
WAC 170-295-7010  

What information must be kept 
in the child’s individual file?

n You must keep current organized confidential re-
cords and information about each child in care on 
the premises. You must make sure that each child’s 
record contains, at a minimum:
n Completed enrollment application signed by 

the parent
n Name, birth date, dates of enrollment and 

termination, and other identifying information
n Name, address, and home and business tele-

phone number of the parent and other per-
sons to be contacted in case of an emergency

n Health history
n Individual plan of care when needed for 

chronic health conditions and life threatening 
medical conditions

n Written consent from the parent for you to 
seek and approve medical care in an emergen-
cy situation, a court order waiving the right of 
informed consent, or parent’s alternate plans 
for emergency medical and surgical care if the 
parent cannot be reached

n Information on how to contact the parents, 
especially in emergencies

n Instructions from parent or health care provid-
ers related to medications, specific food or 
feeding requirements, allergies, treatments, 
and special equipment or health care needs if 
necessary

n Written records of any illness or injury that oc-
curs during child care hours and the treatment 
provided

n Written records of any medications given while 
the child is at child care, and

n You must include the following authorizations in 
each child’s record:
n Name, address, and telephone number of the 

persons authorized to remove the child from 
the center

n Written parental consent for transportation to 
and from school, and

n Written parental consent for transportation 
provided by the center to and from field 
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trips, including field trip location, date of trip, 
departure and arrival times and any other ad-
ditional information the parent may need to 
be advised of.

n You can use any health history form you choose as 
long as it includes:
n The date of the child’s last physical exam or the 

date the child was last seen by a health care 
provider for reasons other than immunizations

n Allergies, expected symptoms, and method of 
treatment if necessary

n Health and developmental concerns or issues
n Any life threatening medical condition that 

requires an individual health plan
n A list of current medications used by the child
n Name, address and phone number of the child’s 

health care provider, and
n Name, address and phone number of the child’s 

dentist, if the child has a dentist.
n The individual records, including the certificate of 

immunization status, must be kept on the premises:
n For each child currently in care, and
n For one year after the child leaves your care.

Center records

Child Records and Information
You must keep on the premises organized records 
of the children enrolled in your center. Each child’s 
records must be readily available to the director or 
in the director’s absence, the staff person in charge. 
The records must be easily accessible in case of an 
emergency, but must also be kept in an area of the 
center where they are not accessible to parents or 
visitors to the center. All child records should be 
treated as confidential. It is easiest to keep a separate 
file for each enrolled child and keep all of that child’s 
records and forms in the file. These must include:
w A registration form (or enrollment application)
w A health history, including date of last physical 

exam
w An immunization form (state CIS form is 

required)

WAC
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w Authorization forms for transportation and field 
trips

w Authorization for emergency medical care (medi-
cal consent form), and

w Names, telephone numbers, and addresses for 
those persons authorized to take the child from 
the center.

It is important that all required forms and paper-
work are completed before the child enters your 
program.
You are required to file written Medication Authori-
zation forms and Accident/Incident reports in each 
child’s file. This lets you see at a glance whether a 
particular child has a pattern of frequent accidents 
or illnesses. 
Some records must travel with children when they 
leave the premises, for example, emergency medical 
consent forms. You might want to have parents sign 
two emergency medical consent forms when they 
enroll their child, one on a full-sized sheet of paper 
to be kept on file at the center, and one on an index 
card to be carried along with the child when he or 
she is away from the center. The index card can also 
contain other information you want to have available 
if there is an emergency, such as:
w Parents’ work numbers
w Emergency contact information
w Doctor and dentist information
w Important facts from the child’s medical history, 

such as allergies, medicines to which the child is 
allergic, and serious illnesses.

You are also required to keep written documentation 
that you have informed parents of their child’s indi-
vidual progress (WAC 170-295-2080) in each child’s 
file. This may include a signed statement that parents 
have received written observations or assessments 
about their child, reviewed a child’s portfolio, or at-
tended a parent-teacher conference.

Note: Even if it is not required, it is wise to keep 
notes on any significant events, important phone  
conversations, or parent discussions you may have.

How Long Should You Keep Records?
It is important to keep past records and documents 
for your benefit as well as to meet licensing require-
ments. The following WACs tell you how long you 
need to keep specific records:
w Snack menus (WAC 170-295-3160) must be kept 

on file for at least six months 
w Attendance records and DSHS invoices (WAC 

170-295-7030) for children receiving subsidy must 
be kept on file for 5 years

w Children’s files and immunization records (WAC 
170-295-7010) must be kept on-site for one year 
after the child leaves the program

w Fire drill records (WAC 170-295-5030) must be 
kept on file for the current year plus the previous 
calendar year, and

w Daily schedules and lesson plans (WAC 170-295-
2010) must be kept for six months.

Be sure to check with your accountant or tax advisor 
regarding other records they may want you to keep 
(for example they may want you to keep attendance, 
meal records, or business documents for several 
years).
You may also need to keep records from other agen-
cies such as your food program or Labor and Indus-
tries. Please check with the agencies directly regard-
ing their requirements.
In the long run, documentation is for your protec-
tion and to help you plan and run your program, not 
just to satisfy licensing requirements. 
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WAC 170-295-7020  

Am I required to track  
immunizations?

n You must track each child’s immunization status. To 
be sure that the children have the required immuniza-
tions for their age, you or your staff must:
n See that each child has a completed certificate 

of immunization status form submitted or on file 
before the first day of child care.

n Develop a system to audit and update as sched-
uled the information on the certificate of immu-
nization status forms.

n Meet any requirement of the Department of 
Health WAC 246-100-166.

n Have available on the premises the certificate 
of immunization status forms for review by the 
health specialist, licensor, the Department of 
Health, and nurse consultant.

n You may accept a child whose immunizations are 
started but not up to date on a “conditional” basis if:
n For children whose records are difficult to obtain 

(such as foster children), there is written proof 
that the case worker or health care provider is in 
the process of obtaining the child’s immunization 
status prior to the child starting child care, or

n The required immunizations are started prior to 
children starting child care, and

n The immunizations are completed as rapidly as 
medically possible. You must work with the par-
ent, health care provider, or local health depart-
ment to obtain an immunization plan.

n If a parent or health care provider chooses not to im-
munize a child, they must sign the exempt portion of 
the certificate of immunization status form.

n You may have a policy that states you do not accept 
children who have been exempted from immuniza-
tions by their parent or guardian, unless that exemp-
tion is due to an illness protected by the American 
with Disabilities Act (ADA).

n The certificate of immunization status forms for 
children who are currently enrolled must be acces-
sible and maintained on the premises in a confidential 
manner.

Certificate of Immunization (CIS) forms are re-
quired to be kept on file, either in each child’s file 
or a notebook that incorporates a tracking system 
for immunizations. You must develop a system that 
allows you to regularly update the immunization 
forms. Especially encourage parents of infants and 
toddlers to bring you updated information, because 
the majority of the immunizations are given to chil-
dren between birth and two years old.
Only the state Certificate of Immunization (CIS) 
form meets licensing requirements. If a parent 
brings in a record of their child’s immunizations on a 
doctor’s form, you must ask them to copy it onto the 
required CIS form, DOH 348-013 (x), revised Janu-
ary 2006. You can download a copy of the CIS form 
at www.del.wa.gov/ccel/forms.shtml. You can make 
copies of the immunization form (you don’t need to 
have each parent fill out an original form). If you do 
make copies, remember to copy both sides.
The Washington State Department of Health (DOH) 
requires centers to report the number of immuniza-
tion records that are current each year. DOH will 
send you a form in early October, requesting that this 
information be returned to them by November 1.  

WAC 170-295-7030  

What type of attendance records 
do I have to keep?

n You must keep daily attendance records.
n The parent or other person authorized by the par-

ent to take the child to or from the center must 
sign in the child on arrival and sign out the child at 
departure, using their full legal signature and writ-
ing the time of arrival and departure

n When the child leaves the center to attend school 
or participate in off-site activities as authorized 
by the parent, you or your staff must sign out the 
child and sign in the child on return to the center.

n Attendance records and invoices for state paid chil-
dren must be kept on the premises for at least five 
years after the child leaves your care.

WAC

WAC
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WAC 170-295-7040  

Am I required to keep licensing 
information available on site for 
parents to review?

You must keep a file on-site containing the following 
licensing information:
n Copies of the child care center’s most recent 

checklists for licensing renewal and facility licensing 
compliance agreement for any deficiencies noted, 
and

n Copies of the child care center’s most recent moni-
toring checklist and facility licensing compliance 
agreement for any deficiencies noted.

WAC 170-295-7050  

What personnel records and 
policies must I have?

n Each employee and volunteer who has regular or 
unsupervised access to a child in care must com-
plete the following forms on or before their date of 
hire:
n An application for employment on a form 

prescribed by us, or on a comparable form ap-
proved by the department, and

n A criminal history and background inquiry 
form. 

n You must submit the criminal history and back-
ground inquiry form to DEL within seven calendar 
days of the employee’s first day of work. The form 
authorizes a criminal history background inquiry for 
that person.

n Until the criminal background inquiry results are 
returned and show the employee not to be dis-
qualified, you must not leave the employee unsu-
pervised with the children.

n We discuss the information on the criminal history 
background inquiry form with you, the director, or 
other person responsible for the operation of the 
center, such as a human resource professional, if 
applicable.

n If you employ five or more people you must have 
written personnel policies. These policies must de-
scribe staff benefits, if any, and duties and qualifi-
cations of staff.

n You must maintain a system of record keeping for 
personnel. In addition to the other requirements in 
this chapter, you must keep the following informa-
tion on file on the premises for yourself, each staff 
person and volunteer:
n An employment application, including work 

and education history
n Documentation that a criminal history and 

background inquiry form was submitted
n Written documentation of trainings and meet-

ings such as but not limited to:
• Orientation
• On-going trainings
• Bloodborne Pathogen training (including 

HIV/AIDS)
• CPR/First Aid
• Food handler’s cards (if applicable) 
• STARS
• Staff meetings, and
• Child abuse and neglect.

n You must keep the following information on file 
for the owner of the facility:
n If the center is solely owned you:

• A photocopy of your Social Security card 
that is valid for employment or verification 
of your employer identification number 
(EIN), and

• A photocopy of your photo identification 
issued by a government entity.

n If the center is owned by a corporation, verifi-
cation of the corporation’s EIN.

n Training documentation must include a certificate, 
card, or form with a copy placed in each individual 
employee’s file that contains the:
n Topic presented
n Number of clock hours
n Date and names of persons attending, and
n Signature and organization of the person con-

ducting the training.

WAC
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Personnel Policies and Records
It is very important that you keep staff files up to 
date with the required information. A good idea is to 
staple a list of the required items inside the cover of 

each staff file, so you can check off each item as you 
place it in the file. That way you can easily see if a 
staff person is missing an item. An example of a Staff 
File Checklist is provided below.

Staff File Checklist 
(Information required for licensing)

Staff Name _________________________________________________ Start Date ___________________

     End Date ____________________       

m Application

m	 TB Test (must be in file before first day of employment)

m Copy of Background Authorization Form (original sent to DEL within 7 days of hire)  

m Fingerprint Card submitted (if applicant has lived outside of WA State within the past three years)

m Program Orientation

m HIV/AIDS/Bloodborne Pathogen training

m CPR Documentation (expires _____________________________)

m First Aid Certificate (expires _____________________________)

m STARS 20 hour Basic certificate (or exemption letter)

m STARS 10 hours of continuing education hours 

 Year ____________ Year ____________ Year ____________

m Food Handler Card or Annual Food Handling and Safety training (date ______________)

m Annual Bloodborne Pathogen training (date ______________)

 Owner/Director’s file only:  

m	 Copy of Photo ID

m	 Copy of Social Security card (if sole owner), or

m	 Verification of Employer Identification Number (EIN)

m Other ___________________________________________________

m Other ___________________________________________________

m Other ___________________________________________________

Section 8 Records, Reporting, and Posting
227



You must make a copy of the Criminal History/
Background Authorization form before you mail it 
and place it in the staff or volunteer file.  You may 
want to write the date it was sent, as evidence it was 
submitted. You must also put in the file the ‘Cleared’ 
letter that you receive, which states that the person 
may work unsupervised with children. Remember 
that all staff must work supervised until the ‘Cleared’ 
letter is received.
w Both CPR and First Aid classes must have a 

hands-on component that meets the  national 
Occupational Safety and Health Administration 
(OSHA) standards. On-line First Aid and CPR 
classes do not meet licensing requirements.

w At least one person on-site must have a Washing-
ton State Food Handler’s permit. Anyone cooking 
full meals must have a permit as well. In addition, 
all staff must receive orientation and on-going 
training on food safety and food handling. This 
training must be documented. The written docu-
mentation (a certificate or list of staff attending 
the training) can be kept in each staff’s file or in a 
separate file on Food Handling training. The licen-
sor will request to see this documentation.

w Documentation of TB tests should be in a new 
employee’s file on the first day of employment 
(WAC 170-295-1120).

w HIV/AIDS/Bloodborne Pathogen is required for 
all staff (WAC 170-295-1110). The training must 
be taken from a certified trainer or organization 
and the training certificate kept in the staff file. 
This can be an on-line class, but the training must 
state that it covers HIV/AIDS/Bloodborne Patho-
gens. A staff person needs to take this HIV/AIDS/
Bloodborne Pathogen training only once to meet 
licensing requirements.

w Labor and Industries requires all staff to take a 
Bloodborne Pathogen training annually. Staff 
should receive this annual training by a center 
staff person who has taken the HIV/AIDS/Blood-
borne Pathogen certified training and who is 
familiar with your center’s Bloodborne Pathogen 
plan and practices. If a staff person takes an out-

side Bloodborne Pathogen class, they must still 
be trained on your center’s Bloodborne Pathogen 
plan and practices. Check with your licensor or 
DEL health specialist for a sample Bloodborne 
Pathogen plan.

w You are required to keep the director’s, program 
supervisor’s and lead teachers’ 20 hour Basic 
STARS training certificate (or Educational Ex-
emption letter) in their files. In addition, you must 
keep documentation of their 10 hours of annual 
STARS training for each year they have been em-
ployed (starting the calendar year after they took 
the Basic STARS training or received their Educa-
tion Exemption letter).

WAC 170-295-7060  

What injuries and illnesses or 
child abuse and neglect must I 
report?

You or your staff must report immediately:
n A death or a serious injury or illness that requires 

medical treatment or hospitalization of a child in 
care, by telephone and in writing to the parent, 
licensor, and child’s social worker, if the child has a 
social worker.

n Any instance when you or your staff have reason 
to suspect the occurrence of any physical, sexual, 
or emotional child abuse or child neglect, child en-
dangerment, or child exploitation as required under 
described in chapter 26.44 RCW. You may make a 
report by calling the statewide number at 1-800-
562-5624 or 1-866-Endharm; and

n An occurrence of food poisoning or reportable 
communicable disease, as required by the state 
board of health to the local public health depart-
ment and to the licensor, by telephone.

WAC
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Reporting Illnesses
Certain illnesses and parasites are contagious 
enough or serious enough that your local health 
department will need to be involved if there is an 
outbreak or epidemic. The local health department 
and your DEL health specialist can provide you with 
valuable information to limit the spread of the illness 
and to protect your staff, other children, and the 
community from further outbreak.
Illnesses must be reported when there has been an 
outbreak of a particular illness at your center. This 
might mean when there have been three or more 
cases within a short period of time (but it can vary 
depending upon the illness). You should call your 
DEL health specialist or local health consultant so 
they can determine how extensive the outbreak is 
in your community. Examples of illnesses that fall in 
this category are the flu, mononucleosis, conjuncti-
vitis, and pneumonia. 
Any reportable communicable or infectious disease 
must be reported to your local health department, 
your public health nurse, and your licensor.  Com-
municable diseases are listed in your Health Policy.

Reporting Injuries
Injuries must be reported to the parent of the child 
who is injured. Serious injuries that require an emer-
gency room, hospital, or doctor’s visit must also be 
reported to your licensor. The WAC states you must 
report the incident to your licensor immediately.  
This might be after the child’s parents have been no-
tified, the child has received medical care, and your 
heartbeat is back to normal! Reports to your licensor 
should be made within 24 hours at the latest.
A child’s parents will be understandably concerned 
if their child comes home with bite marks, scratches, 
or bruises that appear to have been inflicted by 
another child. They will be more concerned if a staff 
member has not talked to them about the incident 
or no one seems to know where the marks came 
from.

Note: For each incident involving a bite mark, scratch, 
bruise, or bump, make sure the parents know:

• When and how the injury occurred
• How the staff responded to the incident, and
• What treatment, if any, was given.

A written report covering the above information 
must be put in the child’s file and a copy given to the 
parent. In addition, you are required to maintain an 
Injury/Accident log.

WAC 170-295-7070 

What circumstantial changes 
must I report to my licensor?

A child care center license is valid only for the ad-
dress, person, and organization named on the license. 
You must promptly report to the licensor any major 
changes in administrative staff, program, or premises 
affecting the center’s classification, delivery of safe, 
developmentally appropriate services, or continued 
eligibility for license. A major change includes the 
following:
n Center’s address, location, space or phone number
n Maximum number and age ranges of children 

you wish to serve compared to the current license 
specifications

n Number and qualifications of the center’s staffing 
pattern that may affect staff capability to carry out 
the specified program, including:
n Change of ownership, chief executive, direc-

tor, or program supervisor, or
n Death, retirement, or incapacity of the person 

licensed.
n Name of the licensed corporation, or name by 

which the center is commonly known, or changes 
in the center’s articles of incorporation and by-laws

n A fire, major structural change, or damage to the 
premises, and

n Plans for major remodeling of the center, including 
planned use of space not previously approved by 
the fire marshal’s office or DEL.

WAC
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Reporting of Circumstantial Changes
You must keep DEL informed about major changes 
in your program or facility. Some changes you know 
about and plan in advance, such as a change of 
ownership or a remodeling project. Part of planning 
ahead is consulting with your licensor and health 
specialist so they can advise you about requirements.
You have no control over changes such as a fire or 
death. You must promptly report such events to 
your licensor so they can advise you whether care 
can continue or an adjustment of your license is 
necessary. 
You must report a change in director and/or pro-
gram supervisor. The new staff person will need to 
submit three reference letters, their resume, and 
their education transcript. The licensor will need to 
review their information to ensure they meet the 
qualifications.
Your license will need to be amended when you:
w Change the center’s legal name
w Change the age ranges of the children in your 

center, or
w Add a new category of care, such as adding in-

fants or school-age children
The center will need to submit a new licensing ap-
plication if the center is:
w Moving to a new location, or
w Replacing the person or organization officially 

recognized as the licensee by DEL. This includes a 
change of ownership.

Contact your licensor in advance if there is structural 
damage or if you are adding a new classroom or space 
in your current facility. New licensing, health and fire 
inspections must occur in these circumstances. 

Note: When there is a change in services you offer, 
make sure to include Resource and Referral in the  
list of agencies you notify. The referrals they make to 
your business are only as good as the information  
you provide to them.

WAC 170-295-7080  

What am I required to post in  
the center?

You must post the following items so that they are 
clearly visible to the parents and staff:
n The center’s child care license issued under this 

chapter
n A schedule of regular duty hours with the names of 

staff
n A typical activity schedule, including operating hours 

and scheduled mealtimes
n Meal and snack menus for the month
n Fire safety record and evacuation plans and proce-

dures, including a diagram of exiting routes
n Emergency telephone numbers near the telephone. 
n Nondiscrimination poster
n For the staff, you must post:
n Dietary restrictions and nutrition requirements for 

particular children
n Handwashing practices
n Diaper changing procedures, if applicable
n Disaster preparedness plan, and
n Center policies and procedures.

n You must post a notification advising parents that you 
are required to keep the following licensing informa-
tion available on site for their review:
n Copies of the most recent child care center 

checklist for licensing renewal and facility licens-
ing compliance agreement for any deficiencies 
noted, and

WAC
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n Copies of the most recent child care center’s 
monitoring checklist and facility licensing com-
pliance agreement for any deficiencies noted

Emergency phone numbers must be clearly visible 
by the phone. Telephone umbers you either must or 
might want to include are listed below:
w The center’s telephone number and address
w 911 (if your area is not covered by 911, you should 

post numbers for your local police, fire depart-
ment, and emergency medical response service)

w Director’s contact number when out of the center
w Back up staff person’s name, telephone number, 

and address (if only one person opens or closes 
the center)

w Poison Control
w Your nurse consultant, if you have one
w Your licensor and DEL health specialist
w Child Protective Services 
w Designated emergency hospital
w The local health department
w Animal Control, and
w Resource and Referral.

You are also required to post a notice to parents that 
copies of the most recent child care center licensing 
records are available upon request. These include 
monitoring and renewal checklists and all compli-
ance agreements. This notice should be posted in a 
place where parents can easily see it.

WAC
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