miregistry Home-Based Organization Guide

There are new MiRegistry requirements for home-based providers in the new Child Care Licensing rules that
were adopted on April 27,2026. This guide is designed for new and existing home-based programs to ensure

they are in compliance with the new MiRegistry requirements.

MiRegistry Requirements

Effective 4/27/26, all owners/licensee and any additional staff

Must have a non-expired MiRegistry membership
Must have a verified MiRegistry employment entry

Must complete the initial health and safety training
topics (once) and the annual refresher training (yearly)

By 4/27/28, all owners/licensee and any additional staff

Pediatric CPR/Pediatric First Aid certification

professional development requirements

0 Must have qualifications verified in MiRegistry including Adult and

Must have MiRegistry approved training to meet new hire training and
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miregistry Home-Based Organization Roadmap

STEP O1 STEP 03 STEP 05

CREATE A MIREGISTRY CONNECT AS AN EMPLOYEE SUBMIT FOR

ACCOUNT ) ) MEMBERSHIP/RENEWAL
See page 4 for instructions ) .

e Go to www.miregistry.org See page 6 for instructions

* Click Login If you and any additional -

e Click Create an Account staff are already connected If you and any additional

If you already have an go to step 04 staff already have a non-

account, log in and go to expired membership, go to

step 02 step 07

STEP 02 STEP 04
SET UP YOUR ORGANIZATION VERIFY EMPLOYMENT
PROFILE RECORD(S)

. . See page 5 for instructions
See page 3 for instructions

If you and any additional
staff already have verified
employment records, go to
step 05

If you already have an
organization profile, go to
step 03

STEP 06 STEP 07 STEP 08

SUBMIT DOCUMENTATION COMPLETE HEALTH AND SAFETY USE MIREGISTRY REPORTS TO

See page 6 for instructions TRAININGS/ANNUAL PD TRAINING CONFIRM REQUIREMENTS HAVE
See page 7 for instructions BEEN MET

If you and any additional See page 8 for instructions

staff already submitted If you already completed health and

documentation, go to step 07 safety/professional development

trainings, go to step 08
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miregistry Step 02 - Set Up Your Organization Profile

4 . A
Step 2a: Log into your account and select
the drop-down menu displaying your name Fy—
in the upper right-hand corner of your o sccoun st
personal account and click
+ Organization Profile. P
If you already have an organization profile, it will be listed ﬂ —
here and you can skip to Step 03 - Connect as an R
Employee on page 4.
lint Settings
\_ J
4 N
Step 2b: Click Create Profile. Need a New Organization Profile?
If you need to create a new organization profile,
please click "Create Profile" to begin
organization profile selup
—_—
. J
4 N
Step 2c: Enter your contact information and T ———
select “Yes, this organization provides - T oot
direct care and/or education to children” e =
and click Next.
\_ J
4 N
Step 2d: Enter your License Number and follow
. Enter your child care license 1D (required)
the prompts on each page and click Next. . |
) Ne
. J
4 N
Step 2e: Click Submit.
Organization approval takes up to three business days.
You will be notified via email when your Organization has C\/ Your application has been submitted for review.)
been approved. Once your profile is approved, you can
move on to Step 03 - Connect as an Employee on page 4.
. J

Contact MiRegistry at support@miregistry.org or 833-386-9238
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miregistry Step 03 - Connect as an Employee

4 )
Step 3a: Log into your account and click 2
o Employment
VIeW A" Employment. ¥ou have no employment history.
Owner/licensee and any additional staff must complete
steps 3a-3d.
Test org 0
If you already connected as an employee, your e ——
employment entry will be listed here. Skip to Step 04 - Verify OwneriOpsratoricenses
Employment Record(s) on page 5. e ot i o s e
\ J
4 )
Step 3b: Click New Employer.
\.
4 ) )
Step 3c: Enter your license numlber and
. £ Filter Employers
click Search. —
\. J
4 ) )
Step 3d: Click Select next to your —_—
organization. Test Org
sk Organization Type Family Child Care
\ ) Address 123 Fake Ave / City Algonac / State MI
4 )
Step 3e: Enter your employment S
information and click Save.
\. E J
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miregistry Step 04 - Verify Employment Record(s)

4 A
Step 4a: Log into your account and select
the drop-down menu displaying your name in
the upper right-hand corner of your personal
account and click your organization name to
go to your organization profile.
\. J
4 A
Step 4b: Agree to the terms and click Submit s
(if prompted).
\. y
4 _ A
Step 4c CliCk the Employees tG b Org Details | Program Info | Classrooms Quallmlmprouem@
\ Y
4 A
Step 4d: Select the three dot icon to the . B T
right of the first employment record and .. ... oo s =
: o
click Update.
\. J
4 A
Step 4e: Confirm the employment Verification Status
information is correct. Scroll down and select e -
the Status drop-down menu, and click
Verified by Program. s
\. J
4 A
Step 4f: Click Updqte. Verification Status
verified by Program
Repeat steps 4d-4f for the owner/licensee record and
additional staff member records until all records are
Verified by Program.
\. J

Contact MiRegistry at support@miregistry.org or 833-386-9238
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miregistry Step 05 - Submit for Membership/Renewal
Step 06 - Submit Documentation

4 A
. .
Step 5a: Log into your account and click P
Apply for Membership. — —
Owner/licensee and any additional staff must complete | @Membership Card
steps 5a-6b.
\. J
4 A
Step 5b: Select Become a member or Renew Buomome
your membership and click Next. e
%anwr.' your mm’rbe:shlv ) )
\. - .
4 : . : < )
Step 5c: Click Review next to each section, and i s
enter any applicable information. . N
peymant 'y \ .....
ning & “,.
“rofessianal Membership/ Contributions. A unson e \ -----
\. .
4 : A
Step 5d: Once each section has been ,
confirmed, click Review Application and
Submit.
\. J
4 . . . A
Step 6a: Review all self-reported items in the =
Education
View All Education section of the profile. You
High School Diploma/GED
will send documentation to MiRegistry for self-
reported items. @
\. J
. . )
Step 6b: Email PDF copies of your documents to A copy can be sent as a POF 1 supporl@
. . .. . miregistry.org or via the “Ask Us/Submit
support@miregistry.org. At minimum, the following Docamerié buon al o bolom < each
must be sent; Adult and Pediatric CPR/Pediatric First
Aid Certification. -
\. J
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miregistry Step O7 - Complete Training

(. . . . N\
Step 7a: Complete required health and safety training.
owner/licensee and any additional staff must complete steps 7a-7b.
If you have not completed initial Health and Safety training on E E
the required topics (R 400.1923), you can complete the state- TE-
developed initial Health and Safety training series to meet this .:
requirement: r
"
¢ Health and Safety for Licensed Child Care Providers, Module A I-ﬁ' .
¢ Health and Safety for Licensed Child Care Providers, Module B E _|| -
¢ Health and Safety for Licensed Child Care Providers, Module C - :
« Transportation Training for Child Care Providers Scan the QR code to access:
¢ Infant Safe Sleep for Michigan Child Care Providers
e Initial Health and Safety training
registration links on page 1 of the
Licensed Provider Roadmap.
You only complete the initial health and safety training * Annual Health and Safety
topics (once) and the annual Ongoing Health and Safety Refresher training registration link
.. on page 2 of the Licensed
Refresher training (yearly). Provider Roadmap.
https.//miregistry.org/wp-content/uploads/Licensed-Provider-Roadmap.pdf
\. J
4 )
Step 7b: Complete MiRegistry approved professional development (training).
Starting 4/27/28, all training to meet professional
development (PD) requirements must be MiRegistry
approved.
Any training found on the MiRegistry Statewide Training
Calendar is MiRegistry approved and will count toward
annual PD hours.
To locate the Statewide Training Calendar:
» Go to miregistry.org. —
- Click search Training.
- Use the Filter Training section to
narrow down your search results. .
**Owner/licensee must complete 10 hours each calendar year and
additional personnel must complete 5 hours each calendar year.
\_ Unsupervised volunteers must complete 1 hour each calendar year. Y,

Contact MiRegistry at support@miregistry.org or 833-386-9238
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https://miregistry.org/wp-content/uploads/Licensed-Provider-Roadmap.pdf

miregistry Step 08 - Use MiRegistry Reports to
Confirm Requirements Have Been Met

4 )
Step 8a: Log into MiRegistry and access your
organization profile.
\. J
4 i )
Step 8b: Click the Reports tab and open the Test Org
Staff Report. Slaws:OruDe!e-'s Progra Info classrwrns.t)uahwmvrwemnt Employees Tecnmwlnm
Program Profile
. | J
@tep 8c: Confirm the following: h
e Owner/licensee and additional staff are listed.
e Employment Verification Status column is showing Verified by Program or Verified by MiRegistry.
e Membership Status column is showing any status besides expired or no status.
* Highest Level of Education shows at minimum High School Diploma/GED for owner/licensee.
Current Employees
MiRegistry ID | Name Position Start Date  |Totsl Howrsof | Employment Vierification |Wage or Salary | Memberihip |Career Pathwway | Highest Leved of
Experience Status Reported Satus Level Education
203096 | Indivighin, Cararic Owmer/OperatonLicenges 112025 3000 \erified by Frogram Mo Appbied ;'m:dr.i{:r-\ll Leval H;h."d'\m
\. J
(Step 8d: Click each individual’'s name to view their Licensing Learning Record )
and confirm the following:
. Total annual PD training hours. Total 2026 Hours Verified | 5.00 y
/- . . . N\
Step 8e: Go back to the organization profile, open the Staff Health and Safety
Report and confirm the following:
¢ Initial Health and Safety series and any subsequent year refresher trainings are completed.
e CPR (Adult/Pediatric) and First Aid (Pediatric) is valid/non-expired.
Health and
Health and Health and Health and Safely for
CPR Safety for Safety for Safety for Licensed Child | Infant Safe
(Adult/Pediatric) | Licensed Child |Licensed Child |Licensed Child | Care Providers, | Sleep for Health and Health and
and First Aid ‘Care Providers, | Care Providers, | Care Providers, | Transportation | Michigan Child | Safety Training | Safety Training
(Pediatric) Module A Module B Module C Training Care Providers | Refresher 2025 | Refresher 2026
01/01/2027 01/01/2025 01172025 01/01/2025 01/01/2025 01/01/2025 01/01/2026
\. J
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