
 

DSS Regulation No. 114-503. F(4) 
Parents and staff shall sign and date an agreement, maintained on file and updated annually, that both parties have read and understand all  

policies relating to the operation of the facility. 

 
Written policies should include the following: 

 

 Release of Children - DSS Regulation No. 114-503.F(2): This policy must include a security system to prevent the inappropriate 
release of a child to an unauthorized person and should be communicated with parents. 
 

 Administration of Medication - DSS Regulation No. 114-503F.(3)(e): Policy must include signed and dated parental consent 

before administering any medication to any child. Reference DSS Regulation 114-505 D to ensure completion of policy. 
 

 Discipline and Behavior Management - DSS Regulation No. 114-503.F(3)(f): A CLEARLY DEFINED procedure must specify 
that corporal punishment will NOT be used according to DSS Regulation No. 114-506.B(2). This policy must be re-signed by parents 
and staff if any discipline policy changes are made. Parents and staff must sign a facility agreement acknowledging their understanding 
and acceptance to implement the discipline and behavior management policy. 

 

 Confidentiality - DSS Regulation No. 114-503 I (1): This policy must safeguard the confidentiality of all records of children to 

include name, address, and other information about the child or family and information that may identify a child. 
 

 Tracking Children – DSS Regulation No. 114-504 A(3): This Procedures should account for the presence of each child as they 
enter or exit the premises, enter and exit a vehicle, or move to a new location in or around the center.  
 

 Emergency Medical Plan - DSS Regulation No. 114-505 C (1)- (3): This plan must address conditions under which emergency 
medical care or treatment is warranted, steps to be followed in a medical emergency, the hospital/ medical entity to be used, the 
method of transportation to be used and staffing plan to include who will accompany the child with records to the emergency location 
and will stay with the child until parents arrive. 

 

 Evacuation Plan/ Emergency Preparedness - DSS Regulation No. 114-505.H(2): The facility must have an up-to-date written 
plan for removing children from the building in case of fire, a natural disaster, or threatening situation that may pose a health or safety 
hazard. The plan should include procedures for staff training in this emergency plan. 

 

 Transportation/Field Trips - DSS Regulation No. 114-505.I: Plans are required for routine travel and must be on file in the facility. 
Plans should include a checklist to account for the loading and unloading of children at every location. Written permission from parents 
for transporting children to and from the home, school, or other designated places including planned field trips and activities. Reference 
DSS Regulation No. 114-505.I to ensure completion of policy. 

 

 Care for Mildly Ill Children – DSS Regulation No. 114-509.B: If a facility chooses to provide care to children who are mildly 
ill, written policies and procedures specifying inclusion and exclusion from others is required. The plan must also include communicating 
with parents, recording of illness, and list type of care provided. Specific types of illnesses and symptoms which prohibit care from 
being provided. Staff must receive required training. 

 

Facility Notices- Parents should be provided the following information upon admission. 
 

 Liability Insurance – SC Statue 63-13-210 (A)(B): All child care facilities will be asked to show proof of Liability insurance. If facility 
does not have insurance coverage a written notice must be provided to parents of enrolled children. 

 

 Free and Full Access of Children – DSS Regulation No.  114-503.F(1) and (3) (a): The operator shall permit the parent of a 
child in care free and full access to his or her child without prior notice, while their child is receiving care, unless there is a court order 
limiting parental access.  
 

 Provisional Employment – SC Statue 63-13-40 (D)(3): If a facility chooses to provisionally employ persons to provide care to 
enrolled children, written statements must be provided to parents indicating that the facility may provisionally employ a person to comply 
with SC laws and regulations when unexpected staff vacancy occurs. 
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Child Care Center STAFF FILE CHECKLIST 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Child Care Center CHILD FILE CHECKLIST 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 




