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2015 Application Submission Instructions 
 
 
 

 
 
These instructions apply to programs applying for CECE Program Approval prior to the launch of the 
Universal Program Application.  
 
Fillable .pdf forms can be downloaded, completed, edited and saved by the user. Find them here:  
http://www.ride.ri.gov/InstructionAssessment/EarlyChildhoodEducation/Programs.aspx.  
 
Submit all application documents via email attachments. Paper documents will not be accepted.  

Save files with the following naming conventions (or similar):  
o Program level documents –  

Program Name Document Title.pdf  

Little Rhody ELC Floorplan.pdf  
o Classroom level documents –  

Program Name Classroom Name Document Identifier.pdf  

Little Rhody ELC Starfish Room Classroom Schedule.pdf  

Little Rhody ELC Starfish Room Teacher Cred Form Jan Smith.pdf  
 
Application materials are submitted in two parts at two distinct points in the application process: 
 

o Part 1 contains general program and classroom information and is submitted by the program 
at any time. 
o Part 2 contains documents specific to RIDE CECE program standards and is submitted after 
the program receives feedback from the RIDE facilities visit. See timeline for details.  

 
Submit each part together, at one time, ONLY when all materials are complete. Partial applications will 
not be reviewed. 
 
Submit documents to: Franklin.Brito@ride.ri.gov with the subject line: Program Name Application 
Materials Part # (Little Rhody ELC Application Materials Part 1).  
 
Please email Franklin Brito with questions related to the submission process. Contact Carla Swanson 
(Carla.swanson@ride.ri.gov) with content-related questions.  

http://www.ride.ri.gov/InstructionAssessment/EarlyChildhoodEducation/Programs.aspx
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Required Documents Checklist - PART 1 

Program and Classroom Information 

For program reference only - do not send with application  

PROGRAM INFORMATION FORM [fillable pdf] 

Complete, save and email  

 Basic Program Information Form 
o Contact information 
o Program characteristics  
o Hours of operation and program calendar 
o Languages 
o Governance and Funding 
o Staffing  

 
PROGRAM DOCUMENTS 
Scan, save and email these documents 

 Program calendar 

 Program floorplan 

 Playground map 

 Playground schedule 

 Evidence of public water supply (water bill or letter from Public Water Supply Company) OR Department 
of Health Water Quality Certificate (if well water) 

 Health and Safety Consultation Report by OSHA or a private health and safety consultant or evidence of a 
scheduled consultation (www.health.ri.gov/programs/oshaconsultation)/ 

 Lead free/safe Inspection Report 

 Asbestos free/safe Inspection Report 

 Radon test report – within last three years 

 
CLASSROOM INFORMATION [fillable pdf] 
Complete, save and email one form per applicant classroom 
 

 Basic Classroom Information Form: 
o Hours & days of operation; Licensed capacity 
o Additional staff/volunteer information 
o ECERS and CLASS information (if applicable) 

 
STAFFING INFORMATION  

 One Staff Credentials Form [fillable .pdf] and supporting documents (as needed) for each core staff person 
(Administrator, Education Coordinator, Teachers, Assistant Teachers and Substitutes).   
 

CLASSROOM DOCUMENTS 
Scan, save and email 

 Classroom map (for each applicant classroom) 

 Daily and weekly classroom schedules (for each applicant schedule) 

 
PROGRAM ASSURANCES [fillable pdf] 
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 Required Documents Checklist - PART 2 

CECE Materials 

For program reference only - do not send with application 

 
 
All programs must comply with either DCYF Licensing Regulations or, if the program is located in 

a public or private school, with RIDE Basic Education Program Regulations. 
 

In addition, programs should carefully review each 2013 CECE Standard to ensure that program 
and classroom policies and practices meet requirements for CECE approval and are accurately and 
adequately reflected in the program documents listed below. Programs that are prepared to apply for 
CECE initial or renewal approval should have required documents fully developed and in active use.  
 

 
WRITTEN FRAMEWORKS & PLANS 
Email these documents 

 Program Philosophy (Includes Standard 5.13) 

 Curriculum Framework (Refer to Guide to Developing a Comprehensive Curriculum Framework) 

 Child Assessment Plan (Includes Standards 7.1 – 7.8)  

 Child Assessment Summary Form 
www.ride.ri.gov/InstructionAssessment/EarlyChildhoodEducation/Programs.aspx* 

 Family Engagement Plan (Includes Standards 8.1 – 8.9) 

 Continuous Quality Improvement Process/Program Evaluation Plan (Includes Standard 5.14) 

 Staff Development and Support Process/Plan (Includes Standards 5.15 – 5.18) 

 
HANDBOOKS 
Email these documents 

 Staff Handbook 

 Family Handbook 

 Policies & Procedures Handbook (optional) 
 

Complete, save and email this document 

 Policies and Page Numbers Table [.pdf form] 
This table facilitates RIDE’s review of program handbooks  
 

 
Classroom Level Standards 
Compliance with classroom-level standards is assessed by RIDE on-site (ECERS, CLASS & site visit).    
 
 
*Form available February 2015  


