Admission and Release of Children
R9-5-306 Sign in/out records

A licensee shall develop, document, and implement policies and procedures
to ensure that the identity of an individual is known to the staff member 

or is verified with picture identification 
before releasing an enrolled child to the individual.



Attendance rosters 
for children 
were missing 
or incomplete

R9-5-306.B.1



Admission and Release of Children
R9-5-306 Classroom Rosters

A licensee shall: 

1. Develop, document, and implement policies 
and procedures to ensure that a staff 
member maintains daily documentation of 
the presence of an enrolled child in an 
activity area that includes a method to 
account for any temporary absences of the 
enrolled child from the activity area.  (This 
is the “roster”).

2. Maintain the documentation of the 
presence of enrolled children in an activity 
area on facility premises for 12 months after 
the date of the documentation.



Admission and Release of Children
R9-5-306 Classroom Rosters

Remember that rosters must document the presence of enrolled children in each 
activity area.  That means that if a classroom has children both indoors and outdoors, 

there must be a roster for both locations that accurately accounts for each child.



Staff records were 
missing or incomplete

R9-5-402.A.1-12



Staff Records & Reports
R9-5-402 The Staff file 

Using the Personnel Records form is 
not required, but suggested.  Using this 
form will help you ensure your staff 
files are compete. Each file must 
contain: 

1. Name, date of birth, home address and 
telephone number.

2. Starting date of employment or volunteer 
service.

3. Ending date of employment or volunteer 
service.

4. Name, telephone number and mailing 
address of an individual to be notified in 
case of emergency.

5. Written statement attesting to current 
immunity against measles, rubella, 
diphtheria, mumps and pertussis.



Staff Records & Reports
R9-5-402 The Staff file 

6. Criminal History Affidavit.

7. Fingerprint clearance card or the 

application.

8. Negative Mantoux skin test or other 

tuberculosis screening test.

9. Educational qualifications.

10. Documentation of training.

11. Good faith efforts to contact two 

previous employers. 

12. DCS Registry background check & 

Affidavit. 



Staff Records & Reports
R9-5-402 The Staff file 

As a reminder, the staff files at the facility must be located
in a single location at the facility, accessible to the Surveyor 

when they are conducting a inspection/investigation.  
Additionally, staff files must be maintained for 12 months 

after the ending date of employment of a staff member. 
Ensuring the staff files are complete, and accessible to your 

Surveyor will expedite the inspection process!



Staff Records & Reports
R9-5-402 The Staff file—Required documentation

Staff files must include the following documents as part of the file: 
The Criminal History Affidavit (2 pages)



Staff Records & Reports
R9-5-402 The Staff file—Required documentation

Staff files must also include Fingerprint Clearance card documentation.  
The DPS website can be used to check for valid cards and/or applications.  

This is the website the Surveyor will use to process the cards on an 
inspection.  The cards must be shown as “valid” when the clearance card 

number is processed.
https://www.azdps.gov/services/public/fingerprint

https://www.azdps.gov/services/public/fingerprint


Staff Records & Reports
R9-5-402 The Staff file—Required documentation

The TB skin test documentation also 
falls under rule R9-5-301.F. The 
Mantoux skin test or other 
tuberculosis screening test 
recommended by the U.S. Centers 
for Disease Control and Prevention, 
must be administered within 12 
months before the starting date 
of employment. If the staff 
member has had a positive Mantoux 
skin test or other tuberculosis 
screening test, a written statement 
that the staff member is free from 
infectious active tuberculosis that is 
signed and dated by a health care 
provider within six months before 
the starting date of employment.



Staff Records & Reports
R9-5-402 The Staff file—Required documentation
A copy of at least a high school 
diploma or a high school equivalency 
diploma which means: 
a. A document issued by the State 
Board of Education to an individual 
who passes a general educational 
development test 
b. A document issued by another 
state to an individual who passes a 
general educational development test 
or meets the requirements of a state 
statute 
c. A document issued by another 
country to an individual who has 
completed that country’s equivalent 
of a 12th grade education, as 
determined by the Department. 



Dated lesson plans 
were not prepared and posted 

in each activity area

R9-5-501.C.5.a-k



Lesson Plans
R9-5-501.C.5.

Q: What is a Lesson Plan?
A: A “Lesson plan” means a 
written description of the activities 
scheduled in each activity area for 
a day. 

Facility staff should prepare and 
post a dated lesson plan in each 
indoor activity area for each 
calendar week, which is 
maintained on facility premises for 
12 months after the lesson plan 
date.

Idea: Prepare rotating lesson plans 
that can be changed, if necessary.  



Lesson Plans
R9-5-501.C.5.
The Lesson Plan should provide 
opportunities for each child to: 
a. Gain a positive self-concept
b. Develop and practice social skills.
c. Think, reason, question, and experiment.
d. Acquire language skills.
e. Develop physical coordination skills.
f. Participate in structured large muscle 

physical activity.
g. Develop habits that meet health, safety, 

and nutritional needs.
a. Express creativity.
b. Learn to respect cultural diversity of 

children and staff.
c. Learn self-help skills.
k.     Develop a sense of responsibility and 

independence



Lesson Plans
R9-5-501.C.5.

If an activity in the lesson plan required includes screen time, include in the 
lesson plan the duration of the screen time in minutes.

Screen time means the use of electronic media to watch television or to watch a 
video, a DVD, or a movie at the facility or at another location, or the use of 

electronic media and/or computers for game-playing, entertainment, 
communication, or educational purposes.



Lesson Plans
R9-5-501.C.5.

Additional things to remember: 

***Facility staff implements the 
schedule and lesson plan.***

When schedule or lesson plan is not 
implemented, writes on the 

schedule/lesson plan the activity 
that was implemented.

This can occur when staff changes 
the lesson plans to accommodate 

changes in current events, weather, 
etc. 



Diaper changing area was not 
seamless, smooth and kept 

clear of items not related to 
diaper changing.

R9-5-503.A.1. 



Standards for Diaper Changing
R9-5-503 Diaper changing areas

Diaper changing areas must contain: A nonabsorbent, sanitizable diaper 
changing surface that is: seamless and smooth, and kept clear of items not 

related to diaper changing.   



Standards for Diaper Changing
R9-5-503 Diaper changing areas

Diaper changing areas must contain: A nonabsorbent, sanitizable diaper 
changing surface that is: seamless and smooth, and kept clear of items not        

related to diaper changing.   



Standards for Diaper Changing
R9-5-503 Diaper changing areas

Diaper changing areas must contain: A nonabsorbent, sanitizable diaper 
changing surface that is: seamless and smooth, and kept clear of items not 

related to diaper changing.   



Standards for Diaper Changing
R9-5-503 Diaper changing areas

Diaper changing areas must contain: A nonabsorbent, sanitizable diaper 
changing surface that is: seamless and smooth, and kept clear of items not 

related to diaper changing.   



Standards for Diaper Changing
R9-5-503 Diaper changing areas

Diaper changing areas must contain: A nonabsorbent, sanitizable diaper 
changing surface that is: seamless and smooth, and kept clear of items not 

related to diaper changing.   



Standards for Diaper Changing
R9-5-503 Diaper changing areas

Staff members do not: permit a bottle, formula, food, eating utensil or food 
preparation in a diaper changing area. 



Waterproof sanitizable 
container with liners and 
lids for soiled diapers and 

clothing.
R9-5-503.A



Standards for Diaper Changing
R9-5-503 Diaper changing areas

A diaper changing area contains at least one waterproof, sanitzable container 
with a waterproof liner and tight fitting lid for soiled diapers, and an additional 

one for soiled clothing. *Containers must be inaccessible to children. 



Standards for Diaper Changing
R9-5-503 Diaper changing areas

Additionally, the diaper changing area must have a hand washing sink next to 
the diaper changing surface must provide running water between 

86 degrees F and 110 degrees F.  
(Idea: Purchase a thermometer and test the water temperatures periodically)



Additional Information on 
Infant’s Tummy Time

R9-5-502.A.5.



Tummy Time with Infant Care
“Boppy” pillows are prohibited

•Do NOT use of any type of 
apparatus such as boppy pillows 
during Tummy Time. 

•Staff are to sit on the floor and 
directly supervise any child while in 
Tummy Time. 

•Other activities such as feeding 
another child cannot be 
done in conjunction with Tummy 
Time.



Tummy Time with Infant Care
“Boppy” pillows are prohibited

Any use of soft pillows like boppy 
pillows will result in a referral to the 
Enforcement team and possible fines 

or legal action.  
DO NOT USE THESE ITEMS IN 

THE FACILITY!!



Tummy Time with Infant Care
R9-5-502.A.5. 



Outdoor activity spaces 
were not maintained 

free of hazards

R9-5-603.C.2



Outdoor Activity Areas
R9-5-603.C.2 Hazards on the playground 

Outdoor activity areas should be maintained free from hazards, such as 
exposed concrete footings and broken toys.  

“Hazard” means a source of 
endangerment.



Outdoor Activity Areas
R9-5-603.C.2 Hazards on the playground 

Outdoor activity areas should be maintained free from hazards, such as 
exposed concrete footings and broken toys.  

“Hazard” means a source of 
endangerment.



Outdoor Activity Areas
R9-5-603.C.2 Hazards on the playground 

Outdoor activity areas should be maintained free from hazards, such as 
exposed concrete footings and broken toys.  

(In these photos, the rusted bars and exposed piping are hazards.)

“Hazard” means a source of 
endangerment.



Outdoor Activity Areas
R9-5-603.C.2 Hazards on the playground 

Outdoor activity areas should be maintained free from hazards, such as 
exposed concrete footings and broken toys.  

(In these photos, the wood pallets and broken play equipment are hazards.)

“Hazard” means a source of 
endangerment.



Outdoor Activity Areas
R9-5-603.C.2 Hazards on the playground 

Toys and play equipment, 
required in this Article, are maintained: 

a. Free from hazards.
b. In a condition that allows the toy 

or play equipment to be used for 
the original purpose 

of the toy or play equipment;



Resilient surface under 
swings and climbing 

equipment not adequate

R9-5-603.E.1-2



Outdoor Activity Areas
R9-5-603.E. Fall Zones

What is a “Fall Zone”?

“Fall zone” means the surface under and around a piece of 
equipment onto which a child falling from or exiting from the 

equipment would be expected to land.



Outdoor Activity Areas
R9-5-603.E. Fall Zones

A licensee shall ensure that the 
following is provided and maintained 
within the fall zones of swings and 
climbing equipment in an outdoor 
activity area: 

1. A shock-absorbing unitary 
surfacing material manufactured 
for such use in outdoor activity 
areas.

2. A minimum depth of 6 inches 
of a nonhazardous, resilient 
material such as fine loose sand 
or wood chips.



Outdoor Activity Areas
R9-5-603.E. Fall Zones A licensee shall ensure that hard 

surfacing material such as asphalt or 
concrete is not installed or used 
under swings or climbing equipment 
unless used as a base for a rubber 
surfacing. 

A licensee shall ensure that a swing 
or climbing equipment is not located 
in the fall zone of another swing or 
climbing equipment.

Fun idea: Purchase some child-sized 
rakes and have the children help 
place the resilient surface material 
back into the fall zones. 



Preparing for your annual 
compliance inspection. 

Use the same checklist that BCCL surveyors use!



Childcare Center Rules Checklist
Found on AZDHS.gov website
The same checklist that a Surveyor will use when inspecting your facility can be 

downloaded in a PDF from our website.  
You can use this form to prepare for the inspection by inspecting your facility.  



www.azdhs.gov/licensing/childcare-facilities 
Bureau of Child Care Licensing 

*Rules & Regulations
*Parent & Consumer Information

*Provider Information (including application packets)
*Empower Pack Information

*www.azcarecheck.com
*Review deficiencies online 

(date deficiencies corrected included)
*Review enforcement actions



If you have any questions, please contact your 
Licensing Surveyor for more details.
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