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Sample Enforcement Tools – Details and Procedures 
It is important to make sure that children are being properly cared for in safe environments, so following up with on-going 
and recurring problems is essential. It is best practice to sit down with the provider, explain the violation(s), and offer them 
assistance to help them resolve the violation. Providers need to understand that participating in CCDF is dependent on 
meeting all health and safety requirements and the consequences of continued violations may lead to the revocation of 
their license or approval certification. 
 
The following is additional information about the enforcement tools referenced on pages 34-37 of the Developing Health 
and Safety Monitoring and Enforcement Systems Guide for Tribal Lead Agencies. 

Plan of Correction 
When a concern has been found during an inspection often the first step is to do a plan of correction. This is a plan that 
the monitoring staff and the provider develop that will correct the violation(s) found during the visit. 

♦ The provider can help the monitoring staff determine what it will take and how long it will take to correct the issue. 

♦ The correction plan should be realistic to allow the provider to be resolve the violation or issue. 

♦ Often, the provider will offer information to correct the issue; however, if the monitoring staff determines the plan does 
not really correct the issue long-term or soon enough, they may need to negotiate the solution and time frame with the 
provider.  

♦ Part of the plan should be how to ensure that this problem doesn’t keep occurring. Some examples include ensuring 
substitutes are available for coverage or ways to ensure an exit isn’t blocked. 

♦ The plan will need to be in writing and should have a realistic timeframe for completion, giving the provider usually no 
more than 90 days to correct the violation. For any immediate or dangerous safety concerns, this timeframe would be 
shortened.  

♦ The monitoring staff should offer assistance to the provider and explain why the correction is important to meet the 
standard. In this way, they are providing additional teaching of the standards. 

♦ Most of the time, the monitoring staff will make a follow-up visit to determine if the standard has been met. This is 
important and can also be a time to offer more helpful hints to the provider. 

♦ If the violation requires provider funds to correct, consider providing CCDF quality improvement funds to help the 
provider address the violation. 
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Sample Plan of Correction for Health and Safety Violations  

Name of Provider: _________________________________________________________________________ 

During our Monitoring Inspection on (date), it was found that you had violations in meeting the (Tribe’s Name) Child Care 
Health and Safety Standards. This Plan of Correction is required to help you to correct those violations.   

Please indicate your plan of correction for each violation and the date you will complete it by. This form must be submitted 
to the Tribal CCDF office by (date). 

 

Violation  
(To be completed by 
Monitor) 

Plan of Correction 
(To be completed by Child Care 
Provider) 

Date to be 
Completed 

Completed By 
(initial) 

    

    

    

    

    

    

    

    

    

Attach additional pages if necessary. 

Additional Comments: 
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________ 

 

______________________________________________                  ___________________________________ 

Monitor Signature       Date 
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I agree to correct the violation(s) above as outlined in the plan of correction by the dates indicated. I further agree to send 
written notification to __________________________________ (identify Tribal Lead Agency or person to whom this 
should be directed), by no later than ________________ declaring the extent to which each violation has been corrected. 

 

________________________________________________       ______________________________________ 

Child Care Provider Signature      Date 

 

These and/or future violation of standards may result in the closure of your facility and/or cancellation of your 
contract/agreement/certification to provide child care and/or receive CCDF funds for 
______________________________________________ (name of Tribal Lead Agency or Tribe). 

 

______________________________________________           _____________________________ 

Tribal Lead Agency’s Representative Signature   Date 
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Continued Violations 
The following are tools that the Tribal Lead Agency and monitoring staff can use when the provider continues to have 
problems meeting a particular standard(s). The monitor will need to become familiar with these tools and your Tribal policy 
and procedures will outline the steps of when and how to use them. 

Administrative Review 

♦ If the provider has not corrected the violation at your follow-up visit, the monitoring staff can complete an 
“administrative review” with their supervisor and/or the Tribal Lead Agency to determine if the provider is still eligible to 
receive CCDF subsidy payments.  

♦ The Tribal Lead Agency will send a written decision of the “administrative review” to the provider. 

Non-compliance Letter 

Used when more serious violations are discovered that put children at greater risk of harm and that need immediate 
action. 

♦ The non-compliance letter outlines the standard and the violation that was found by the monitoring staff, what actions 
need to be taken, the timeframe for correction, and what consequences are if they are not made. It is best practice to 
attach the original Plan of Correction to the Non-compliance Letter. 

♦ If the provider does not meet the timeframe, the Tribal Lead Agency can consider stronger enforcement action. 

Witnessed Visits  

An inspection the monitoring staff does with their supervisor, a representative of the Tribal Lead Agency, Child Protection 
Agency, or law enforcement when there is more a serious violation or if the provider does not seem willing or able to 
correct the violation. After each provider visit, a monitoring report is sent to the provider, if applicable. 

♦ If it is a complicated complaint investigation or a tense situation, another witness can serve as a second set of eyes. 
The witness can provide support for what the monitoring staff observes, and the information given to the provider on 
the current violation(s). 

♦ This option is often used if the monitoring inspector feels threatened or uncomfortable going to the provider alone. 

Office Conference   

When the violation is serious and/or the provider does not seem to be able to correct the problems or stay in compliance 
with all the standards, the monitoring staff can schedule an office conference with their supervisor or Tribal Lead Agency 
and the provider to discuss the violation and the importance of correcting the problem. 

♦ In an office conference, the monitor and supervisor or Tribal Lead Agency will go over the history of violations to help 
the provider understand how serious it is. The Tribal Lead Agency may also let the provider know that they may not be 
allowed to continue providing care and receive CCDF funds if the problem is not corrected. 

♦ At the office conference, the provider is given the opportunity to share what they have done to correct the violation(s) 
and discuss solutions.  

♦ The Tribal Lead Agency may provide financial support to correct the violations using CCDF quality improvement 
funds. 

♦ After the office conference, the Tribal Lead Agency will make a determine whether to continue to approve the provider 
for licensing (if applicable) or continue the approval for child care subsidy services. 
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♦ If the provider is no longer approved or certified, parents will be notified that the provider is no longer in compliance 
with the required health and safety standards and the Tribal Lead Agency cannot provide CCDF related funding until 
they have corrected all violations. Depending on the severity of the violation, it will be the parent’s option to continue 
using the provider without CCDF funding. The written decision is then sent to the child care program. 

Consent Agreement  

Sometimes at the office conference or with a non-compliance letter the provider agrees to meet a specific set of 
conditions to avoid having their license, approval, or certification revoked. 

♦ The consent agreement provides written directions for what the provider must do to keep their license, approval, or 
certification with a deadline for the correction or plan of correction. For example: “build a four-foot fence for the play 
area” or “take training in how to discipline children.” 

♦ The consent agreement will state that revocation of license, approval, or certification may occur if the provider does 
not meet what is required. 

♦ Usually, the monitoring staff will do more frequent monitoring of the provider during the period of the consent 
agreement. 

♦ Consent agreements are extremely useful actions to help providers correct problems without having to revoke the 
license, approval, or certification. 

Cancel the Contract or Agreement  

Often, when there is serious violation that could result in a strong enforcement action or revocation, the Tribal Lead 
Agency may cancel the subsidy contract or agreement and withdraw child care subsidy payments. For example:  

♦ If the Tribal Lead Agency revokes their Tribal license, the provider may not care for any children until they corrected 
all violations and has been reinspected by the monitor and found in compliance.  

♦ If the provider is licensed by the State, the provider cannot care for children who are paid with Tribal CCDF funding 
but may still provide care for other children as long as the state license is not taken away. 

♦ If the Tribal Lead Agency chooses to revoke an agreement with a provider, the provider cannot receive Tribal CCDF 
funding for child care services until they have corrected all violations and has been reinspected by the monitor and 
found in compliance with all health and safety standards. 

Revocation and Denial  

A monitoring inspector may sometimes need to revoke or deny a license, approval, or certification. In licensing systems 
and often in approval systems, this is called revocation and happens when the provider has such serious violations that 
the children could be severely harmed. 

♦ Revocation and denial are the most serious enforcement actions you can take when needed to protect the health and 
safety of children. At times, you will find violations occurring over a period of visits that are not corrected or are 
repeated making it clear that the provider cannot or is not willing to meet the health and safety standards. Immediate 
revocation or denial may be due to a very serious incident such as physical or sexual abuse. 

♦ The Tribal Lead Agency will need detailed procedures on the process of revocation and denial, how parents are 
notified, and the provider’s right to appeal the decision. 

♦ Denial is used when an applicant for a license, approval, or certification has such serious violations that the provider is 
not able or likely to meet the health and safety standards - the license, approval, or certification is not issued or is not 
renewed. 
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♦ Decisions on these actions are difficult and at time uncomfortable to make but the monitor and Tribal Lead Agency 
must remember that the safety of children is the priority. 

Emergency Order  

When the children are in immediate danger of harm, the Tribal Lead Agency in coordination with the monitoring staff, may 
issue an emergency order which means the provider must stop care immediately. Often the Tribal Lead Agency will help 
parents find child care to use during the time the provider is closed.  This action may also result in the revocation or denial 
of a license, approval, or certification of the provider. The provider must be given a hearing very quickly after this action. 

♦ Examples of temporary situations for an emergency order are no heat on a cold or snowy day; power turned off for 
several days; etc.  

♦ A more serious emergency order could be due to physical or sexual abuse by the provider or someone living in a child 
care home. The children must be removed from the provider immediately. Confidentiality must be maintained.  

Due Process and Appeals   

This is the legal opportunity for a provider to be heard and tell their side of the story before a strong enforcement action 
takes effect. 

♦ The “right to be heard” usually involves a meeting in which the Tribal Lead Agency or Tribe explains why the license, 
approval, or certification is taken away. The provider has a chance to say why they should be able to keep that 
license, approval, or certification and to continue to receive federal child care subsidy. 

♦ Due process really means “fair procedure” – being fair to the provider by allowing them to be heard before revoking 
the license, approval, or certification for subsidy payments. 

♦ The 14th Amendment of the U.S. Constitution gives citizens this right to be heard. 

♦ The process is usually called an “appeal process” which gives the provider the opportunity to defend their right to 
keep that license, approval, or certification for subsidy payments when the Tribal Lead Agency or Tribe feels the non-
compliance is so severe that the Tribal Lead Agency or Tribe has decided that the license, approval, or certification 
will be “revoked” or the contract or agreement for subsidy payments “cancelled.” 

♦ It is important for the Tribal Lead Agency or Tribe to give the provider “notice” of any enforcement action in the form of 
a written letter explaining the action to be taken, the reason for that action and the right of the provider to an “appeal 
hearing.” A sample letter is included in the next section of this document. 

♦ Written policy and procedures explaining this hearing process are necessary. The following questions will help with 
the development of the appeal process: 

 How much detail will be in the health and safety standards section that explains enforcement policy and 
procedures? 

 What is the timeframe for asking for an appeal after they receive the notice of the action (revocation or 
cancellation of the subsidy contract or agreement)? 

 Which appeal requests will result in a hearing and which appeals can be determined by the Tribal Lead Agency 
without a hearing? 

 Where will hearings take place? 

 Who will be involved in the hearings – Tribal leadership, Tribal legal staff, others? 

 Who will be the hearing officer – does the Tribe have such staff? 
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Sample Non-Compliance Letter 

The Non-Compliance Letter outlines the health and safety standard where the non-compliance is found, what actions 
need to be taken, the timeframe for correction and what the consequences are if the corrections are not made. 

-----  

Tribal CCDF Program  
123 Miller Street 
Jones, ND 71234 

Date 

Jane Doe Family Child Care Home  
123 Morgan Rd. 
Miller, ND 71234 
 

Dear Ms. Doe, 

This letter is regarding the monitoring inspection conducted at your home on [Date]. Several violations were discussed 
and documented along with the appropriate plan of correction for resolving these violations 

Please refer to a copy of your Tribal CCDF Health and Safety Standards for the specific standards referenced below. 

At the time of the monitoring inspection, you were not supervising three children in your care that were playing in the yard 
next door. You could not see or hear the children. The standard states: 

“Caregivers shall directly supervise infants, toddlers, and preschool children by sight or hearing at all times, even 
when the children are in sleeping areas.” (Page 2, standard 4) 

At the time of the monitoring inspection, the monitoring staff observed an infant laying in a crib with a bottle propped with a 
blanket. The standard states: 

“The caregiver shall not permit bottle propping or infants carrying bottles through the day or night.” (Page 4, 
standard 15) 

Your plan of correction indicates all violations were to be corrected immediately. A follow-up inspection will be made by 
[Date] to confirm the corrections have been made. Failure to correct the violation within the agreed-upon timeframe may 
result in a cancellation of your contract to receive payment to care for our Tribal children. 

If you have any questions regarding this letter or any of the violations noted, please contact me at [Phone]. Thank you for 
your cooperation and for keeping children safe and healthy in your care. 

Sincerely, 

 

[Name of Monitor] 
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Sample Contract Cancellation Letter 

A cancellation letter is sent when there is a serious violation(s) that could result in a strong enforcement action or 
revocation where the Tribal Lead Agency cancels the subsidy contract or agreement or cancels a license, approval, or 
certification. 
 
-------  
 
Tribal CCDF Program  
123 Miller Street 
Jones, ND 71234 

Date 

 

Jane Doe Family Child Care Home  
123 Morgan Rd. 
Miller, ND 71234 
 

Dear Ms. Doe, 

This letter is to notify to you of the cancellation of your contract with the [Tribal CCDF Program]. The reason for the 
cancellation is your failure to maintain compliance with the Tribal CCDF Health and Safety Child Care Standards as you 
agreed to when you signed the contract. 

You have been found to be out of compliance four times during the last twelve months. Some of the violations were 
repeated and serious. The specific monitoring inspections and violations are listed below: 

♦ April 1, 2015 - The home was without heat and water as all utilities have been cut off due to non-payment of bills. The 
provider was smoking in the same room where the children were playing. A plan of correction was completed, and a 
non-compliance letter was sent. Please refer to the attached monitoring inspection for details. 

♦ April 7, 2015 - Utilities were all restored. However, the provider was again smoking in the room where children were in 
care. A plan of correction was completed, and a letter of non-compliance was sent. Please refer to the attached 
monitoring inspection for details. 

♦ August 12, 2015 - Children were not being properly supervised. A plan of correction was completed, and a non-
compliance letter was sent. Please refer to the attached monitoring inspection for details. 

♦ October 15, 2015 - Children were again found unsupervised. Please refer to the attached monitoring inspection for 
details. 

 

If you believe this action is in error, you may request an administrative review of this decision by submitting a written 
request to our Tribal CCDF Administrator. This request must be submitted within 10 calendar days from your receipt of 
this letter. The request must include documentation explaining your grounds for appeal. The request for an administrative 
review should be mailed to: 

Tribal CCDF Program  
ATTN: Tribal CCDF Administrator  
123 Miller Street 
Jones, ND 71234 
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If you request an administrative review, you will be notified of the date and location of the review within 10 calendar days 
of receipt of request. If you do not request an administrative review, the effective date of the contract cancellation will be 
[Date]. After that date, our office will no longer be able to make payment for child care to your family child care home. 

 

If you have any questions regarding this letter or any of the violations noted, please contact me at [Phone].  

Sincerely, 

[Tribal Lead Agency Representative] 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This resource was originally published under Contract Number #HHSP23320110017YC. The current version was updated 
October 2022 by the Tribal Child Care Capacity Building Center under Contract #HHSP75ACF122C00024 for the U.S. 
Department of Health and Human Services, Administration for Children and Families, Office of Child Care. This resource 
may be duplicated for noncommercial uses without permission.  

 

 

 Tribal Child Care Capacity Building Center,  
A Service of the Office of Child Care  
Miami Environmental & Energy Solutions, LLC 
1950 Roland Clarke Place, Suite 210D  
Reston, VA 20191  
Phone: 1-844-710-TCBC (8222)  
Email: tcbc@mn-e.com 

The Tribal Child Care Capacity Building 
Center is funded by the U.S. Department of 
Health and Human Services, Administration 
for Children and Families, Office of Child 
Care.  
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