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Today’s Objectives
• Review role of licensing in reauthorization under the 

Child Care and Development Block Grant (CCDBG) Act of 
2014

• Describe competencies associated with the regulatory 
profession

• Identify how competencies can help inform job 
qualifications, performance expectations, training, and 
professional development goals for licensing staff

• Share resources and methods for training licensing 
inspectors



Ensuring Healthy and Safe Learning 
Environments

• Health and safety are the foundation of quality in early 
care and education, afterschool, and summer programs. 

• Under the CCDBG Act of 2014, every State and Territory 
must
– operate a system of child care licensing and
– establish qualifications and training for licensing 

inspectors.
Source: Office of Child Care, Administration for Children and Families, U.S. Department of Health and Human Services. (n.d.).
Child Care and Development Block Grant (CCDBG) Act of 2014: Plain language summary of statutory changes. Retrieved from 
http://www.acf.hhs.gov/sites/default/files/occ/summary_of_s1086.pdf

http://www.acf.hhs.gov/sites/default/files/occ/summary_of_s1086.pdf


Tools for Hiring and Developing 
Competent Inspectors

• Competency framework
• Job qualifications
• Selection criteria
• Training 
• Performance expectations
• Performance evaluation and 

feedback
• Ongoing professional 

development



Developing Competent Licensing Staff
• Like all professions, the regulatory profession is based on 

a shared set of competencies.
• A regulatory competency framework describes the 

essential elements of what is required of a regulatory 
professional.

• A framework … 
– breaks down competencies and
– provides a foundation for selection, training, and 

career development.
Source: Regulatory Affairs Professionals Society. (2016). Regulatory competency framework and guide. Retrieved from 
http://www.raps.org/rcf/

http://www.raps.org/rcf/


Competency Framework
• The framework is based on two primary dimensions: 

domains and levels.
– Domains reflect broad categories of professional 

responsibilities.
– Levels refer to distinct professional phases or stages of 

progression on a career ladder.

• For each domain and level, the framework provides 
statements that describe what a regulatory 
professional is expected to do.

Source: Regulatory Affairs Professionals Society. (2016). Regulatory competency framework and guide. Retrieved from 
http://www.raps.org/rcf/

http://www.raps.org/rcf/


What Is a Competency?
“Observable behaviors that encompass the knowledge, 
skills, and personal characteristics that distinguish levels of 
performance”

 Knowledge: Previous education and experience
 Skills: The natural or learned technical or practical 

skills required to perform the job
 Behavioral attributes: Personality

characteristics that are key to 
successful job performance

Source: Penny, J. (2016). “What are the 12 core competencies?” 
Retrieved from www.best-job-interview.com/12-core-competencies.html

http://www.best-job-interview.com/12-core-competencies.html


Competencies
Competencies are described by key actions or 
behaviors. 

For example
Decisionmaking
• Uses sound judgment to make good decisions based on 

information gathered and analyzed 
• Considers all pertinent facts and alternatives before 

deciding on the most appropriate action
• Commits to decision



Core Competencies
Core competencies are required for acceptable job 
performance in nearly all career fields.

Source: Penny, J. (2016). “What are the 12 core competencies?” Retrieved from www.best-job-interview.com/12-core-
competencies.html

• Decisionmaking • Adaptability
• Communication • Reliability
• Problem solving • Motivation
• Integrity • Initiative
• Planning and organizing • Stress tolerance
• Teamwork • Work standards and ethics

http://www.best-job-interview.com/12-core-competencies.html


How Can Competencies Be Used?

Competencies can help
• inform job qualifications,
• establish selection criteria and interview 

questions,
• identify training and development needs,
• define performance expectations, and
• provide goals for growth and advancement in the 

field.



Qualifications of Licensing Staff 
A 2014 National Center on Child Care Quality Improvement 
report found the following:

• 39 States required line staff to have at least a bachelor’s 
degree

• 24 States required that the coursework be in early 
childhood education, child development, or a related field

• 21 States also required experience working in a setting 
with children

Source: National Center on Child Care Quality Improvement. (2014). Research brief #1: Trends in child care center licensing 
regulations and policies for 2014 Retrieved from 
https://childcareta.acf.hhs.gov/sites/default/files/public/center_licensing_trends_brief_2014.pdf

https://childcareta.acf.hhs.gov/sites/default/files/public/center_licensing_trends_brief_2014.pdf


Job Qualifications and Selection 
Criteria

• Education
– College degree

• Bachelor’s or advanced
• Preferred in related field

• Experience is a key asset
– No degree programs in
regulatory affairs
– Skills are gained 

through experience



Competency-Based Interviewing
• Behavioral or competency-based interviewing explores 

workplace competencies that are required for successful 
job performance

• The iceberg theory: “Most of what makes an excellent 
employee is beneath the surface”

• Ask open-ended questions
– “Provide an example of …”
– “Tell me about … ”

Sources: Penny, J. (2016). “How to Prepare for the Behavioral Interview?” 
Retrieved from http://www.best-job-interview.com/behavioral-interview.html
Measom, C. (2016). “The iceberg theory of staff selection” 
Retrieved from http://smallbusiness.chron.com/iceberg-theory-staff-selection-39122.html

http://www.best-job-interview.com/behavioral-interview.html
http://smallbusiness.chron.com/iceberg-theory-staff-selection-39122.html


Training New Licensing Staff 

Source: National Center on Child Care Quality Improvement. (2014). Contemporary issues in licensing: Quality assurance in child 
care licensing. Retrieved from https://childcareta.acf.hhs.gov/sites/default/files/public/1409_quality_assurance_final_0.pdf

Competencies can help
• Identify training and development needs 
• Define training content and learning objectives

Training Topics On-the-Job Training

Licensing policies Shadowing other staff

Documentation Assigning a mentor

Interviewing Supervisor observation

Balanced use of authority

Ethics

https://childcareta.acf.hhs.gov/sites/default/files/public/1409_quality_assurance_final_0.pdf


Monitoring Unique Provider 
Populations

• Licensed family child care 
homes

• License-exempt child care 
homes

• Summer camps
• Illegal operations
• Afterschool care only
Source: National Center on Child Care Quality Improvement.
(2014). Contemporary issues in licensing: Quality assurance in 
child care licensing. Retrieved from 
https://childcareta.acf.hhs.gov/sites/default/files/public/1409_qu
ality_assurance_final_0.pdf

• Nighttime care
• Languages other than English
• Cultural differences

https://childcareta.acf.hhs.gov/sites/default/files/public/1409_quality_assurance_final_0.pdf


Consistency and Interpretation
Strategies to address inconsistency

• Providing initial and ongoing training on intent and 
interpretation of rules

• Creating interpretative guides

• Observing licensing staff conducting inspections

• Case reading or review of documentation

• Staffing cases; reviewing common scenarios and key 
decisionmaking points

Source: National Center on Child Care Quality Improvement. (2014). Contemporary issues in licensing: Quality assurance in child 
care licensing. Retrieved from https://childcareta.acf.hhs.gov/sites/default/files/public/1409_quality_assurance_final_0.pdf

https://childcareta.acf.hhs.gov/sites/default/files/public/1409_quality_assurance_final_0.pdf


Defining Performance Expectations
• Measurable or observable performance statements describe how the 

competency is displayed when performed well on the job
• For example

– Competency group or domain: Communication
– Competency: Listening
– Description: Understands and learns from what others say
– Performance measures:

• Asks appropriate questions to clarify information or needs
• Confirms understanding by paraphrasing or summarizing what 

others have said
• Not more than one exception noted during the evaluation period

Source: Colorado Division of Human Resources. (2016). Required competencies and examples of performance objectives. 
Retrieved from https://www.colorado.gov/pacific/sites/default/files/Required%20Core%20Competencies.pdf

https://www.colorado.gov/pacific/sites/default/files/Required%20Core%20Competencies.pdf


• Communicate performance expectations clearly
– At the interview

– In job descriptions

– During orientation and training

– During one-on-one conferences and staff meetings

– As issues arise

• Build on the skills and talents of each employee

Helping Licensing Staff Succeed



Ongoing Professional Growth and 
Development

• Keep up to date on policy and procedural changes

• Keep up to date on the latest research regarding 
child development, health, and safety

• Identify areas for professional development or 
performance improvement 

• Identify when an employee is ready to advance to 
the next skill level



Child Care Licensing Specialist
Qualifications and Training

Oklahoma Child Care Services

Lesli Blazer
STAM September 2016



Oklahoma Child Care Services

• 94 licensing specialists
• 14 licensing supervisors
• 4 regional program managers
• 2 assistant statewide coordinators
• 1 statewide coordinator

• 3,437 programs
• 124,549 capacity



Qualifications

Level II
• Bachelor’s degree

– Early childhood education, child development or 
social work plus 1 year experience in child care 
licensing, early childhood education, social work, 
or licensed child care or formal early childhood 
setting

– https://www.ok.gov/opm/HR_and_Employee_Services/Job_Family_Descriptors/H000_-_Social_Services/H24_-
_CHILD_CARE_LICENSING_SPECIALIST.html

https://www.ok.gov/opm/HR_and_Employee_Services/Job_Family_Descriptors/H000_-_Social_Services/H24_-_CHILD_CARE_LICENSING_SPECIALIST.html


Behavioral Interview
• Competency based

– Processing Complex Information
– Knowledge/Understanding of rules
– Organization
– Written Communication/Computer Skills
– Team Player
– Respectful
– Problem Solving
– Listening
– Confidentiality
– Self motivation
– Honesty
– Dependability
– Compassion
– Flexibility



New Licensing Specialist Training
• Core training is mandatory for all new staff and includes:

– Child Care Services Overview
– FCCH Requirements 
– FCCH Stars
– CCC Requirements
– CCC Stars
– Documentation
– Complaint Policy
– Policy
– Consultation Resources & Provider Support Services
– Balance of Authority & Ethics
– Interviewing
– Child Development
– Early Learning Guidelines
– Computer System



New Licensing Specialist Training

• Core training offered within a 7-8 week period
• Supervisors use checklist
• Observe veteran staff, conduct mock 

monitoring visits
• Practicum component – 1 day in a Family Child 

Care Home and 3 days in a Child Care Center



On-going Training

• On-going training - variety of methods
• On-going training - variety of topics including 

policy revisions
• Annual Statewide Licensing Conference 

includes all licensing staff and partner 
agencies

• Opportunity to obtain masters degree



Evaluation

• Evaluation from practicum
• Monthly observation in field
• Monthly conference
• Initial 6 month formal evaluation
• Annual formal evaluation



D I V I S I O N  O F  L I C E N S I N G — C H I L D R E N ’ S  P R O G R A M S

STAM 2016 MEETING
LICENSING STAFF TRAINING



CURRENT STAFF TRAINING 
ACCOMPLISHMENTS 2016

• Requirement of 12 hours of annual training for staff in 
one of four categories, with at least one course in Child 
Development/Care:
• Licensing Processes and Procedures
• Child Development and Child Care
• Regulations, Related Regulations and Statutes
• Business Requirements or Practices

• National Association for Regulatory Administration 
(NARA) training 
• Introduction to Regulatory Enforcement
• Phases of Licensing, Investigation and Evidence
• Balanced Use of Authority, Managing Complaints, Suppressing 

Illegal Operations
• History, Rule-Making and Ethics in Human Care Regulations

• National Recreation and Playground Society  (NRPS) 
training  



NEW STAFF FIELD ORIENTATION 
AND TRAINING DESIGN

• Complex topics introduced earlier

• Early application in the field 

• Overlap of related topics

• Repetition to enhance retention

• Multiple topics covered simultaneously

• Emphasis on inter-relatedness of topics



NEW STAFF: TRAINING PLANS & 
CHECKLIST (1) 

• Level 1 (first three months):-- New Staff will :
• Receive orientation to the Department, 

Division and field offices; regulations, 
procedures,  and Licensing processes 
(regulatory process, Licensing process, etc.)

• Focused peer training using training plans on 
key knowledge/skills: 

• Risk assessment
• Inspection Protocol
• Computer technology (DOLPHIN)
• General Procedures, (first half), 
• Writing the inspection report

• Be able to conduct mandated renewal 
inspections 

• Be able to process renewal applications 



NEW STAFF: TRAINING PLANS & 
CHECKLIST (2)

Level 2 (second three months)

• Receive orientation on the enforcement 
process and all other procedures not 
already covered; other Licensing relevant 
topics, such as Child Development; and 
related regulations, Code, etc. 

• Be NARA trained
• Be able to conduct all other inspection 

types and investigations
• Be able to process initial applications



INSPECTION AND APPLICATION 
TRAINING STAGES

• Shadowing
• Inspection Observation Tool

• Participating
• Inspection Protocol components  and Procedures for 

Renewal applications
• Conduct some components /procedures and observe 

others  
• Conducting

• Conduct Inspection or Process Application entirely
• Peer Mentor Trainer observes using Inspection and 

application Observation Tool
• Assessment

• L.A. Application and Inspection Assessment



PEER TRAINING TEAM TOOLS

• Training Plans – Inspection and Application 
Procedures

• Focused Training Aids 
• Writing
• Computer Technology
• Risk Assessment
• General Procedures

• Observation Tool



NEW STAFF

• Completes and documents training requirements on logs
• Resource Reading Review log
• On-Line Training Log
• Peer Mentor Training Log

• Completes Inspection Observation Tool when 
shadowing inspections and submits to L.A.

• Completes weekly progress report
• Meets bi-weekly with L.A. to discuss progress/Q&A
• Receives feedback from Peer Mentor Training Team 

through the Peer Mentor - Observation Tool
• Receives feedback from L.A. via the L.A. Assessment on 

Inspections and Applications.



L.A. RESPONSIBILITIES

• Overall responsibility for implementation of the 
Program
• Planning meeting with Peer Mentor Training Team

• Bi-weekly progress meeting with new staff
• Conduct a Learning Assessment of new staff on 

Inspections and Applications
• Document training achievements on Training Plans and 

Checklist and submit to Home Office
• Schedule, communicate and plan directly with Peer 

Training Team and new staff  weekly
• Collect paperwork and check logs from New Staff weekly



Final Thoughts
• A licensing agency must hire people with a full 

complement of competencies not required in many 
jobs, and train them to assess risk and determine 
compliance with health and safety requirements.

• Much like the providers they regulate, train, and 
support, licensing inspectors wear many hats and 
are partners in ensuring a healthy and safe 
environment for children in a variety of early care 
and education settings.
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