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Introduction 
To support you through the process of applying to be a registered Family Child Care Provider (FCCP), the Department 

for Children and Families - Child Development Division (CDD) has developed this resource guide: a step-by-step tool 

that pulls information from both the Child Care Licensing Regulations and the Guidance Manuals related to initial 

licensure.   

When applying to become a child care provider, there will be many agencies you will connect with to meet all 

requirements. Our agencies work alongside each other to ensure communication stays open and support is provided 

when needed. Below you will see a diagram of the agencies you will work with throughout your application process.  

 

 

The application process has three (3) steps: 

1. Preliminary application: submit an online initial request to become a registered family child care home (FCCH) in the 

Bright Futures Information System (BFIS). This is not an application. This provides basic information to allow the 

assigned Child Care Business Technician to reach out to gather more information and provide further details  

2. Registered Family Care Home Application: collect the required documents needed to submit and complete the online 

BFIS application 

3. Pre-registration Visit: receive an in-person licensing visit from a Licensing Field Specialist "Licensor" who assesses 

how the FCCH has been setup in compliance with the Child Care Licensing Regulations 

This resource guide is not a substitute for reading the Child Care Licensing Regulations. A physical copy of the 

Child Care Licensing Regulations and the Guidance Manuals will be mailed to you once your initial application 

has been approved. Both documents can be viewed anytime on our website. 
 

CDD Licensing

VT Dept of 
Health (VDH)

Water and Lead 
Paint Testing

Child Care 
Financial 

Assistance 
Program 
(CCFAP)

Nothern Lights 
at CCV

Agency of 
Education

(AOE)

STARS & 
Specialized Child 

Care (SCC)

Heating 
Inspections

https://dcf.vermont.gov/cdd/laws-rules/licensing
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Acronyms 
Below is a list of acronyms you will see throughout this document, CDD’s Child Care Licensing Regulations, CDD’s Child 

Care Licensing Guidance Manual, and other Department for Children and Families - Child Development Division 

publications. 

 

AOE Agency of Education 

BFIS Bright Futures Information System 

CCBT Child Care Business Technician 

CCCSA Community Child Care Support Agency  

CCFAP Child Care Financial Assistance Program  

Department (of DCF) Vermont Agency of Human Services, Department for Children and Families  

Division (or CDD) Vermont Department for Child and Families, Child Development Division  

EIN Employer Identification Number 

FCCH Family Child Care Home 

FCCP Family Child Care Provider 

IPDP Individual Professional Development Plan 

IRC (formerly EMP) Inspection, Repair, and Cleaning (formerly Essential Maintenance Practices)  

IRS Internal Revenue Services 

LFCCH Licensed Family Child Care Home  

LOD Licensor on Duty  

SCC Specialized Child Care 

VDH Vermont Department of Health 
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Definitions 
The following terms appear frequently throughout this document: 

• Bright Futures Information System (BFIS): Web-based information and management system used 

by the Division to communicate with child care and education providers and parents. It is 

used to manage processes, actions, documents and information related to: child care and 

early education licensing; the qualifications and professional development experiences of 

early childhood and afterschool professionals; and Child Care Financial Assistance 

Program and other payments.. 

• Employer Identification Number (EIN): The IRS requires that a business have an EIN if they have 

employees, if the business is operated as a partnership or a corporation, and if they file an 

Employment Tax Return. 

• Family Child Care Home (FCCH): The residence of a person approved to provide 

developmentally appropriate care, education, protection, and supervision designed to 

ensure wholesome growth and educational experiences for children outside of their own 

homes for periods of less than twenty-four (24) hours per day. This is the physical location 

where care is provided. 

• Family Child Care Home Census List: A list of all people residing in the home. 

• Family Child Care Provider (FCCP): The person who has been approved to operate a registered 

or licensed FCCH, is responsible for the operation of that FCCH and considered legally 

responsible for compliance with these regulations. The FCCP approves or develops the 

FCCH’s program and curriculum and supervises staff. 

• Individual Professional Development Plan (IPDP): A current personalized plan for increasing one’s 

knowledge and improving skills in the field of child care and education. It includes 

assessing current knowledge and skills, with goals that identify specific areas for 

improvement, develop strategies, resources and a timeline when the goal will be met. 

• Provider Account: A child care program account in BFIS houses information about the 

program. It is a place for the FCCP, or designated representative to manage their 

program's information for child care licensing (e.g., application, Associated Parties, and 

etcetera) and CCFAP attendance and billing. It also allows the Division to communicate 

with the program in the form of letters, reports, and certificates. 

• Quality and Credential Account: A Quality and Credential Account in BFIS houses your 

personal information. Each staff person and household member 18 (eighteen) years old 

working in a FCCH has one. It is a private online location to hold information about your 

completed degrees and coursework, certificates and credentials, IPDP, 

training/workshops attended, resume, educator license, and background clearance 

information. 

 

FCCP Application Process Steps 
The following steps break down the process for completing a Family Child Care Provider 

application.  If you have questions after reading through the steps below, please contact the Child 

Care Business Technician that is assigned to the town where your proposed child care program 
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will be located. For contact information for your assigned Child Care Business Technician, see the 

LicensingTownList (vermont.gov). 

Step 1: Getting Started  

To become a registered child care provider, you will need to request an application using our BFIS 

website. The request will gather basic information about you and your prospective child care program. If 

you have already completed this step please continue to step 2.  

1. Click the “Become a Provider” tab at the top of the page.  

 

2. Click “Apply Online to Become a Registered Home Provider”.  

 

3. . Enter in the required information (indicated by “*”) and then click “Next”.  

https://outside.vermont.gov/dept/DCF/Shared%20Documents/CDD/Licensing/CDD-Licensing-Contacts.pdf
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4. Review the information you’ve entered to ensure that it’s accurate. If there is a 

mistake click, “Make Changes”. Otherwise, check the box in the bottom left-hand 

corner and click “Submit Application”.  
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5. A “Request ID” number displays when the application has been successfully 

submitted.  

 

After submitting the preliminary application, three (3) emails will be sent to you within 10 

business days: (1) Instructions for accessing your new BFIS case. (2) A notice that there is a 

new document in your BFIS case. This document contains instructions for completing the 

second part of the application. (3) You will receive a third email from your child care 

business technician with a copy of the FCCH welcome letter generated in BFIS.  

Step 2: Registered Family Care Home Online Application and required 

documents  

We offer the following as a detailed chart for you to use to explain what is needed and where 

you can find the information within our website and licensing regulations. All the required 

documents listed in this chart go into further details regarding what is required, when it is 

required, and where the information is sent/entered.  

Once you have gathered all documentation below or completed all required steps, you will then 

be able to enter that information into the online application. Please see step by step instructions 

below on how to complete the online application.  

 

Required Documents to be Submitted to your CCBT  

All documents must be completed thirty (30) business days 

prior to being licensed.  

Completed? 

(check off as 

you go) 

Related 

Licensing 

Rule 

Family Child Care Home (FCCH) Census List and Record 

Check Authorization Form  

License cannot be issued until fingerprint supported background 

results have been received by CDD and clearance letters have been 

issued.  

  
  

2.3.7.2  

2.3.7.3  

  

Qualifications sent to Northern Lights at CCV    7.1.2.1  
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Please notify your CCBT when these documents have been sent to 

Northern Lights at CCV.  

Lead Water Test Results    2.3.7.10  

Bacteria and Chemical Water Test Results (if applicable)    2.3.7.12  

Heating Inspection    2.3.7.7  

Lead Paint Testing – IRC (formerly EMP) (if applicable)    2.3.7.5  

Certificate of Liability Insurance    2.3.7.6  

IRS W-9 Form      

Written Policies and Procedures for Parents and Staff    4.7  

Emergency Response Plan    3.6.1  

Vermont Orientation Training   

Emergency Response Training (within 1 year of license)  

  7.1.3  

1. Background Clearance  

 

The proposed FCCP must submit a Record Check Authorization Form to their assigned child care 

business technician. The proposed FCCP must also submit the Family Child Care Home (FCCH) Census 

List and Record Check Authorization Forms for all household members who are 16 years old or older. It’s 

recommended that staff being hired during the FCCP application process submit completed Record 

Check Authorization Forms as soon as possible to your CCBT.   

 

The proposed FCCP and FCCH household members who are 18 years old or older must complete a 

fingerprint supported background clearance before the Division can issue a license. A fingerprint-

supported clearance includes the process of submitting to fingerprinting and the process of providing 

additional information for out of state child abuse and neglect registry checks. The out of state child abuse 

and neglect registry checks must be completed for each state where someone has lived within the past 

five (5) years. Please consult with your CCBT if you have an adult child who attends college or has 

resided in another state in the past five (5) years.  

2. Qualifications  

Qualification requirements are described in FCCH rules 2.3.7.4 and 7.1.2.1 on pages 14 and 84. You can 

also find the requirements in the FCCH Guidance Manual on pages 89-90 and 96-99.   

The FCCP must meet or exceed qualifications as described in the FCCH rules.  Please note: The proposed 

FCCP, proposed staff member and/or FCCH household member who is 16 years or older have a BFIS 

Qualify and Credential Account. Visit our website to learn more about BFIS Quality and Credential 

Accounts.  

https://outside.vermont.gov/dept/DCF/Shared%20Documents/CDD/Forms/CC-Criminal-Record-Check.pdf?_gl=1*jt42qh*_ga*MTQ1ODIyNjUzMi4xNzA0ODkzMzA5*_ga_V9WQH77KLW*MTcyNjE2MTYyMC4yMS4xLjE3MjYxNjE2NjIuMC4wLjA.
https://outside.vermont.gov/dept/DCF/Shared%20Documents/CDD/Forms/CC-FH-Census-List.pdf?_gl=1*fymb99*_ga*MTQ1ODIyNjUzMi4xNzA0ODkzMzA5*_ga_V9WQH77KLW*MTcyNjE2MTYyMC4yMS4xLjE3MjYxNjE3MDIuMC4wLjA.
https://outside.vermont.gov/dept/DCF/Shared%20Documents/CDD/Forms/CC-FH-Census-List.pdf?_gl=1*fymb99*_ga*MTQ1ODIyNjUzMi4xNzA0ODkzMzA5*_ga_V9WQH77KLW*MTcyNjE2MTYyMC4yMS4xLjE3MjYxNjE3MDIuMC4wLjA.
https://outside.vermont.gov/dept/DCF/Shared%20Documents/CDD/Forms/CC-Criminal-Record-Check.pdf?_gl=1*jt42qh*_ga*MTQ1ODIyNjUzMi4xNzA0ODkzMzA5*_ga_V9WQH77KLW*MTcyNjE2MTYyMC4yMS4xLjE3MjYxNjE2NjIuMC4wLjA.
https://outside.vermont.gov/dept/DCF/Shared%20Documents/CDD/Licensing/CC-Family-Regs.pdf?_gl=1*1riv0r8*_ga*MTQ1ODIyNjUzMi4xNzA0ODkzMzA5*_ga_V9WQH77KLW*MTcyODY2NTQyNi40MS4xLjE3Mjg2NjU0NTAuMC4wLjA.
https://outside.vermont.gov/dept/DCF/Policies%20Procedures%20Guidance/CDD-Guidance-CC-FCCH-Guidance-Manual.pdf?_gl=1*sm63f0*_ga*MTQ1ODIyNjUzMi4xNzA0ODkzMzA5*_ga_V9WQH77KLW*MTcyODY2NTQyNi40MS4xLjE3Mjg2NjU2MjguMC4wLjA.
https://dcf.vermont.gov/cdd/providers/pd
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It is required that staff being hired during the child care application process submit qualification 

documentation as soon as possible to Northern Lights at CCV. Submit the following documents to 

Northern Lights at CCV to be uploaded into the FCCP’s BFIS Quality and Credential Account(s): 

 

1. A completed Verification Cover Sheet. 

2. A detailed resume which clearly outlines minimum required work experience, including 

describing the ages of children served, whether your work was full or part time, whether 

it was in a group or individual care setting, and the specific starting and ending dates for 

each employment experience. 

3. Documentation of meeting educational requirements e.g., high school diploma or 

GED,  college degree (clearly state the focus of your degree), college course transcripts, 

current CDA Credential and/or or Agency of Education teaching license.  

Northern Lights at CCV staff will notify individuals by email when their 

documentation has been uploaded to their BFIS Quality and Credential Accounts 

and/or if there is an issue with the documentation provided.  

FCCPs must submit documentation to Northern Lights that they are currently certified 

in pediatric first aid and in infant/child CPR.  Following review, Northern Lights will 

upload this information into your BFIS Quality and Credential Account. 

If you need support with these documents, your local Resource Advisor with Northern Lights at 

CCV can assist you with accessing these courses. See their website for the contact information 

for your local Resource Advisor.  

Rule 7.1.3 of the Child Care Licensing Regulations for FCCHs requires the FCCP and newly hired 

staff to complete the orientation training prior to beginning care for children. It is recommended 

that you complete the orientation training at the time that you are applying to be a licensed 

FCCH. 

Information about the orientation training can be found on the CDD website. Please note that 

the "Child Abuse and Neglect Mandatory Reporting Training" is required per FCCH rule 7.1.3, 

and is a separate training from the orientation training. Information about this training can also 

be found on our website. 

3. Required Testing  

 

I. Drinking Water System (Lead Water Testing) 

https://northernlightsccv.org/wp-content/uploads/2018/10/Verification-Cover-Sheet-v4-9.22.21.pdf
https://northernlightsccv.org/about-us/contact-us/
https://dcf.vermont.gov/cdd/providers/pd
https://dcf.vermont.gov/cdd/providers/pd
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Vermont Statute 18 V.S.A. Chapter 24A requires all schools and child care programs to test all 

taps that could be used for cooking, drinking, and/or brushing children's teeth  for lead. You can 

find information about testing for lead in drinking water on the Vermont Department of Health’s 

Tap Inventory Management System (TIMS) website. If you have questions, please email 

ahs.leadchildcare@vermont.gov. 

You will need to provide a copy of lead water test results to your CCBT and enter the results in your 

application in BFIS.  

ii. Drinking Water System (Bacterial and Chemical Testing)  

The requirements for testing for drinking water safety are described in FCCH rules 2.3.7.10, and in pages 

20-21 and 106-107 of the FCCH Guidance Manual, as follows: 

A prospective FCCP shall ensure that a drinking water system serving less than twenty-five (25) 

persons daily, served by a well or spring, is maintained as a drinking water system of potable 

water.  

• Potable water testing shall include bacterial (presence/absence of total coliform), 

and chemical screening (arsenic, uranium, nitrite, manganese, 16 nitrate and 

fluoride). This testing shall be analyzed by a Drinking Water Laboratory certified by 

the State of Vermont according to 18 V.S.A. §501b.  

• Results shall meet Vermont standards. Water shall be remedied and retested to 

ensure potability if any test(s) are elevated. Bottled water for drinking shall be 

provided until such time as the drinking water system meets Vermont standards.  

• The sample shall be a representative sample from the tap most frequently used for 

drinking after any treatment (for example a UV light system, a softener or charcoal 

filter).   

• Information from this water test shall be included in the initial application. 

If your home has a public water supply, the Agency of Natural Resources has already tested for chemical 

and bacteria and you are not required to perform these tests independently. If you have questions about 

the Agency of Natural Resources’ drinking water tests, please email ahs.leadchildcare@vermont.gov. 

If your home does not have a public water supply, you will need to order a bacteria and inorganic 

chemical drinking water test kit from the Vermont Department of Health (VDH) website. After you 

receive your results from VDH, you will need to provide a copy of your bacteria and inorganic chemical 

water test results to your CCBT and enter the results in your application in BFIS. 

Please note, if you choose not to order the water testing kits from VDH, please ensure that the results are 

sent to VDH to be documented in their online system. You must then provide documentation of 

completion to your CCBT.  

iii. Heating System Inspection  

Requirements for Heating System Inspections are described in FCCH Rule 2.3.7.7 on page 14.  

https://legislature.vermont.gov/statutes/chapter/18/024A
mailto:website.
mailto:ahs.leadchildcare@vermont.gov
https://outside.vermont.gov/dept/DCF/Shared%20Documents/CDD/Licensing/CC-Family-Regs.pdf?_gl=1*1riv0r8*_ga*MTQ1ODIyNjUzMi4xNzA0ODkzMzA5*_ga_V9WQH77KLW*MTcyODY2NTQyNi40MS4xLjE3Mjg2NjU0NTAuMC4wLjA.
https://outside.vermont.gov/dept/DCF/Policies%20Procedures%20Guidance/CDD-Guidance-CC-FCCH-Guidance-Manual.pdf?_gl=1*sm63f0*_ga*MTQ1ODIyNjUzMi4xNzA0ODkzMzA5*_ga_V9WQH77KLW*MTcyODY2NTQyNi40MS4xLjE3Mjg2NjU2MjguMC4wLjA.
mailto:ahs.leadchildcare@vermont.gov
https://outside.vermont.gov/dept/DCF/Shared%20Documents/CDD/Licensing/CC-Family-Regs.pdf?_gl=1*1riv0r8*_ga*MTQ1ODIyNjUzMi4xNzA0ODkzMzA5*_ga_V9WQH77KLW*MTcyODY2NTQyNi40MS4xLjE3Mjg2NjU0NTAuMC4wLjA.
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The FCCH’s heating system must be inspected by a qualified person and found to be properly 

installed and operational. This inspection is required to be completed less than six (6) months 

prior to submitting your child care application. You will need to provide a copy of the 

documentation of a satisfactory inspection with your application; a copy of your invoice is 

sufficient. This documentation is submitted to your CCBT .  

iv. Lead Paint Testing 

Lead Paint Testing Requirements are described in FCCH Rule 2.3.7.5, and in pages 17-18 of the 

FCCH guidance manual. 

To limit children's potential exposure to lead, a toxic metal that can cause severe health issues, 

owners of the FCCH must ensure that an Inspect, Repair and Cleaning inspection (IRC) is 

performed by a certified individual, and that the certified individual has filed a Compliance 

Statement with the Vermont Department of Health for proposed FCCHs built prior to 1978. This 

must be done once every 365 days in compliance with the Vermont Lead Law. Once the 

assessment is complete the FCCP will receive a confirmation email. Send that confirmation email to 

your CCBT as proof of completion and compliance with this requirement.  

See the Vermont Department of Health's website for information on: 

• IRC (formerly Essential Maintenance Practices (EMP): IRC is required for the entire 

building inside and out, even areas that may have been added to the original building 

such as decks, porches, or additions. 

• How to locate an IRC-certified person to perform the assessment and file the 

Compliance Statement 

• Finding an IRC training class to become an IRC-certified person 

• Contact information for the Vermont Department of Health's Lead and Asbestos Staff 

who are available to answer questions and provide additional guidance  

You will need to document in your child care application the year the proposed FCCH was built. 

If you don't know the year the building was built, contact the Town Clerk's Office for this 

information. 

If your proposed FCCH was built prior to 1978, use your child care application to document the 

date the IRC was completed, attest that the Compliance Statement has been filed with the 

Vermont Department of Health, and provide the date the Compliance Statement was filed with 

the Vermont Department of Health. 

4. Gather Required Information/Documentation  

i.    Tax Standing (this will be uploaded in your online application)  

https://outside.vermont.gov/dept/DCF/Shared%20Documents/CDD/Licensing/CC-Family-Regs.pdf?_gl=1*1riv0r8*_ga*MTQ1ODIyNjUzMi4xNzA0ODkzMzA5*_ga_V9WQH77KLW*MTcyODY2NTQyNi40MS4xLjE3Mjg2NjU0NTAuMC4wLjA.
https://outside.vermont.gov/dept/DCF/Policies%20Procedures%20Guidance/CDD-Guidance-CC-FCCH-Guidance-Manual.pdf?_gl=1*sm63f0*_ga*MTQ1ODIyNjUzMi4xNzA0ODkzMzA5*_ga_V9WQH77KLW*MTcyODY2NTQyNi40MS4xLjE3Mjg2NjU2MjguMC4wLjA.
https://www.healthvermont.gov/environment/asbestos-lead/asbestos-and-lead-information-child-care-providers-and-schools
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Tax Standing requirements are described in FCCH Rule 2.3.7.13. 

By the date of the child care licensing application, you must attest that you are in good standing 

with the Vermont Department of Taxes. You can provide this attestation as a part of completing 

your online application. You are considered in good standing if: 

• You have no taxes due, and all of your returns have been filed; or 

• The liability for any taxes due is under appeal; or 

• You're in compliance with a payment plan approved by the Vermont Commissioner of Taxes 

The Division cannot issue a child care license if you are not in good standing with the Vermont 

Department of Taxes.  If you are not in good standing, you will need to discuss your situation 

with your Child Care Business Technician. 

ii. Child Support Obligations  

Child Support Obligation Requirements are described in FCCH Rule 2.3.7.14. 

By the date of the child care licensing application, you must attest that you are not subject to a child 

support order, or if subject to a child support order that you are in good standing. You can provide 

this attestation while completing the online application.  You are considered in good standing if: 

• Less than one-twelfth of your annual support obligation is overdue; or 

• Liability for any support payable is being contested in a proceeding; or 

• You're in compliance with a repayment plan approved by the Office of Child Support or 

agreed to by the parties to your support order. 

If you are not in good standing, you will need to discuss your situation with your Child Care 

Business Technician. 

The Division cannot issue a child care license if you are not in good standing with the Office of 

Child Support. 

iii. Insurance  

Requirements for providing insurance are described in FCCH Rule 2.3.7.6  

Vermont requires that FCCH programs carry liability insurance (at a reasonable amount as stated in 

rule 2.3.7.6) for their own protection and for the protection of the children in their care. If your 

program will be transporting children, you must also carry transportation insurance that covers 

property damage, bodily injury and liability. You can demonstrate proof of insurance by providing 

the state with a copy of your Certificate of Liability Insurance that is issued by your insurance 

provider. You will need to provide a copy of this documentation with the application that is sent to 

your CCBT.  

https://outside.vermont.gov/dept/DCF/Shared%20Documents/CDD/Licensing/CC-Family-Regs.pdf?_gl=1*1riv0r8*_ga*MTQ1ODIyNjUzMi4xNzA0ODkzMzA5*_ga_V9WQH77KLW*MTcyODY2NTQyNi40MS4xLjE3Mjg2NjU0NTAuMC4wLjA.
https://outside.vermont.gov/dept/DCF/Shared%20Documents/CDD/Licensing/CC-Family-Regs.pdf?_gl=1*1riv0r8*_ga*MTQ1ODIyNjUzMi4xNzA0ODkzMzA5*_ga_V9WQH77KLW*MTcyODY2NTQyNi40MS4xLjE3Mjg2NjU0NTAuMC4wLjA.
https://outside.vermont.gov/dept/DCF/Shared%20Documents/CDD/Licensing/CC-Family-Regs.pdf?_gl=1*1riv0r8*_ga*MTQ1ODIyNjUzMi4xNzA0ODkzMzA5*_ga_V9WQH77KLW*MTcyODY2NTQyNi40MS4xLjE3Mjg2NjU0NTAuMC4wLjA.
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iv. IRS W-9 

The W-9 Form is used for tax purposes, to receive CCFAP payments, and/or receive grant funding. 

This form must be completed and sent to your assigned CCBT.  

Tips for completing the IRS W-9 form correctly:  

• The form cannot be altered in any way  

• The form must be either completely handwritten OR completely typed (except for the 

signature and date). Digital signatures are not accepted, even if they are verified/password 

protected.  

• If handwritten, the form must be legible and appear to be completely written in the same 

hand. It may not appear to be written by two different people, nor can it be completed in 

two different colors of ink. 

• There must be no cross outs nor white out used on the form.  

• There cannot be a number or letter written on top of another number or letter.  

Instructional pages 2-6 on the W-9 Form provide guidance for how to fill out the different sections 

of the form. If you have questions on how to fill out the W-9 Form, contact a lawyer, tax preparer, 

or accountant for assistance.   

You can find the W-9 form here: Form W-9 (Rev. March 2024) (irs.gov) 

v. Written Policies and Procedures for Parents and Staff  

The requirements to have Written Policies and Procedures for Parents and Staff is described in 

FCCH Rule 4.7, and in pages 45 and 109-113 of the FCCH Guidance Manual.  

FCCHs are required to create a handbook on their policies and procedures for parents and staff (if 

you do not have other staff on site, you do not need to complete a staff handbook). Review FCCH 

Rule 4.7 and pages 45 and 109-113 of the CDD Licensing Guidance Manual for specific information 

on the policies and procedures that you will be required to develop. You will need to submit a copy 

of your written policies and procedures to your CCBT. This must be completed and sent to your 

CCBT thirty days prior to being licensed.  

vi. Emergency Response Plan  

The requirements for developing an Emergency Response Plan is described in FCCH Rule 3.6.1.1 

and in pages 40-41 of the FCCH Guidance Manual.  

FCCH programs are required to create an Emergency Response Plan. Review FCCH Rul 3.6.1.1 and 

pages 40-41 of the FCCH Guidance Manual for specific information on what must be included in 

the plan. You will need to submit a copy of your plan thirty days prior to being licensed.  

https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://outside.vermont.gov/dept/DCF/Shared%20Documents/CDD/Licensing/CC-Family-Regs.pdf?_gl=1*1riv0r8*_ga*MTQ1ODIyNjUzMi4xNzA0ODkzMzA5*_ga_V9WQH77KLW*MTcyODY2NTQyNi40MS4xLjE3Mjg2NjU0NTAuMC4wLjA.
https://outside.vermont.gov/dept/DCF/Policies%20Procedures%20Guidance/CDD-Guidance-CC-FCCH-Guidance-Manual.pdf?_gl=1*sm63f0*_ga*MTQ1ODIyNjUzMi4xNzA0ODkzMzA5*_ga_V9WQH77KLW*MTcyODY2NTQyNi40MS4xLjE3Mjg2NjU2MjguMC4wLjA.
https://outside.vermont.gov/dept/DCF/Shared%20Documents/CDD/Licensing/CC-Family-Regs.pdf?_gl=1*1riv0r8*_ga*MTQ1ODIyNjUzMi4xNzA0ODkzMzA5*_ga_V9WQH77KLW*MTcyODY2NTQyNi40MS4xLjE3Mjg2NjU0NTAuMC4wLjA.
https://outside.vermont.gov/dept/DCF/Policies%20Procedures%20Guidance/CDD-Guidance-CC-FCCH-Guidance-Manual.pdf?_gl=1*sm63f0*_ga*MTQ1ODIyNjUzMi4xNzA0ODkzMzA5*_ga_V9WQH77KLW*MTcyODY2NTQyNi40MS4xLjE3Mjg2NjU2MjguMC4wLjA.
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CDD’s website provides sample forms that you may use to set-up your child care program or 

FCCH. The website also has a webpage that provides information and resources on a variety of 

health and safety topics.  

Steps for Completing Your Online Application  
Please note the regulations below before completing your online application. If either are 

applicable to you, please reach out to your assigned CCBT or our Licensor on Duty line at  

ahs.dcfcddchildcarelicensing@vermont.gov or (800) 649-2642 option 3.  

FCCH Rule 2.1.3 and 2.1.4 

2.1.3: Any person or entity registered or licensed to operate a FCCH shall be prohibited from 

concurrently operating a Center Based Child Care and Preschool Program or an Afterschool Child 

Care Program 

2.1.4: An approved FCCP may not be concurrently approved as a licensed foster care provider 

without a variance from the Department. They may not provide respite care for foster children or 

foster care, either licensed or professional, except that, at the request of the Department, they may 

provide respite or temporary foster care to a child who is already enrolled in their regulated FCCH.  

 

1. Sign into your BFIS account  

 

2. At the bottom of your BFIS account page, click “Registered Family Child Care 

Home Application”  

 

 
 

3. Enter the required information (marked with an “*”). Click “Next” when 

complete.   

 

https://dcf.vermont.gov/cdd/providers/forms
https://dcf.vermont.gov/cdd/providers/care/health-safety
mailto:ahs.dcfcddchildcarelicensing@vermont.gov
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4. Enter the required information (marked with an “*”).  Click “Next” when 

complete.  

 

 
 

5. Enter the liability insurance information, check the transportation insurance 

box.  Click “Next” when complete.  
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6. Enter the water test information.  Click “Next” when complete.  

 
7. Enter the heating system inspection information.  Click “Next” when complete.  

 

 
 

8. Enter the required information (marked with an “*”).  Click “Next” when 

complete. 
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9. Choose the floor(s) in the home where your child care will be providing care and 

then identify 2 exits. Click “Next” when complete.  

 
 

10.  Choose the appropriate Tax Stading Status and enter the Tax Standing Date. 

Click “Next” when complete.  
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11.  Choose the appropriate Child Support Obligation Status and enter the Child 

Support Status Date. Click “Next” when complete.  

 

 
 

12.  Enter in the required information (marked with an “*”) then click “Next”.  
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13.  If the application is complete, check the box in the bottom left-hand corner, and 

click “Submit Application”. Otherwise, click “Save & Exit” to submit at a later 

date.  

 

 
 

 

14.  A Request ID and Application Confirmation number will be displayed when the 

application has successfully been submitted.  

 

 
 

The CDD Review of Your Registered Family Care Home Application  

The CCBT will review all documents for completeness. If missing items are identified, you will be 

notified via a “Missing Items Letter” within your BFIS Child Care Program Account located in the 

Documents link. You will receive notification of this letter being posted in your account via email.  

Your online application process will be considered complete when:  
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• Your application is completed in BFIS  

• Background clearance approval letters have been issued for your proposed FCCP and 

FCCH household members who are 16 years old or older  

• FCCP and/or staff are determined to have met qualifications for their respective positions  

After your online application process has been completed, your CCBT will inform your CDD licensor 

that you are ready for your preregistration visit. Your licensor will contact you within three to four 

business days to schedule a final visit to your FCCH within two weeks. During the licensor’s visit, 

they will assess your FCCH’s compliance with Child Care Licensing Regulations. Within five 

business days of this visit, your licensor will issue a site visit report. Any required action identified 

during this visit is required to be completed or addressed before you receive your license; this date 

will be determined by your licensor.  

Based on the results of the licensor’s visit, the licensor will make recommendations to a licensing 

supervisor, who will complete the final review of your FCCH and issue an approval decision. Based 

on the decision, an approval letter or denial letter (which would include reasons why your license has 

been denied and appeal rights) will be generated within your BFIS Child Care Program Account 

located in the Documents link. You will receive notification of this via email.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


