LOUISIANA DEPARTMENT OF EDUCATION
DIVISION OF LICENSING

CHANGE OF OWNERSHIP REQUIREMENTS

THE FOLLOWING ITEMS MUST BE SUBMITTED TO THE LICENSING DIVISION BEFORE A CHANGE OF
OWNERSHIP IS MADE. The information should be mailed to: Louisiana Department of Education,
Licensing Division, P.O. Box 4249, Baton Rouge, LA 70821.
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Completed application for a new license:

0 Use the current application form downloaded from the Department of Education’s website
found at http://www.louisianabelieves.com/early-childhood/child-care-and-development-fund-
licensing

0 Complete all necessary pages

0 Answer all questions

0 Include your email address on the application

0 Sign the application

Full licensure fee (based on capacity of existing center) in the form of a cashier’s check or money
order made payable to the Louisiana Department of Education
New Owner submit a copy of the current owner’s approval from the State Fire marshal and then

obtain a new inspection and approval from the State Fire Marshall within 60 days of change of
ownership and must maintain on file
New Owner submit a copy of the current owner’s Office of Public Health approval then obtain a
new inspection and approval from the Office of Public Health (yellow half sheet, LHS 48 form)
within 60 days of change of ownership and must maintain on file
New Owner must obtain a new inspection and approval from the City’s Fire Department (New
Orleans area only) within 60 days of change of ownership and must maintain on file
Center does not automatically receive new site code

o If new owner would like to request new cite

codehttp://www.louisianabelieves.com/docs/default-source/early-childhood/one-

pager-chow chol.pdf?sfvrsn=2 or have any questions email earlychildhood@Ia.gov

Sketch or drawing of the premises that includes classrooms, buildings and enclosed play area

List of staff that include staff names and positions

Signed and dated statement from the current owner indicating the last day the current owner will
provide care in the facility

Signed and dated statement from the new owner indicating the first day the new owner will
provide care in the facility

Documentation verifying the qualifications of the director or director designee, if applicable.
(Director qualifications are listed in §7310 of the Class A Licensing regulations and §7369 in Class B Licensing
regulations. A director desighee must meet the same qualifications as a director.)

Disclaimer: This list is informational and not intended to be a comprehensive or exhaustive list
of regulations and statutory requirements for operating a licensed child care center in Louisiana.
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CHILD CARE CENTER CHANGE OF OWNERSHIP REQUIREMENTS

[0 Three current, dated and signed, positive letters of references from non-related individuals for the
Director or Director designee if applicable

[0 Criminal Background checks (CBCs) for each owner, director and staff member under the new
ownership. (New CBCs must be obtained by the new owner for all of the above. The CBCs
obtained by the current owner are not acceptable.)

[J Current signed State Central Registry Disclosure Forms (SCR1s) for each owner, director and staff
member under the new ownership (New owner must obtain new forms for all of the above. Forms
obtained by the current owner are not acceptable.)

[0 Academic Approval (Contact Office of Early Childhood Type Il centers)

Disclaimer: This list is informational and not intended to be a comprehensive or exhaustive list
of regulations and statutory requirements for operating a licensed child care center in Louisiana.
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