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Child Care Facility Applicant (Group Child Care Center (GCC), Infant & Toddler Child Care Center (IT), or Before & After School Child Care Facility (BAS))
FROM:


SUBJECT:
INSTRUCTIONS FOR REQUESTS TO INCREASE OR DETERMINE LICENSE CAPACITY
____________________________________________________________________________

In accordance with Hawaii Administrative Rules (HAR) §§17-892.1-3, 17-895-3, 17-896-3, a facility’s license shall clearly state the kind of program the license is permitted to operate, the address of the licensee, and the number and types of children who can be cared for at the facility.  The facility may not care for more children than allowed by the facility’s license which is based on county building codes, space requirements, and other related requirements as defined in our rules.  
A child care facility applicant/director may request a review of their facility’s physical space in order to increase their license capacity or to request a review to determine one’s facility’s license capacity.  Also, the Child Care Licensing (CCL)  Worker may request to review a facility’s license capacity at any time.  The following information and instructions are provided:
1. The DHS 975 “Request to Increase or Determine License Capacity Form & Agreement” shall be completed and signed by the applicant/director when requesting to 1) increase their license capacity; 2) determine their license capacity; or 3) upon request by the CCL Worker to determine license capacity. The form should be returned to the Child Care Licensing Unit (CCLU).  
2. Upon receipt, the CCL Worker will conduct a review and send to the applicant/director a DHS 975B “Checklist to Increase or Determine License Capacity”.  The facility must meet all of the requirements that are checked off and submit the license application forms and all supporting documents as required by the CCL Worker to the CCLU.
3. A DHS 975C “Request to Increase License Capacity Disposition” shall be issued to the applicant/director to notify the facility that their request has been approved or denied.  If approved, the license shall be amended to reflect the increase in license capacity. If denied, the facility’s license shall remain unchanged.  In certain cases, failure to meet licensing requirements may result in the decrease in a current license capacity by attrition.

4. A DHS 975D “Request to Determine License Capacity Disposition” shall be issued to the applicant/director to notify the facility of their maximum number of children permitted by license and type of license that will be issued. In certain cases, failure to meet licensing requirements may result in the decrease in a current license capacity by attrition.
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