
BRIGHT FUTURES INFORMATION 
SYSTEM (BFIS) 

Registered Family Child Care Application Process 

Updated: 2/25/2016 



Table of Contents 
Page # Page Information 

3 What is a Registered Home Provider? 

4 Registered Home Application Process Flow Chart 

5 - 12 Preliminary Registered Home Provider Application (Part 1) 

13 - 31 Registered Family Child Care Application (Part 2) 

32 - 35 Service Requests 

36 - 38 Documents 

39 - 43 Contact Information & Resources 

2 of 43 



What is a Registered 
Home Provider? 

 
A Registered Home Provider is approved to care for no 
more than six children under the age of six (only two of 

the children under 6 can be under the age of two), 
plus four school-aged children within their home.  

 
The provider’s job is to provide developmentally 
appropriate care, protection and supervision of 

children in a way to ensure wholesome growth and 
educational experiences outside of children’s homes 

for a period of less than twenty-four hours a day. 
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Registered Home Application Process Flow Chart 
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Preliminary 
Registered 

Home Provider 
Application 

This is the 1st part of the application. 
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In your browser, please navigate to: 
 

http://www.brightfutures.vermont.gov 
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http://www.brightfutures.vermont.gov/


Click the Become a Provider tab at the top of the 
page. 
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Click Apply Online to Become a Registered Home 
Provider. 
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Enter the 
required 

information. 
When 

complete click 
Next.  

f 

 
IMPORTANT: Please include all other 

last names and first names.  
 

 
IMPORTANT: Please use your LEGAL NAME. 
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Confirm the 
information you 

entered is 
accurate. If so, 
check the box 
in the bottom 

left hand 
corner, and 
click Submit 
Application. 
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You may print and/or save a copy of the 
preliminary application. You can also use the 

Request ID number provided to track the status.  
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The Next Steps 
◦ After you submit your Preliminary Registered Home Provider Application, you will 

receive two emails within 5 business days: (1) instructions for accessing your new BFIS 
account, (2) instructions for completing the 2nd part of the application.  

 
◦ Please note that if we do not receive your full application within 60 days, we will 

withdraw your application and you will need to start the process from the beginning. If 
there is a reason you cannot complete the application within 60 days, please contact 
your Licensing Technician, so they can make a note in your account and issue an 
extension.  
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http://dcf.vermont.gov/cdd/whos_who#Licensing


Registered 
Family Child 

Care 
Application 

This is the 2nd part of the application. 
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Before You Get Started 
(Part 1 of 2) 

◦ Make sure you have your username and password. If you do not, please See the BFIS 
Fact Sheet.  

 
◦ Have a heating system inspection completed. You are required to have this completed 

no more than 45 days prior to submitting your application.  
 
◦ Confirm you are in good standing with the Vermont Department of Taxes. You can 

contact them at 802-828-2505. 
 
◦ If applicable, confirm your Child Support Obligation Status with the Office of Child 

Support. You can contact them at 1-800-789-3214 or at OCSCSU@vermont.gov. 
 
◦ Complete the Child Care Home Self-Assessment Form.  
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Before You Get Started 
(Part 2 of 2) 

◦ Complete the Record Check Authorization & Census forms. If you have questions on 
who should submit a record check authorization form, please contact the Licensor On 
Duty (LOD) AT 1-800-649-2642, option 3. 

 
◦ Complete the Essential Maintenance Practice (EMP) Compliance Statement form if 

your home or building was built before 1978. The Vermont Department of Health (VDH) 
manages the EMP Compliance Statements. If you have questions, please see their FAQ 
page. It is the applicants responsibility to submit their EMP compliance statements 
directly to VDH. 

 
◦ Property Owners and Managers - Complete the EMP Compliance Statement form 

online.  
◦ Renters - Please call Ed Daudelin or Cora Fauser at 802-652-0357 for information. Even 

if your landlord completed the form online, child care providers who rent need to 
complete a separate form by paper. 
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Now lets get started entering your 
application into BFIS… 
 
In your browser, please navigate to: 
 
http://www.brightfutures.vermont.gov  
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http://www.brightfutures.vermont.gov/


Click the Login button next to Bright Futures 
Account. 

17 of 43 



Click the Login button under Child Care Program 
Account. 
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Enter your username and password, then click 
Submit. 
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At the bottom of the page click Registered Family 
Child Care Home Application. 

 
IMPORTANT: If you have to leave in 
the middle of the application click 
the Save & Exit button found at the 

bottom of the page in each section. 
You will be able to pick up where 

you left off at a later date.   
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Enter all required information. When complete, 
click Next.  

Date you started 
the application. 

By checking yes, you confirm the 
information is true, and accurate. 

Date you certified the 
information is true, and accurate. 

Date you chose to be an 
electronic participant. 

By choosing Yes, you 
agree to receive all 
documentation via 

email.  
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Enter the required information. When complete, 
click Next.  

You must have permission 
from your landlord to 

provide child care in their 
building. If you do not 

your application will be 
denied.  
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Enter the information for your most recent heating 
inspection. When complete click Next.  

Per Licensing Rule V.17 
your heating inspection 

must be completed by a 
qualified inspector no 

more than 45 days prior to 
submitting your Registered 

Home Application.  

By checking yes, you confirm the 
information is true, and accurate. 

Date you certified the information 
is true, and accurate. 

Per Licensing Rule V.17 
your heating inspection 

must be completed by a 
qualified inspector no 

more than 45 days prior to 
submitting your Registered 

Home Application.  

By checking yes, you confirm the 
information is true, and accurate. 

Date you certified the information 
is true, and accurate. 
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Complete the required information. When 
complete click Next.  

Per VT law, EMP’s are 
required annually if your 

home or building was 
constructed before 1978. 

 
Note: Renovations do not 

exclude buildings from  
EMP’s. To be exempt you 

must go through an 
extensive site evaluation 

and receive an exemption  
letter/certificate from VDH.  
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Choose the floors in your home where child care 
will be provided. Then for each floor identify 2 exits. 

When complete click Next. 
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Please choose the appropriate Tax Standing Status, 
and enter the Tax Standing Date. When complete click 

Next. 

Tax standing applies to 
your VT taxes only. 

Date you confirmed your 
Tax Standing Status. 

If you are not in good 
standing, complete the 

application and the 
Licensing Unit will be in 

contact with you 
regarding any next steps. 
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Please choose the appropriate Child Support 
Obligation Status, and enter the Child Support Status 

Date. When complete click Next.  

If you are not in good 
standing, complete the 

application and the 
Licensing Unit will be in 

contact with you 
regarding any next steps. 

Date you confirmed your Child Support 
Obligation Status. If you chose N/A for status, 

put today’s date.  
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Enter the required information. When complete 
click Next.  

Check No to all. For information 
about these programs, please 

see page 41. 
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To submit the application click the checkbox in the bottom left 
of the screen, and then click Submit Application. Click Save & 

Exit if you need to submit the application at a later date. 

NOTE: Once you submit the application 
you will not be able to go back and 

change the information. 
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A Request ID, and Application Confirmation 
number displays when your re-application has 

successfully submitted. 
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The Next Steps 
◦ After submitting your application, your Licensing Technician will review it for 

completeness. If your application is missing an item, a Missing Items Letter will be 
generated in your account under Documents. You will be notified of this via email. 

  
◦ If your application is complete and all record checks are approved, the Resource 

Development Specialist (RD) within your Community Agency will be notified. The 
Specialist will contact you to set up a time to review your space. 

 
◦ During the RDs Welcome to Child Care Visit (W2CCV), they will determine if there are 

any items you may need to complete before they sign off on your space, such as 
installing smoke detectors, adding a fence, etc.  

 
◦ As soon as CDD receives notification from the RD that you are all set, your application 

will be forwarded to the Licensing Supervisor for final review, and approval.  
 
◦ Once approved, the Licensing Supervisor will generate your Certificate in your account 

under Documents. You will be notified of this via email. The Division is no longer mailing 
Certificates unless requested by the provider. 
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Service 
Requests 

This function contains a copy of your 
application, and the ability to view 

the status. 
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In the Account Summary tab, scroll to the bottom 
right of the page, and click Service Requests. 
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To view the details of a service request click the 
Details button to the far right.  
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To view, save, and/or print your application, click 
View Request. You can also see your Licensing 
Technician (caseworker), and the status of your 

application. 
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Documents 

All correspondence will be stored in 
this function, and you will be notified 
via email when a new item is added. 
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In the Account Summary tab, scroll to the bottom 
left of the page, and click Documents. 
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The most recent documents will appear on top. 
To view a document, click the View button to the 
far right. Once the document opens (may take a 

few minutes) you will have the ability to save 
and/or print it.  
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Contact 
Information & 

Resources 
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Contact Information 
Child Development Division 

Department for Children and Families 
280 State Drive, NOB 1 North 

Waterbury, VT 05671-1040 
Main Line: 800-649-2642 

Fax: 802-769-2064 
http://www.dcf.vermont.gov/cdd 

  

Vermont Department of Health 
180 Cherry Street 

Burlington, VT 05402 
Phone: 800-464-4343, option 2 

Fax: 802-865-7754 
http://www.healthvermont.gov/  

 
 

Vermont Department of Taxes 
Phone: 802-828-2505 

http://www.state.vt.us/tax/ 
 

Office of Child Support 
Phone: 800-786-3214 

Email: OCSCSU@Vermont.gov  
http://dcf.Vermont.gov/ocs  

 

40 of 43 

http://www.dcf.vermont.gov/cdd
http://www.healthvermont.gov/
http://www.state.vt.us/tax/
mailto:OCSCSU@Vermont.gov
http://dcf.vermont.gov/ocs


Resources 
◦ To receive the latest news from CDD via email you can go to our website, scroll to the 

bottom of the page, and click SIGN UP! under CDD Email Updates.  
 

◦ Our website contains resources for Child Care Providers such as information in regards 
to: STARS, grants, professional development, regulations, the Child Care Financial 
Assistance Program, Specialized Child Care, health and safety, licensing forms, 
accreditations, and BFIS trainings.  

 
◦ For information in regards to the Vermont Head Start Association, you can visit their 

website.   
 
◦ The Agency of Educations website contains information about the Child and Adult 

Care Food Program (CACFP), and implementing a Prekindergarten Education 
Program.  

41 of 43 

http://dcf.vermont.gov/cdd
http://dcf.vermont.gov/childcare/providers
http://vermontheadstart.org/
http://education.vermont.gov/nutrition/child-and-adult-care-food-program
http://education.vermont.gov/nutrition/child-and-adult-care-food-program
http://education.vermont.gov/act-166#requirements
http://education.vermont.gov/act-166#requirements


Child Care Financial Assistance 
Program 

◦ If you are approved to be a Registered Home provider and you plan to serve any child 
from a Child Care Financial Assistance (CCFAP) eligible family and expect payment 
from the State, you must immediately sign and return a Provider Rate Agreement: Part 
1 Financial Services, W-9, and if you choose a Direct Deposit Authorization Form. 

 
◦ Additional Resources: 
 
◦ Payment Calendar, Provider Payment Handbook, and the Child Care Financial 

Assistance Program Rates: http://dcf.vermont.gov/childcare/providers/ccfap.  
◦ CCFAP Regulations: http://dcf.vermont.gov/cdd/laws-regs.  
◦ Instructions on how to submit your child care attendance or an adjustment: 

http://dcf.vermont.gov/childcare/providers/bfis.  
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Suggestions/Comments 
 
 

We want this document to be as clear and helpful as possible. Please email suggestions, 
or comments to Nya Magee at nya.magee@vermont.gov.  
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