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IMPORTANT!! 
A reminder that your certificate is expiring will be sent 

via email 60 days prior.  
 

You must submit a COMPLETED re-application BEFORE 
your certificate expires. If your completed re-

application is not received before your expiration date 
your certificate will expire.  

 
Without a certificate you cannot legally provide care 

to children. 
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License Re-
Application 

A walkthrough of what you need for 
the re-application, and how to enter 

it into BFIS. 
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Before You Get Started 
(Part 1 of 3) 

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

 
◦ 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. 
 
◦ Get a copy of your insurance certificate. You will need to enter the information into 

BFIS. 
 
◦ 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. 
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Before You Get Started 
(Part 2 of 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. 

 

◦ Ensure the Director has completed their annual professional development, and 
specialized care (if applicable) training hours.  
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Before You Get Started 
(Part 3 of 3) 

• To add trainings to their Quality-Credentialing Account the Director needs to 
complete the Professional Development Verification Cover Sheet, and mail their 
certificates to Northern Lights Career Development Center (NLCDC). If the trainings 
are already listed, and verified in their account they do not need to resubmit the 
information.  

 
• If the Director has taken professional development that is not verifiable by NLCDC, 

you will enter the information into Section 12 of 12 of the re-application. 
 

• If you have questions in regards to what trainings are verifiable, please contact 
NLCDC at professional.development@ccv.edu, or at 802-828-2800. 
 

• For additional information in regards to the Quality-Credentialing Accounts, see the 
BFIS Quality-Credential Account Fact Sheet.  
 

• The same username and password are used for both the Child Care Program 
Account, and the Quality-Credentialing Account. 
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Now lets get started entering the re-
application into BFIS… 
 
In your browser, please navigate to: 
 
http://www.brightfutures.vermont.gov  
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Click the Login button next to Bright Futures 
Account. 
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Click the Login button under Child Care Program 
Account. 
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Enter your username and password, then click 
Submit. 

IMPORTANT: Do not use someone 
else's login information. Username 

and passwords are individual 
specific. 
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At the bottom of the page click License Re-
Application. 

 
This License Re-Application link will appear 
60 days before your re-application is due. 

 

 
IMPORTANT: If you have to leave in 

the middle of the re-application 
click the Save 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.   
 

12 of 37 



Enter the Application Receipt Date. When 
complete click Next. 

Date you started 
the re-application. 

This section is from the 
original application. There is 

no need to change the 
information.  
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Please choose the appropriate Tax Standing Status, 
and update the Tax Standing Date. When complete 

click Next. 

If you are not in good 
standing, complete the 
re-application and the 
Licensing Unit will be in 

contact with you 
regarding any next steps. 

Date you confirmed your 
Tax Standing Status. 

Tax standing applies to 
your VT taxes only. 
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Please choose the appropriate Child Support 
Obligation Status, and update the Child Support Status 

Date. When complete click Next.  

If you are not in good 
standing, complete the 
re-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.  

15 of 37 



Update the 
information as 

necessary. When 
complete click 

Next. 

Before increasing capacity 
you need to have 

Licensing’s approval. You 
may also be required to 
update permits. Please 

contact your Licensor if you 
have any questions.  

See page 36 for information in regards 
to these programs.  

These are currently not 
being used. 

A child care program opened 
specifically to benefit staff 

within a company. An 
example is IBM opened a 

child care program for their 
staff’s children. 

16 of 37 

http://dcf.vermont.gov/cdd/whos_who#Licensing


Update the insurance information. When 
complete click Next. 
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If any of the 
information has 

changed, 
please Save 

your work and 
contact the 

Licensing Unit 
before 

continuing. If 
there are no 

changes, click 
Next.  

Before removing, adding, or 
changing your child care 
space you need to have 
Licensing’s approval. You 
may also be required to 
update permits. Please 

contact your Licensor if you 
have any questions.  

 
If you have already been 
approved to change your 
space, please include the 

information in the Note Text 
box. There is no need to 
contact your Licensor.  
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If applicable, provide updated information in the 
Note Text box. When complete click Next. 
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If applicable, provide updated information in the 
Note Text box. When complete click Next. 
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If applicable, provide updated information in the 
Note Text box. When complete click Next. 
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If applicable, provide updated information in the 
Note Text box. When complete click Next. 
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If applicable, provide updated information in the 
Note Text box. When complete click Next. 
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Enter/update the 
required 

information. If you 
need to review 

previous sections 
click Back. If you 
need to submit 

your re-
application at a 
later date click 

Save. Otherwise, 
click Submit Re-

Application.  
24 of 33  

Per VT law, an EMP is 
required annually if your 

home or building was 
constructed before 1978. 

 
Note: Renovations do not 
exclude buildings from an 

EMP. To be exempt you 
must go through an 

extensive site evaluation, 
and receive an exemption  
letter/certificate from VDH.  

If the director has been with the 
program for less than a year, 
please include the hire date. 

NOTE: Once you submit the 
re-application you will not 
be able to go back and 
change the information. 

http://healthvermont.gov/enviro/lead/documents/RentalPropertyOwnerFactSheetFinal6.9.08PDF.pdf


The Next Steps 
◦ After submitting your re-application the Licensing Unit will review it for completeness.  
 
◦ If your re-application is missing an item, a Missing Items Letter will be generated in your 

BFIS account, under Documents. You will be notified of this via email. 
 
◦ When your re-application is approved your Registered Certificate will be generated in 

your BFIS 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 the 
programs re-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 the programs re-
application, click View Request. You can also see 
your Licensing Technician (caseworker), and the 

status of the re-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 document 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.  

Le, Tiffany 
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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/ 

 
Office of Child Support 

Phone: 800-786-3214 
Email: OCSCSU@Vermont.gov  
http://dcf.Vermont.gov/ocs  

Northern Lights Career Development 
Center 

CCV, PO Box 489 
Montpelier, VT 05601 

Email: professional.development@ccv.edu 
Phone: 802-828-2800 

Fax: 802-828-2805 
http://northernlightscdc.org/  

 
Vermont Department of Taxes 

Phone: 802-828-2505 
http://www.state.vt.us/tax/ 
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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.  
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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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