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Glossary of ELICI/ELMS Terms

ELICI/ELMS - The software program used to conduct all licensed family child care programs in the State of
Minnesota is called ELICI, or the Electronic Licensing Inspection Checklist Information tool. While ELICl is the
required tool for all licensing visits, the Electronic Licensing Management System (ELMS) system stores the data
for all licensed family child care applicants and license holders for the State of Minnesota. In a sense, ELMS
serves as a virtual “file cabinet” that stores data. In order to conduct a licensing visit, a licensors goes to the
ELMS system to “retrieve” a licensed family child care provider’s information that is used to create a licensing
visit checklist in the ELICI tool. Upon completion of an ELICI checklist, it is “returned” to ELMS for storage. Each
county/agency that licenses family child care programs in Minnesota must notify DHS of new licensors/users.
This should be done by completing the Notification to DHS of New Supervisor, Licensor, or Case Aide form and
emailing it to the DHS Triage box at dhs.FCClicensing@state.mn.us. Once the form has been processed, the new
user will receive confirmation from DHSin the form of two emails. These emails will provide the new user’s
username and password for the ELMS system and the ELICI system. Setting up an ELMSand ELICI Account.

Finalize- Term used to describe the process of issuing and locking down a correction order in ELICI.
Production-Referstothe live ELICI product.

Release- In order to ensure the ELICI tool continues to move forward in its development and to reflect evolving
requirements, quarterly software updates are installed and pushed out to users in the form of an ELICI release.
Email reminders are sent to users to announce the time and date, along with pertinent information regarding
that release.

Retrieve Checklist-This option in ELICl allows a licensor to obtain a checklist that has already been “filed” back
into the ELMS system for storage. *Note: Ifa licensor selects this option, the DHS server checklist information
will override the licensor’s device’s checklist information.

Training Environment- Referstothe test environment in ELICI.

Upload Checklist- By selecting this feature in ELICI, the ELICI checklist in use will be uploaded to the DHS server.
The DHSserver will now have the information from that checklist stored at the server. Itis very important to
upload the checklist, while on-line, when done entering in information. This ensures that the checklist data
won’t be lost.

Visit Types
Back Office- This option should never be selected.

Change of Premise Inspection- This ELICI checklist option is used when conducting a change of premise licensing
inspection and no children from the child care program are present. This will issue a “To Do list” on any unmet
items. Ifa licensor arrives at this inspection and finds children are present, the licensor should switch the review
type to Change of Premise Inspection CO. This will reflect the fact that children were in the new location
prematurelyand will allow the licensor to have the capability to issue a correction order.

Change of Premise Inspection-CO- Choose this option when conducting a change of premise visit and children
are present before the premise has been licensed. License holders may not care for children at the new premise
prior to it becoming a licensed space. Licensors must issue a violation to 245A.04, subd. 7a.a in ELICl under
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Application for Licensure, Change to License. A correction order will generate after the licensor selects “Unmet”
for items on this checklist.

Drop-In Inspection- A Drop-In Inspection visit is for any licensing visit that doesn’t fit in one of the other
categories. Examples of a drop-in inspection could be to monitor a conditional license, to follow up on a
correction order, or to provide support to a provider. When a licensor selects a Drop-In Inspection visit, a Drop-
In Type menu will open. The licensor should select which type best suits the visit.

Investigation- This type of checklist is to be used for complaints. Itis a custom-built checklist and will appear
empty when first created. In order to populate the Investigation checklist, select “All” at the top of the checklist
and flag the items of concern that will be investigated. This will produce a checklist uniquely suited to each
complaint scenario.

Licensing/Re-Licensing Inspection- Choose this option when conducting the renewal year licensing visit.
Off-Year Inspection- Choose this option for an annual visit when the licensing visit is not for the renewal year.

Pre-Licensing Visit- A Pre-Licensing Visit in the ELICI checklist is used during the initial licensing process and is
used when an individual is still in the application phase. If a licensor marks items in the Pre-Licensing Checklist as
“Unmet,” this will create a “ToDo” list for the applicant. At the end of the pre-licensing visit, a licensor may
publish the visit if all the items were completed successfully or may publish the visit and use the Carry It Forward
feature to bring items that must be completed forward to the next Pre-Licensing checklist. This may take place
as many times as necessary until such time as all the items in the checklist are complete.

Understanding an ELICI Review Status

Complete: When an ELICI checklist has been published and there are no violations or any checklist violations
have had the ‘How Corrected’ section completed, the checklist is considered to be complete. This is the final
step for the checklist. Once the checklist has been marked as “Complete,” it may be removed from the device.

In Progress: The status of a checklist when a licensor is working on a checklist and it has not been completed nor
published. Changes to the ELICI checklist may be made while in this status.

Licensing Action Issued: Should a licensing visit, complaint, or investigation result in a Temporary Immediate
Suspension (TIS), the licensor would select “Issue TIS” from ELICI Tech Info, as instructed by DHS. Once that has

been done, the checklist is considered to be complete and may be removed from the licensor’s device.

Published: The ELICI checklist has not yet been completed. This is the status for a review that contains a
correction order but the “How Correction” portion of the correction has not yet been completed.
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ELMS/ELICI Account

ELMS and ELICI Initial Log in

Please Note: Pop-up blockers must be turned off in order for ELMSand ELICI to work properly. Please
disable the pop-up blockers before proceeding.

1. The process begins with ELMS. To access ELMS, a user must have received two emails from DHS. The
emails to access ELMS should look like this prior to opening:

i dhs.ssishelp@state.mn.us
[SEQMRE]Part 1. Official LICEMSIMNG Mew User Motificat...
an automated e-mail message, please do not

dhs.ssishelp@state.mn.us
[SECURE]Part 2. Official LICEMSING Mew User Motificat... 6/13/2017
This is an automated e-mail message, please do not

s Part 1 is the user name (this is the user email)

Part 2 is the temporary password
2. Access the ELMS site.

The first email will include a link to the ELMS homepage. It is important for users to save this website as a
favorite, as this will be a frequently-used and important site. . Please note that pop-up blockers must be turned
off in order to log-in.

@ pHs | aMs

7% ). SharePoint v |B|Revisor &) Triage Log-In &' NETStudy 2.0 & FileNet l MN-DHS BOBI Launch Pa.. | ELICI STUFF =

DEPARTMENT OF : :
HUMAN SERVICES Licensing

DHS Licensing Division
Lagin
+ Ifyou currently hold a 245D-HCBS License, you must enter your User Name and Password, then press the Login button.
+ Ifyou are a county licensor you must login with the usemame and password provided o you in the email you received from
DHS. DO NOT create a new account
Create account

« Ifyou do NOT hold a 245D-HCBS License, you must create an account by pressing the Create Account button. If you hold a
DHS or a corporate AFC you will be required o enter your License Holder Identification Number in the application

+ Ifyou are a county licensor DO NOT create a new account. You must |ogin with the username and password provided to
you in the email you received from DHS. If you create a new account you will not be able o access your caseload
information.

User Name: ]
——— IMPORTANT. Please turn off all pop-up blockers in
Password: order to login and complete this application!
[ Forgot Password For help with disabling pop-up blockers, see page 3 of
X ystem. Reference

L Forgot UserName
[ Login |

reate Account
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3. The user must follow the prompts, entering the User Name and Password, then clicking Login.

User Name: | |

Password: | |

] Forgot Password
O Forgot UserName

#

Create Account

4. Upon logging in for the first time, the user’s password must be changed.

Clicking the “Login” as instructed above, will log the user into ELMS and immediately launch a pop-up message,
prompting the user to change the initial password. Itis important that the steps are followed closely. The User
Name will be auto-filled. The password will be system-assigned password used to initially log in.

Password Change Required for Licensing Application:

DHS Account Management
H R f north *stah

er2000

UserName: [Sghe

Password: I

Ch%‘:ls:_ [What is your mother's maiden name?

Hint: I

Answer: I

Security Question - 2: Ch%ose |Wheo is @ memorable persan from your childhood? [
ne:

Hint: I

Answer: I

Submit Questions

Close |

The system has a variety of security question options. If the user becomes locked out, it will be important that
the user is able to remember which security question wasanswered. The user should take careful note of which
guestion is selected and enter a hint that is short and memorable. For example: If the user selects “What was

the name of your first pet?” a suitable hint would be “first pet”. The answer should be short and easy to
remember.

Once the user has chosen a security questions and provided the answers, click “submit questions” box. The next
screen will create a new password. Please note that directly below the log-in the user will again enter the
system-assigned password.
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Password Change Required for Licensing Application:

t' A DHS Account Management
i

+
north star)

User Name: | JohnSmith2000@county.cor
Current Password: [ pueubTHMM
New Password:

Your password must be at least 8 characters inciu
lowercase, 1 numbér and 1 special Character

Confirm Password:
Reset Password

Closel

5. Once the password is successfully changed, a system-generated email will confirm the password change.
This email can be deleted. It will look like this:

NO-REPLY-LICENSING@STATE.MN.US

Changes made to your Licensing Account 6/14/2017

Dear Meghan Mcalister, This is an automated message

6. The caseload of providers assigned to the licensor will display.

m‘ DEPARTMENT OF
HUMAN SERVICES

Licensing
| Home J[ Seach |

DHS Licensing Division - Licensor

Logged In a8, matthew cos @state mn.us
Licenses
Pick Criteria to Filter List

License 1D |

| name | \
License State. [** Select ™ 9| [ Aeply | [ clear |
Click this link to export to Excel
St Page Size: [ALL v|
License ID SVC Class Name

Effective Date Expiration Date Llcense State
FCC 07/01/2017 070172019
07/01/2017 0710172018

Fing  License Varlance

In Good Standing |N

n Good Standing | N

* Indlcates requirsd field

Gio Back

License ID SVC Class

Name
232822 FCC Abagi

Open y
M| S— | 1011673 FCC AleasH
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8. The system will automatically open ELICI and display the log-in. Please note if an ELICI screen does not
open, it is likely pop-up blockers will need to be disabled.

9. Enterthe log-in information for ELICI. Onthe ELICI log-in screen, enter the same Username assigned to
log into ELMS and the newly created password createdin ELMS.

Username e.g. pwabc00 5 iz ;
Elici Online
Password Enter password Welcome! Please enter your Username and Password to access the system
Login

10. A pop-up window will then display. This will happen the first time a user logs-in, a new internet browser
is used, a new device is used, and when browsing history is cleared. Itis unique to each device/browser.

Please Name This Device

This device is not yet set up. Please pick a name for your device.

Device Sue's iPad
Name

Password

This is the same password with which you logged in.

Submit Device
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ELICI Log In for Multi County Users:

When users have cases from multiple agencies assigned them, the following pop-up will display after logging
into ELICI for the first time.

Choose which licensor id to use this session

Chose which licensor to use this session

Please choose an option

Set Licensor for this Session

Then in the drop down choose the proper agency:

Choose which licensor id to use this session

Chose which licensor to use this session

Please choose an option

Ramsey County Community Human Services Dept
Hennepin County Human Services & Public Health Dept

Set Licensor for this Session

Helpful links:

ELMS: https://elicensing.dhs.mn.gov/DEFAULT.aspx

ELICI: https://compliance.dhs.state.mn.us/login.html

PIF: Preliminary Information Form (PIF) eDoc #7779

Contact for any issues for ELICI, ELMS, or for any changes needed to the user email address and/or
licensor code: dhs.fcclicensing@state.mn.us
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Checklist Options

ELICI Icon Guide

a = O & & ® o
Home. The main screen where the checklists are downloaded.
Provider profile screen. Information located on this screen includes: the license type, review type,

exit interview results, visit date, and announced or unannounced visit type, Pre-Screen
Questionnaire, and a place to enter notes about the provider.

Staff table. The Non-Public Identifier Key is located here.

e Checklist. Directsthe user to the checklist of items for review.

Correction order. Access to: Correction Orders, Technical Assistance (TA), and Fix-it Tickets (FIT).
‘ This icon leads to printing licensing documents and the How Corrected feature.

Private Notes. A general note about this visit or the program may be entered here. These are non-
public notes that are specific to the checklist.

Widget. The widget contains five options. 1) Clear checklist data (this does nothing at this time); 2)
ELICI Tech Info; 3) Preferences; 4) Publish visit; 5) Logout

® ®

How Corrected. After correction orders are issued, the outcome must be recorded. The How
Corrected results report to Licensing Information Lookup (LIL).
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Print Icon. Print options include a blank checklist, provider checklist, or custom checklist by using
filtered items.

e Manage Correction Orders. Create multiple correction orders.
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ELICI Home Screen

The Home screen provides important information. The grayed out line indicates the active checklist. Functions
available on the Home screen include: upload, retrieve, remove from device and delete from DHS.

1072 _ Group Family Day

(C2)

Open

* Add a Rev ew to this Device

Each checklist will
have it's own Review
ID. Use ID when
calling in for
assistance with
ELICI.

Or= = & &
Your Checklists Current Checklist: _
Review License Review Sync Date License
sen Id Holder License Type Review Type Status Status Started ID

Care Licensing/Re-Licensing In Progress v 12/06/2018
Inspection
L

fA. Upload - send information from checklist up
to DHS server

B. Retrieve- replace checklist with information
last saved at the server

C. Remove- remove checklist from home page
in ELICI

D. Delete- completely delete this checklist. Only
used for unpublished checklists. Use this if you
‘have a checklist you no longer need

Review Actions

Q
(B
©
Q

Actions for Review 1072

>

Checklist Navigation

1. Click the Checklist icon.

ﬁue‘.ﬁ-

2. The checklist will display the selected checklist type entered from the provider profile page. Users can

toggle betweenthe preselected checklist and All Items.

SIS SN l  Change of Premise

3. Clicking “Collapse/Expand” will show or hide all checklist items under the headings.

Review Type: All |

Licensing Collapse/Expand « Search

Filter ltems Y All ltems ~ Collapse All Items

Expand All ltems

November 2021
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4. Checklist menu items can be assigned the following values: Met, Not Met, Not Reviewed, and Flagged.
Checklist Summary 0 o -~
Licensing Prewessmm - 2 »
Application
5. The ELICI tool will keep a running tally of checked items with the exception of the Investigation review
type.
3 of 148 Checklist Summary
. W W
6. Descriptions and rule citations display in the right pane.
Checklist Summary 46, A Checklist / Licensing Process ' Applicant 9
00f6 Licensing Process 0 %~
C Application O00B. The applicant is the person seeking a license to be
— the primary provider of day care in the residence.
- Licensing Study 000 P
: Ref. MN Rule/Statute 9502.0315, subpart 4
F Hazardous condition 000 P
L Correction of Hazardous Condii 00D
b i ik = © Add/Edit Internal Use Only Notes
i B Fire Code Inspection ooow No comments have been added yet.
7. If an itemis not applicable, markthe item as “Not Reviewed” on the checklist and then check the box in
front of “Not Applicable” in the right pane.
. PV Wading Pools D 0 0O B\ ‘
L Trained Pool Attendant (] O @
— — — . — Not Applicable
8. The “Add/Edit Non Public Checklist Notes” section is available to enter non-public notes about the visit.

Clicking the arrow button collapses the note.
& Add/Edit Non Public Checklist Notes

No notes have been added yet.

0 of 1000 characters

Update Notes
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Customized Checklist

1. Clicking the widget in the upper-right-hand corner will generate a drop-down menu.

Review Type: All

Pre-License

Filter Items ¥ All ltems ~

Collapse/Expand ~

Search

)

p
Clear Checklist DIV
ELICI Tech Info

o Preferences w

Publish Visit

SN

\
lear Checklist Data:

ELICI Tech Info:
Displays information
about your checklist

_Preferences: Ability to
customize your
settings

Publish Visit: Lock
down your completed
checklist

*Logout: Best way to

2. Clicking “preferences” in the drop-down menu produces a pop-up box:

Preferences

[ Auto collapse checklist sections

[ Hide sections with no required items

I Do notshowa pop-up when clicking a flag

Checklist / Detail Form proportions

[ po not prompt "Are you sure?' when clearing ‘Not Met'

50/50
OK Cancel
a. Auto collapse checklist section checked
[@00f2  Application for licensure Bow
r Drugand Alcohol Policy Training 000BRP
F Accessible and Organized 000w
Boof2  Systems and Records Bomw
@02 Correction orders and Bom
Conditional licenses

November 2021

vs. unchecked:

close ELICI
\

H00f2 Application for licensure B o~
F Drug and Alcohol Policy Training 000B=
= Accessible and Organized 000®=
E00f2 Systems and Records B @
F Record Retention 000B=
r Personnel Records 000w
E00f2 Correction orders and B @
Conditional licenses
= Requirement to Post Correction Order 000®=
F Requirement to Post Negative Action 000@P

17



b. Hide sections with no required items checked vs. unchecked:

®60of10  Licensed Capacity, Ratios, @0of0  Agency Records BCom
and Age Distribution
Restrictions ®6oi10  Licensed Capacity, Rafios, @ 20 »
©00of2 Admissions. Provider and Age Distribution
Records, Reporting Restrictions
B4 of9 Activities and Equipment B0of0  Reporting to Agency L+ I -
0of 31 ' ‘
B0c Physical Environment ®0of0  Behavior Guidance + -]
C. Selecting this:

[l Do not prompt 'Are you sure?' when clearing 'Not Met'

Will disable the pop-up affirmations received when selecting ‘not met’ on the checklist.

d. Selecting this:

[_{Do not show a pop-up when clicking a flag

Will disable the pop-up note box when aflag is selected on the checklist. A note can still be
added by using the note box on the right hand side of the screen.

e. Checklist/Detail Form proportions: Select the proportion of the screen that will display the
checklist (left side) vs. the help text/detailed information (right side).

33/67
42/58

58/42
67/33

3. Clear Checklist Data - is not working at this time.
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4. ELICI Tech Info

ra

Checklist Version ID: helpful to know Clear Checkist Data
which features your checklist should | mecnimoios | roview Fventog Y
ha“,e ‘Add a Licensor
. ) . . dentifier Type Identifier Value Preferences
License Number: Provider's license Finalize Chackiet
number ‘Checklist Version Id 13

1056051

License Number

Review Checklist ID: each checklist
will have their own assigned number
Device Name: Name you have given
your device
Other items are for our IT
department.

Review Checkiist Id 549

office device

Device Name

42716

Provider Id

Licensor Id 3515

672026d26ad4976b467e9d2e089bd4b

Device Id

130/129

Queue start/end

If you need additional technical assistance, please contact family systems by email at

hs elicifstechassistance@state mn. us.

Help Text
1. Help text can be accessed by clicking the question mark button in the upper right corner of the right
pane.
Filter items Y All ltems ~ @
Checklist ' Licensing Process / Applicant ﬁ 9
2. Click “Close Help” when help text is no longer needed.

% Close Help < s

Using the Electronic Checklist

Navigation

The selections on the left of the top bar allow you to move back and forth between:

Item Search Function

1. Access the search function by clicking the in the Search box.

Search

November 2021



2. Enter a search term. Clear search term when done by clicking the x.

CENETRYTSSEEE  Change of Premise Collapse/Expand ~

“ | Close Help
L J——
Unavailable : Using thel
. 1 igati
30f148  Checklist Summary P Navigation
The selectiol
B0of6 Activities and Equipment = R + Setup opti
hen ci
)— B General Activities 0 0D B . gh:kc‘:;:'
i . « Correction|
B0 of 41 Physical Environment e & =~ |
T On the right
o Outdoor Play Space Size 0O 0O 0w to clear local
8 Qutdoor Play Space Proximity 0O 0D 0O B Filtering
S Outdoor Play Space - Supervision 0O 0 0w Below the to
items (Full).
- Outdoor Play Space - Enclosure 0O 0O 0 p» but because
- Outdoor Play Space is Safe 0O 0 0 B Investigation|
= Occupancy Separation - Door Material 0 0 D W The Checklig
3 Vertical Separation - Door Material 0O 0D 0O B (Click “Checl
- Screens on Exterior Doors/Windows 0O 0 0 B Using the C
8 Indoor Air Temp [ R o R o ltems are gri
N B Door Lock and Latch Safety 0O 0 0O p closed or dg
(xofy+z). T|

Checklist Filter Function

The checklist can be sorted and filtered. To filter click Filter By and select the categorydesired. To return to the
entire checklist, select Filter By.

Category definitions:
Policy/Procedures — Provider’s business policy, program processes, and items contained in their policy.
Program Practices — Practicesthe provider follows.
Client Records —Records related to the children and or parents/guardians in care.
Staff Records- Recordsrelatedto caregiverssuch as training, logs, and annual inspections.

Observable- Itemsthe licensor witnesses, can determine through conversation or documentation.

ﬁ'.‘%&ﬁ ®» o

>

7 of 240 n Summary A Checklist 9

--Filter By--
Policy/Procedures

Program Practices |’ ’ ) .

Client Records Summary For: Checklist
—————1 Staff Records

Observable 2 I~
®00of2 = - -y e @ I Item Status Amount
®00f6 Behavior Guidance e v~ Met 0
©00f3 Admissions, Provider Records, e v~ Not Met 0

Reporting
(Extra Not Met) 0

®00f11 Activities and Equipment 0 @ ™ N _
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Items Not Reviewed

D8of3e

Physical Environment

& =0 &k » o

GOSN  Licensing/Re-Licensing Inspection Collapse/Expand +

32 of 257 Summary

1. Determined 12 items met under
Sanitation and health at visit.

@120f38 Sanitation and Health

2. Click on Sanitation and Health.

’- PV Ne Dirt Rubbish or Peeling Paint o

@8of 38

r I ey e -

(= I
GETURIT TN  Licensing/Re-Licensing Inspection

320f257  Summary

Physical Environment

Filter tems ¥ Al ltems =

A Checklist ' Sanitation and Health 9 ~

Summary For: Sanitation and Health

L=

LisensingRe-Lizensing nspacton [

59 of 257 Summary

@80f39 Physical Environment g
©3080739 Sanitation and Health [0 ﬁ"

S
-

@12 0f3¢ Sanitation and Health L] -
®@00f 18 Water, Food, and Nutrition e » = Item Status
0of2 Application for Licensure 9 e m Met 3. Set unfinished items all to
oo Systems and Records 8w m ot Mt not reviewed. 27 items were
(Extra Not Met) i
@oof2z Correction Orders and Conditional e e m™ nOt reV|eWed.
Licenses Not Reviewed
@6 of 11 Special Conditions for -] 6 -~ Flagged o
Nonresidential Programs
Total Finished 12
@063 Reduction of Risk of SUID e & ™ Number Unfini e
@0of4 Infant Sleep Supervision LI .
Set Unfinished to Not
@oof7 Insurance 8 » m v Reviewed!

\ Setall unfinished items in this section to

" o Not Reviewed?
~

|

Set ltems to Not Reviewed

Cancel

4. 27 items are now set to not reivewed.
39 of 39 items complete.

Filtering a Checklist

1. Filter Items can narrow down the checklist to specific items thatinclude All ltems, Met, Unmet, Not Reviewed,

Flagged, Unfinished, Private Comment, or any combination of those items. This may be helpful when doing an

exit interview.

I Filter ltems Y All ltems ~ I

ch v All ltems | Nutriti
[] Met
Ul [ Unmet er, |
ont [] Not Reviewed
[ ] Flagged
let
[[] Unfinished
lot
. [] Private Comment
November 2021
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Printing a Checklist

-
a =0 & & » &
GEVEURNLESA BN Licensing/Re-Licensing Inspection Collapse/Expand ~ Filter ltems ¥ All ltems ~ O
o ~ Checklist / Licensing Process / Posting License ~

Total Citations: 1

Print Page Setup

What type of printout would you like?

{#: Print Provider Checklist
(O Print Blank Checklist
() Print Non Public Checklist {(check options)

Open Print Page Cancel

Options to print include:
1. Print Provider Checklist- entire checklist with all review types listed.

2. Print Blank Checklist- select which checklist by review type.

Print Page Setup

What type of printout would you like?

(O Print Provider Checklist
@ Print Blank Checklist
() Print Non Public Checklist (check options)

Which review type's items would you like printed?

‘ Licensing/Re-Licensing Inspection ‘

Open Print Page Cancel

3. Print Non-Public Checklist- print sorted items such as met items, flaggeditems, etc. Comments in the Add
Private Note tab (found next to the widget) will print on last page.

November 2021
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Provider Profile Page

License Type / Review Type / Notes Regarding the Provider

Licensa Type should reflect the current license

License Type

Review Type

Motes About the
Prowvider

type the provider has been issued.
Pre-Licensing Visit: Select the license you will
recommend,
- 7
Review by Review Typs:

Licensing/Re-Licensing Inspection- Annual visit for
renewing the license
o

Off Year Inspection- Annual visit-when the license is
ot remewed,

Change of Premise Inspection-CO: When provider
changes location but s eperating before you get oul to
da your inspection.

Change of Premise Inspection- Provider moves 1o new
lacation but is not operating there yat.

Pre-Licensing Visit- Use for child care applicant

Investigation- Use to record a visit for a complaint or
information received about a providar.

Back Office- DO NOT LISE AT THIS TIME

- o Drgp-In Inspection- LIse when monitoring a conditional

Commants about location or
anvirenment of homs may be placed
hsre.

Ay COFMIMENE Made bede will be
saved and you will see this on ather
chacklists.

lieense, a cormechon order, or providing supporito a
provider,

Review based on/ Announced Visit / Visit Date/ Activity Date

The Review Based On choice is either on-site visit where the licensor is physically at the program or off-site visit

or not physically at the program. When selecting on-site visit, enter a visit date. When selecting off-site visit,
enter an activity date. The activity date is the date the licensor engaged withthe provider or is issuing the

violation.

Choose announced or unannounced with the drop menu. All annual visits must be unannounced.

Aa0=E & n

License Type

Group Family Day Care (C2) _v]

Review |ype

Licensing/Re-Licensing Inspectio| v

Provider Information

November 2021

Review based on:

On-site visit
Off-site

Exit Interview:

Choose.

™

® &
Visit Date - -
i) Remove
Add Another Visit Date
Announced Visit: -

Choose...
Announced
Unannounced
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Pre-Screen Questionnaire

The Pre-Screen Questionnaire offers the ability to select items not applicable to the program. This will remove
the questions relatedto the topic from the checklist.

For example, the program does not have pets or a pool. Click on those two items and all related questions are
now marked Not reviewed and Not Applicable on the checklist.

Pre-Screen Questionnaire
Cares for children requiring diapers

Cares for children who sleep in a non-rigid crib
Cares for children who sleep in a rigid crib
Cares for infants or newboms

Has pets _

Has liability insurance

Has a New Caregiver

Has a Pool _

Provides transportation

Has a deck

Firearms present

Registered to receive public funding

QAAJAIJIJRARQ

Exit Interview

Exit interviews are required during an annual visit and are expectedto be completed no more than7 days after
the review occurred.

Enter the results as one of the following:

1. Offered- choose this option if the exit interview was given
Declined-choose this option if the provider declined the exit interview

3. Delayed- Ifthe exit interview was delayed, an additional box will open and a note can be
enteredto record the reason
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License Type
Group Family Day Care (C2)
Review Type

Licensing/Re-Licensing Inspeclio\

Provider Information

License Type
Group Family Day Care (C2)
Review Type

Licensing/Re-Licensing Inspecliol

Provider Information

Notes About the
Provider

use back door

A= & &

Remove

Remove

= & &
Review based on: Visit Date
On-site visit 12/06/2018
Exit Interview: / Add Another Visit Date
Choose...
Offerred
Declined
Delayed
Pre-Screen Questionnaire
Review based on: Visit Date
On-site visit 12/06/2018
Exit Interview: Exit Interview Add Another Visit Date
cor— ] "
Add a note about the Exit
Interview

Manage Reviews:

Pre-Screen Questionnaire

Delayed: You can write a brief note about
why exit interview was delayed.

Cares for children requiring diapers
Cares for children who sleep in a non-rigid crib
Cares for children who sleep in a rigid crib

Cares for infants or newborns

Private Notes

Non Public General Notes

Add Notes

Area to add brief or private

-
notes or questions about the &

visit. Notes will be non-public
and only be saved with the
checklist you are on.

Add | Cancel

November 2021
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Staff Table

ELICI createsa Non-Public Identifier Key to identify staff and client records reviewed. The information is created

from the mini checklist entries.

O .

e

@ =

Non-Public Identifier Key

Public ID Name
SP1 Dorothy
SP2 Stephanie
C1 Brandon
c2 Brooks
C3 Keisha

Previous Violations (PV)

ELIClI records all previous violations that have been determined during an inspection visit by displaying PV in

front of the regulation.

Previous Violations for violation 566

Violation Primary
Date Violation Text Licensor

02/12/2018  Residence did not meet all guidelines related to Linda2
electrical services; Lundstrom
A. Electrical receptacles accessible to children
under first grade were not tamper proof or
shiglded.

Residence did not meet all guidelines related to Linda2
electrical services; Lundstrom
A, Electrical receptacles accessible to children

under first grade were not tamper proof or

shiglded.

PV indicates a previous
violation

Review Type

Drop-In Inspection

Licensing/Re-
Licensing Inspection

Select: Open Previous Violations
Additional text appears above

November 2021
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ELICI will disclose if a violation is not eligible for a Fix-it Ticket.

Example: The provider is missing one itemfrom the first aid kit during an annual visit.

90f218+1  Checklig

g LI RUCGISA O

F Pest Control via Use|

- Indoor Garbage or R
r Torc Substances

Licensing/Re-Licensing Inspection

OOEE

Collapse/Expand ~

Cite licensing violation here.

L BFireams

F Hazardous Actvity Materias are Out of Reach

L=

F Use of Hazardous Activity Materials

F First Aid Kit

T O FirstAid Kit Contains Reguired ltems
(8 First-Aid Kit Contains Required Items (Fix-t Ticke)
E First Aid Kit Available on Field-Trips

F First Aid Kit Portable

r (B Emergency Preparedness y i

Leave Fix-It Ticket item blank

ire Escape Plan Incluges

F Fire and Storm Drill Log

DGDDDDDDDUUMDDDDD

Oo|o|lo|lo|lololo|l ol op=] O] O O

o|lo|lo|lo|lolo|lo] ol o= O] O] O] o|lo] ol oo
T|T|O|lo| o8| O| 0| o) T|lOo|lTo|T|o|lTo|lo|o

Filter ttems Y Allliems =

* tape
+ first-aid manual

Ref. MN Rule/Statute 9502.0435, subpart 7

This Item is a Fixit Ticket

Ineligible due to previous violation or current review type

INSTRUCTIONS

During a licensing/relicensingfoff-year inspection, issue a Fix-It Ticket if one |
required items is missing from the first aid kit and the license holder was
Ticket for this violation at the previous licensing/relicensing/off-year in:

THE PROVIDER HAS A PREVIOUS VIOLATION:

Open Previous Violations

© Add/Edit Intemal Use Only Notes
No comments have been added yat.

A

ELICI knows item is not eligible for a
Fix-It Ticket

ssued a CO or a Fix-lt

November 2021
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Creating a New Checklist

Creating a New Checklist on a Device

¥ Note: Internetaccess is required to complete this step.

1. Log into ELMS and select visit for the desired provider.
DEPARTMENT OF Electronic Licensing Management System (ELMS)
HUMAN SERVICES
License Details
Licenses
Pick Criteria to Filter List
County/Agency Licensor.
License ID : Active. Inactive: O
License State: [** Select = ~|  Active Inactive: ()
Program Name \:I Starts With- @ Wild Card: O
Click this link to export to Excel
Total results: 4
License ID Svc Class Program Name Effective Date Expiration Date
[~ Select™ v | 01/01/2021 12/3112024 In Good
o Selact Fcc P 01/14/2021 01/31/2023 In Good
Fcc S 01/01/2021 12/31/2024 In Good
FCC O 01/01/2021 12/31/2024 In Good
2. The ELICI Log-In screen will automatically open for access. If ELICl does not automatically open, it is likely
a pop-up blocker needs to be disabled.
Username L. .
Elici Online
Password Enter password Welcome! Please enter your Username and Password to access the system
Login
Use the same username and password
used to access ELMS.
November 2021
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3. All reviews conducted for this provider will be listed.

A. Select Starta New Checklist for this Provider.

B.

A box will appear asking to starta new review.

Warning appears to remind
a new review will be started.

By Selecting the down arrow on any category
below, you can sort your list.
Example: Sort by Review Type, Visit Date, Review
Status

Reviews for

Visit Date ¥ Revigw Status v

Licansor Name ¥ Review Type ¥ Open Review

LINDAZ 00:2672013 I pogress

LUNDSTROM

Licensing/Re-
Liconsing Inspoclion

«  If you want to see an existing
! review, select the specific review
to view in ELICI.

LINDAZ 021162018 Finalzed

LUNDSTROM

Drogein Inspection

LINDa2 01262018 Finalzed

LUNDSTROM

Pra-Licensure Visit

Select Start a New Review for this
Provider if you want a new review.

4, The new review will open directly to the provider profile screen in ELICI.
AQ=2a : e * ©
License Type Review based on: Visit Date
Farmily (A} 152 On-sitavisit v - Remoyes.
Review Type Add Arather Vistt Uate
Licensng e Lensng Inspection [~ AdMaage combined checkiss

Pre-Screen Questionnaire

Provider Information

@ Cares for cniioren who siesp in 3 non-rigid b
@ G orchion who siser i 3 ens
@ cares orimianis o newnams
) @ o torintants o o
Notes About the Provider @ s ot
i e - & @  rovnes woesportzion

@ s o dock

e @ rocams posen
@ Soid fusl or kerasens hisaters ars vsed

5. Repeat from step 1 for each new/additional provider checklists.

Mk Please note:

e After theinitial process of bringing a provider over from ELMS to ELICI, the user can log directly into
ELICI to process those checklists.

e ELMS only needs to be accessed when a new checklist is needed for a new/different provider.

e Eachchecklist is assigned a unique review ID number.

November 2021
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Adding the New Checklist to a Second Device

M Note: Internet access is required to complete this step.

1. Update the review in ELICl on the first device. (Most commonly the office device.)

Provider Profile Page — Fill out all relevant information and complete the Pre-Screen Questionnaire.

.@

License Type

Group Family Day Care (C2)

Review Type

Licensing/Re-Licensing Inspection

Provider Information

Notes About the Provider

[}
L
r

Add a note about the provider - e.g. directions to the

providers house

Add Comment About Provider

Review based on:

On-site visit

Exit Interview:

Choose.

Pre-Screen Questionnaire
Cares for children requiring diapers

Cares for children who sleep in a non-rigid crib
Catres for children who sleep in a rigid crib
Cares for infants or newboms

Has pets

Has liability insurance

Has a New Garegiver

Has a Paol

Provides transportation

Has a deck

Firearms present

QOO0AAAAOAAIAD

Registered to receive public funding

Visit Date
v 10/13/2021
‘Add Another Visit Date

Announced Visit:

Unannounced

Manage Documents:

Manage Checklist Evidence

Remove

2. Update checklist with any verified items (training verification provider submitted prior to the visit).

Summary For: Physical Environment

Item Status
Met

Not Met

(Extra Mot Met)
Mot Observed
Flagged

Total Finished

Number

‘Sl Unfinished o Not Observad

C =)
Licansing/Re-Licensing Inspection Callapse/Expand = — Filtar tems ¥ All llams =

Checklist Summary 2
B0of2 Correction Orders and Conditional Licenses |
Boot10 Special Conditions for Nonresidential a =

Programs
B3al3 Reduction of Risk of SUID L 6
@4ol4 Infant Sleep Supervision = ﬁ
@oat7 Insurance B w
@1olt Child Passenger Restraint Systems L i
@00l Additicnal Health and Safety |8 =
Boof2 Background Study e =
D160 26 Caregiver Qualifications and Training ﬁ L] ‘
@3ai13 Children's Records = ‘
4019 Cribs - All = é
@13ef13 Crib Safety - Mest L G
are7 Crib Safety - Rigid = i

Amount

®

o
®
(?)
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4. Go to the Home page: Upload checklist to the DHS server.

= = & B ®
Your Checklists current Checkist: ||| G
Review Review sync Date License
Open Id License Holder License Type Review Type Status Status Started 1:] Review Actions
open 911 — Group Family Day Care Licensing/Re-Licensing In Progress v ]
c2) Inspection
Coon Rapids Adtions for Review 591
Upioad Checklist
Retrieve Checklist
+ Add a Review 1o this Device
Remove From Devi
Delete From DHS

5. Log out of the first device (most commonly the office device).

> O
Clear Checklist Data

o N NS S
Your Checklists Current Checklist: _

Action  License Holder  License Type Review Type Review Status  Sync Staus  Date Started  LicenselD  Upioad
Z000 SN o ChioCoe  LiensigReliconsing inspaston  InProgress v terazote pem—
oven I e ChicCars  LiensigiiedLicensing Inspecton In Progress v ocr02018 r——

+ Add & Review to this Device.

ELICI Tech Info

|
Preferences
Publish Visit

Logout

6. Log directly into ELICI from the device that will be used in the provider’s home. Do NOT go to ELMS.
< C' & compliance.dhs.state.mn.us/login.html
Username

Elici Online

Password Welcomel Please enter your Username and Password to access the system

Login

Use the same username and password
used to access ELMS.

November 2021
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7. Select: Add a Review to this Device.

O= = & &
Your Checklists
Open Review Id License Holder License Type Review Type
* + Add a Review fo this Device
8. Select the provider and then Open This Review.

Sort any or these areas by selecting the down arrow.
Example: Sort by Provider Name, Review Type, Visit Date,
Review Status

Choose an Existing Rev’ . w

Provider Name ¥ Review Type ¥ Visit Date ¥ Review Status » Open Review

Licensing/Re- 06/2572018 Complete Open This Review

Licensing
Ingpection

Pre-Licensure Visit  12/07/72017 Finalized

Licensing/Re- 011772018 Finalized
Licensing
Inspection

LicensingRe- 031672018 Finalized
Licensing

Inspection

Licensing/Re- Mo visit date listed Finalized

9. A message will display confirming the checklist successfully retrievedand the review will be located on
the device at the bottom of the Home screen.

Retrieve Checklist Successful

This review's data was successfully downloaded from the server.
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10. The second device is readyto take out into the field. The review ID number will be the same on both

devices.
O= = & & » B
Current Checkiist: IR
Review Sync Date License
¢ Holder License Type Review Type Status Status Started s} Review Actions
Group Family Day Care Licensing/Re-Licensing In Progress. v | ] v Ao

(€2) Inspection

Using Multiple Devices

It is VERY important to upload the checklist. The Upload Checklist function is on the Home page in ELICI. An
internet connectionis required for the upload to be successful. Uploading the checklist sends the checklist
from the device to the DHS server to be saved.

@ = = & B ®» n
Your Checklists Cufent Checklist: [INJNEEGE—
Review Review Date License
Open Id License Holder License Type Review Type Status Started [[=} Review Actions

open 991 - gg;up Famity Day Care ILlc.en.'-,i'ng-' In Progress [ ]
nspec

Actions for Review 591
B
. . Retrieve Checklist
4+ Add a Review to this Device Shows internet connection

status. Remave From Devi
/ Delete From DHS

Sync status should be a
green checkmark.

When returning from the provider’s programand connectedto the internet, uploadthe checklist on the device

used in the program.
To finish the review on the office computer:

1. Establish aninternet connection on both devices
2. Upload the checklist on the device used in the provider’s home

November 2021
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@.unl

Your Checklists

Review

Open Id License Holder

= . -

+ Acd a Review 1o his Device

License Type

Group Family Day Care
(c2)

3.

Current Checklist: _

Rawiew Sync Date License
Review Type Status Status Started [} Review Actions
Licensing/Re-Licensing In Progress v

ol o

Actions for Review 551
Upioad Checkast
Relrieve Checklist

Remeve From Devi
Delete From DHS

Inspection

Log-into ELICI using the office computer and go to the Home page

< c @ compliance.dhs.state.mn.us/login.html
Username . .
Elici Online
Password Enter password Welcomel Please enter your Username and Password to access the system
Login

4. Find and select the provider’s checklist

5.

Ensure a match of the review ID for that provider

O*® =& &

License Type

Group Family Day Care
(€2)

Current Checklist: [ NG

Review Sync Date License
Review Type Status Status Started ID Review Actions
Licensing/Re-Licensing In Progress v - P ey
Inspection

Use the dropdown menu on the right hand side and select Retrieve Checklist. Once Retrieve Checklist is

selected, ELICI tells the device to go to the server for the most recent version of the checklist and brings
it back to the computer/device currently in use.

Open Review Id License Holder License Type
Open 3702 Group Family Day Care (C2)
Open 3707 Group Family Day Care (C2)
o 3723 Group Family Day Care (C2)

+ Add aReview to this Device

November 2021

Review Type Review Status

sync status Date Started License ID Review Actions
Drop-In Inspection Published a 08/28/2019 e —
Licensing/Re-Licensing Inspection In Progress v - Review Actions
Licensing/Re-Licensing Inspection In Progress v 09/05/2019

Actions for Review 3723
Upload Checklist
Retrieve Checklist

—)

Remove From Device
Delete From DHS
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7. Complete the checklist. Print or issue the appropriate post-review letter including a no-violation letter,
Correction Order, Technical Assistance, or Fix-it Ticket. Upload the checklist one last time and publish
the visit. Once the checklist is published, it will lock down and cannot be changed. If a checklist is
published without uploading it, the entire checklist will be lost. To publish a checklist, select the widget
in the upper right hand corner and in the drop-down menu, select Publish Visit.

O=

P .

Clear Checklist Data

Your Checklists Current Checklist: G IIEINEINGGND ELICI Tech Info
Preferences
Open Review Id License Holder License Type Review Type Review Status Sync Status Date St ROBIEET
Logout
Open 6146 — Group Family Day Care (C1) Drop-In Inspection In Progress v 09/07/2021 TENETEATE
Chatfield
Open 6195 _ Group Family Day Care (C2) Licensing/Re-Licensing Inspection In Progress v — Rars AT
Chatfield
Open 6205 — Group Family Day Care (C2) Investigation In Progress v 10/13/2021 « Review Actions
Chatfield
Open 4587 F Group Family Day Care (C2) Pre-Licensing Visit Complete a 04/19/2020 ~ Review Actians
abel

Once a checklist is Complete, the

review status will change and the
sync status will show as a padlock.

8. Remove the checklist from the device using the drop-down menu.

Open 6195 — Group Family Day Care (C2) Licensing/Re-Licensing Inspection In Progress v - e TS
Chatfield

Open 6205 ] Group Family Day Care (C2) Licensing/Re-Licensing Inspection In Progress v 10113/2021 [ ) pre—
Chatfield

@z 4587 Hbl_ Group Family Day Care (C2) Pre-Licensing Visit Complete a 04/19/2020 -
Vabel

Actions for Review 4587
Retrieve Checklist

= Add a Review to this Device
Remove From Device
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Role Assignments in ELICI -Creating a Mini Checklist for Staff Person

The Role Assignments function in ELICI createsa mini checklist for each staff person. This allows users to
determine individual staff (caregiver) compliance in the categoriesof System and Recordsand Caregiver
Qualifications and Training.

Staff person refers to any caregiver in the program.

& =) a b »
Licensing/Re-Licensing Inspection Collapse/Expand ~ Filter ltems ¥ All ltems ~
n Summary ~ Checklist / Caregiver Qualifications and Training 9
®00f3 i i e @ . . . L . S
Substifute Tracking Caregiver Qualifications and Training is now locked until you Tra|n|ng
D00tz Background Study e = identify a staff person you are verifying training for
it
B00f25 Caregiver Qualifications and 1~
Training Met 0
Initial Training - Helpers g o o o p Not Met 0
Ch\rld Development and Learning and Behavior o o o p (Extra Not Met) o
Guidance Training - Pre-service &
Child Development and Learning and Behavior o o o p Not Reviewed 0
Guidance Training - Annual &
First Aid & o 0o o p Flagged 0
First Aid - Qualified T) 0O 0O 0O
e = Total Finished 0
First Aid - Frequency g 0o 0 o0 r
CPR a 0 0O 0 [=] Number Unfinished 25
CPR - Qualified Trainer @ {0 I 0 I 0 =~
CPR - Frequency & [ D =]
CPR - Training Source @ 0O 0 0o p
CPR - Hands-On g 0O o 0o p
SUID @ o 0o o p
AT 0 mn mn im} o
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A. Manage Role Place Type Information-This is the field for staff person names
B. Role Type Place Quick Filter — This filter allows the user to select the staff person to be reviewed

Manage ELICI Roles, Types, and Places

Staffperson  Client

Manage Staff person

Staff person List

Add Staff person

See Details for:

Close Role Place Type Screen

Summary For: Checklist

B

Role Type Place Quick Filter

Clear Quick Filters

Choose Filter Type
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Follow the instructions below to start the process of producing a mini checklist. Repeat the process for each
caregiverin the program.

Steps to enter in a staff person’s name

A. Goto Manage Role Place Type Information (orange box)

Select Staff Person

Select Add Staff Person

Add Name

Save Name of Caregiver (Repeat from Step B for each caregiver)
Close Role Place Type Screen

mmooO®

# lr Q,I“I‘

~ Checie] 0

Summary For: Checklist

Manage ELICI Roles, Types, and Places
=]

Manage Staff person

Staff person List o

See Details for:

Close Role Place Type Screen
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Manage ELICI Roles, Types, and Places

Staff person Client

Manage Staff person

Staff person List Details for Enter name of caregiver here Remove Enter name of caregiver here
Add Staff person
See Detaile for- Private Name Enter name of caregiver here ﬁ
® @ Enter name of caregiver here Date of More Time &

Unsaved Changes Needed Notice

ate of Clearance or
Set aside Notice 0712812020 =)
Enter the applicable Dajé hired 0810512020 =)
dates for that staff
person for each item. It te of first direct 08/05/2020 =)

is helpful to understand

Private Not:
when these events rivate fote

second adult caregiver

occurred when looking p
at the checklist. 23 of 4000 characters

Complete? Enter name of caregiver here's mini- O
Listing the staff’s role in checklist is:

i Not C let
the programis helpful to ot Complete

@ s

* Note: ELICI will create the Non-Public Identifier Key after each entry created. ELICl will assign SP1, SP2,
etc. aftereach entry.

staff Brenden

helper Susan

Katie Thompson

Beth Keller
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Steps to monitor compliance using a mini checklist

A. Select Role Type Place Quick Filter (green box)

B. Choose Staff person

C. Choose the caregiver receiving the review

Complete the mini checklist for the caregiver selected

©

EL =0

A Checkiist
Total Citations: 0

'8 summary Summary For: Checklist

Item Status. Amount

M0of2 I irencinn Prorace = - -~ Q
Role Place Type Quick Filter
E (= )

o wpe 1 [ ... COEEEED -~

Total Citations: 0

) summary
Staff person

. NoUnmet  No Flagged 1Not Complete
] NoUnmet  NoFlagged  [INot Complete

Unmettems  Flagged tems  Mini Checklist Complete

2
2
E
E
|
E
E
o
o
)
T

3] o|ojojo|o| of o| of of of o| 0| of o] o] o] 9] of 0| of | o] o| &

Chik] Development and Learning and Behaviar Guidance Training - Pre-service
Chixd Develapment and Learming and Behavior Gudance Traning - Anual
Frst Ad
Tt A - Quailved Tramer

PV First Ad - Froquency

CPR - Quaiiked Traner

PV CPR - Froquency
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E. Open the Role Place Type Quick Filter (greenbox) and check the box Not Complete next to the staff
person’s name. This will change the status to complete and save the mini checklist

F. Select Clear Filter to return to the main checklist. To add another Staff person mini checklist, select that
individual’s name and repeat Steps D through F

Role Place Type Quick Filter

—

Staff person

Click the Staff person to Filter

Unmet Flagged Mini Checklist
Staff person Items Items

B | o Ut o Fessed [

_ No Unmet  No Flagged [ Not Complete

Role Place Type Qr'I:" Filter

Staff person

Click the Staff person to Filter

Unmet Flagged Mini Checklist
Staff person Items Items Complete

— No Unmet  No Flagged [¥]Complete
I

No Unmet  NoFlagged [ ] Not Complete
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Unmet items in the mini checklist
When an itemis marked unmet, the violation text will consolidate all the staff reviewed during that inspection.

When entering the custom violation text, ELICI will know which staff person this note is for and reference that

on the correction order. (No need to enter SP1, SP2, etc.) To maintain data privacy, do not entera namein the
violation text.

In the example below, we are reviewing four staff, SP1, SP2, SP3, and SP4 that all have a violation of the same
regulation. Violation text is entered for SP4, noting that training is 30 days past due. Notice how that text
reflects on the correction order. ELICl automatically records that this text is regarding SP4.

VIOLATION

Prior to caring for children, each license holder and/or second adult caregiver (SP1, 5P2,
SP3 and SP4) has not completed at least four hours of child development and learning
and behavior guidance training.

training is 30 days past due

Add Violation Text

Deadline
Citation e e Date
Violation Description for

Stat/Rule Correction = Corrected
Minnesota Statutes, Prior to caring for children, each license holder(s) and/or second
section 245A.50, adult caregiver(s) (SP4) has not completed at least four hours of

1 subdivision 2.a child development and learning and behavior guidance training. 11/26/2021
SP4

Training is 30 days pas! due.
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On the correction order screen, manually edit the text by clicking “manually edit text”.

VIOLATION
Manually Edit Text €

Violation Set To Manual Edit
The text you enter below will overwrite any text you may enter while on the checklist screen.
Uncheck the Manually Edit Text checkbox to change this behavior.

Caregiver(s) (SP1, SP2 and SP3) were not instructed on the standards in section 245A 1435, or did not receive training on
reducing the risk of sudden unexpected infant death (SUID) prior to assisting with care of infants.

ADD TEXT Click to add custom text to the correction order.

Add Viclation Text

A deadline for correction will not be available on the checklist tabin a mini checklist. Enter the deadline for
correction using the correction order tab. The Deadline for Correction refers to the date when all individuals
listed in the Violation Description must return to compliance. See the following examples.

Edit/Review Correction Order Text
CITATION

®0of3 Systems and Records Active: chuck 8 o =~
Minnesota Statutes, section 245A.50, subdivision 2.a
@10f30 Caregiver Qualifications and “ » -
Training Active: chuck VIOLATION
[PV Initial Training - Helpers 0O 0O 0 P Prior to caring for children, each license holder(s) and/or second adult caregiver(s) (SP4) has not completed at
. = = = —= least four hours of child development and learning and behavior guidance training.

Child Development and Leamning and Behavior Guidance Training - | =]

i ADD TEXT Click to add custom text to the correction order.
- PV [TA] Child Development and Leaming and Behavior Guidance O 0O 0O Pk

Training - Annual
PV [TA] FirstAid- Initial 0 0O 0 B %
TPV Pediatric First Aid - Qualified Trainer 0O 0O 0 B Add Violation Text
- PV [TA] First Aid - Frequency o o (m] | =]

[TA] CPR - Initial 0 0 0 Pr O corrected on-site
- PV CPR - Qualified Trainer o (w] o P
- PV [TA] CPR - Frequency (m] m] [m] | =]
- PV CPR - Training Source o o (m) | =]
- PV CPR - Hands-On o (m] O | =]
- PV SuUID o o (m) | =)

I

The Deadline for Correction will no
longer display on the checklist tab.

Itis located on the correction order
tab.
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3. Citation: Minnesota Statutes, section 245A.50, subdivision 2.a
Vi rior to caring for children, each license holder(s) and/or
second adult caregiver(s) (SP1, SP2, SP3 and SP4) has not completed at
least four hours of child development and learning and behavior guidance
training.
SP4
training is 30 days past due

4. Citation: Minnesota Statutes, section 245A 50, subdivision 3.a
Violation: C/" Pediatric first aid training was not received from an approved

instructor for caregiver(s) (SP2, SP3 and SP4).

5. Citation: Minnesota Statutes, section 245A 50, subdivision 4.a
Violation® CI' CPR training was not received from a person approved to provide
CPR ftraining for caregiver(s) (SP3 and SP4)

6. Citation: Minnesota Statutes, section 245A .50, subdivision 4.b
Violation: C’l The CPR training received was not developed by the American Heart

Association or the American Red Cross; or did not use nationally recognized,
evidence-based guidelines for CPR training that incorporated psychomotor skills to

November 2021
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Minnesota Statutes, section 245A 50, subdivision 2.a

VIOLATION
O Manually Edit Text &

Prior to caring for children, each license holder(s) and/or second adult caregiver(s) (SP1,

SP2, SP3 and SP4) has not completed at least four hours of child development and
learning and behavior guidance training

SP4
training is 30 days past due

Add Violation Text

Corrected on-site

Deadline for Carrection

L)
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Role Assignments in ELICI -Creating a Mini Checklist for Client

This section in ELICI refers to the term client, which represents a child. We will refer to client in these
instructions.

In order to monitor children’s records, the specific client name must be indicated.

GEUEITARE B Licensing/Re-Licensing Inspection

Child records are now locked until you identify a
child you are checking the records for.

--Filter By-- v

B00f 13 Children's Records

brds

Child Records - Prior to Admission g [ I B i By )

Up-to-Date @ 0O 0 0 B Item Status Amount

B Admission and Arrangements @ 0O 0 0 e Met 0

® Admission and Arrangements (Fix-It Ticket) @ 0O 0 0 B

Special Instructions & 0O 0 0O e Not Met 0

Immunizations & 0O 0 0 B (Extra Not Met) 0

3 Immunization Records Updated @ Not Observed 0
Immunization Updates Infants g 0O 0 0 e
Immunization Updates Toddlers g 0O 0 0O @\ Flagged 0
Immunization Updates Preschooler @ 0O 0 0O @\ Total Finished 0
Immunization Updates School-Aged @& 0 0 0

Emergency Medical Care or Treatment @& 0O 0 0 B ber Unfini 1.

Permission to transport @ 0O 0 0 e

Children only released to parent/authorized person 0O 0 0O @\ v v

a
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Stepsto enter in a client name

A. Goto Manage Role Place Type Information (orange box)
B. Select Client
C. Select Add Client

a4 =0 b
Licensing/Re-Licensing Inspection Collapse/Expand ~
7

Filter Items Y All ltems ~

A Checklist / Children's Records

Manage ELICI Roles, Types, and Places

Staff person Client Place

Manage Client

Client List A
Add Client

See Details for:

Staff person Client Place
Spe Manage Staff person
Imm
Staff person List
Tim
In Add Staff person
Inf .
See Details for:
Inj
Iy
Emg
Close Role Place Type Screen
Perr|
Chil n | = e S v

Close Role Place Type Screen
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Steps to enter client information:

Enterin child’s name
Enterin date of birth

Save client name

Close Role Place Type Screen

o0 w®p»

Manage ELICI Roles, Types, and Places

Client Place

Staff person

Manage Client

Client List Details for Bobby Smith Remove Bobby Smith

Add Client
Private Name 0 ‘ Bobby Smith
See Details for:

Date of Birth

@© © Bobby Smith { 12/20/2016 2]

Private Note

0 of 4000 characters

O

G Save Bobby Smith
0 Close Role Place Type Screen

Bobby Smith's mini-checklist is:
Not Complete

Complete?

* Note: ELICI will create the Non-Public Identifier Key after each entry created. ELICl will assign C1, C2, etc.
aftereach entry.

Non-Public Identifier Key

Public ID Name

C1 Jennifer Boss

Carrie Smart

c2

C3 Brian Phelps

C4 Troy Walker
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1. Select Open Role Type Place Quick Filter (green box)
2. Choose Filter Type as client then choose the child’s name being reviewed
3. Complete the mini checklist for child selected

ﬁb%ai ® o

Collapse/Expand ~ Filter ltems Y All ltems ~

( 1 0 “Summary A Checklist Q,\

GEUEIARESS VN EEE  Licensing/Re-Licensing Inspection

--Filter By-- v

0of 13 i i . H
=] Children's Records For: Checklist e
i Role Type Place Quick Filter
r 'y Summary
--Filter By-- v
L Clear Qulc |ers ~
0. B90f13 Children's Records Active: Bobby S v m
o Client Smith
H ‘_ . . Child Records - Prior to 7 0O 0 e
bl Click the Client to Filter
L Up-to-Date 0O 0 @
Ll ® Admission and Arrangements 0O 0 P
[l Client Unmet Items Flagged Items Mini Checklist C — - -
® Admission and Arrangements (Fix-It Ticket) 0 0 B
Bobby Smith No Unmet No Flagged I Not Complete. Special Instructions 0 0 0 =
N Immunizations 0O 0 wr
N 1 Immunization Records Updated
= 1 Immunization Updates Infants 0O 0 0 P
Close + Immunization Updates Toddlers 0O 0 P
Immunization Updates Preschooler 0O 0 0 P
Immunization Updates School-Aged 0O 0 0 P v
[Crev— A Aimnl Pomom e Tommtmnnt - 0 0 -

Note: The name of the active child’s record are indicated here.
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4. Select Role Type Place Quick Filter (green box)
5. Check the box Not Complete next to the child’s name and this will change the status to Complete and

save the mini checklist

6. Select Clear Filters to go back to main checklist. When going onto a new child’s mini checklist, click on
that child’s name and follow steps above, starting at number 3

I = P » &
GEUETRRT BN Licensing/Re-Licensing Inspection Collapse/Expand ~ Search Filter Items Y All ltems ~ @
= Checklist
Total Citations: 0
Summary For: Checklist
Item Status Amount
@00f2 Licensing Process e v I Met 0
®60of 11 Licensed Capacity, Ratios, and =@ ~ Not Met 0
Age Distributions
(Extra Not Met) 0
®00f2 Reporting to Agency 8 v =~
Not Reviewed 6
Role Place Type Quick Filter le Role Place Type Quick Filter
Tot
Nu e | 6
Client Client e
Click the Client to Filter Click the Client to Filter
Client Unmetitems  Flagged Items  Mini Checklst Complete Client Unmetitems  Flagged ltems  Mini Checklist Complete
Bobby Smith No Unmet No Flagged [ Not Complete Bobby Smith No Unmet No Flagged Complete
T Ty
Close

Unmet items in the mini checklist

When an itemis marked unmet, the violation text will count and consolidate all children reviewed during that

inspection.

When entering the custom violation text, ELICI will

know which child this note is for and reference that on the

correction order. (No need to enter C1, C2, etc.) To maintain data privacy, do not enter a name in the violation

text.
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In the example below, we are reviewing four children’s records; C1, C2, C3 and C4. Three of the four have a
violation of the same regulation. Violation text entered for C4 noted that the child was released to an
unauthorized person on 7/20/21. Notice how that text reflects on the correction order. ELICl automatically
records that this text pertains to C4.

VIOLATION

Provider released 3 of 4 (C1, C2 and C4) children to someone other than child’s parent or
person authorized by parent.

Child was released to an unauthorized person on 7/20/21

Add Violation Text

: Deadline
Citation Date
Violation Description for
Stat/Rule Correction | Corrected
the parent
Minnesota Rules, part | Provider released 3 of 4 (C1, C2 and C4) children o someone
26 49.5?2.1}405. subpart EL:M than child's parent or person authorized by parent. immediately

Child was ralsased to an unauthorized person on 7/20/21
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On the correction order screen, manually edit the text by clicking “manually edit text”.

VIOLATION
Manually Edit Text €

Violation Set To Manual Edit
The text you enter below will overwrite any text you may enter while on the checklist screen.
Uncheck the Manually Edit Text checkbox to change this behavior.

Caregiver(s) (SP1, SP2 and SP3) were not instructed on the standards in section 245A 1435, or did not receive training on
reducing the risk of sudden unexpected infant death (SUID) prior to assisting with care of infants.

ADD TEXT Click to add custom text to the correction order.

Add Viclation Text

A deadline for correction will not be available on the checklist tabin a mini checklist. Enter the deadline for
correction using the correction order tab. The Deadline for Correction refers to the date when all individuals
listed in the Violation Description must return to compliance. See the following examples.

Rzt s S L ETET— = - ;
Summary - e = Edit/Review Correction Order Text
. . CITATION
@0 of 0+1 Agency Records Active: testing @ - =~
Minnesota Statutes, section 245A.14, subdivision 10
| Data Privacy @ (m] a [m] | ~] |
L . . VIOLATION
@1 0f38 Sanitation and Health Active: testing @ » =
— The license holder did not obtain written consent from a parent or legal guardian before allowing 1 of 1 (C1) to
|- B Care of Il Children and Medicine Administration @& (=] e (=] | =~ | use a wading pool
@6 of 11 SpBCiaI Conditions for Nonresidential e 2 = ADD TEXT Click to add custom text to the correction order.
Programs Active: testing

Portable Wading Pools 0O @ 0o pr P

Swimming Pools - Consent @ (m] -] (u} | =] Add Violation Text

Swimming Pools - Contract @ (w] -] (=] | =)

Attendance Records for Publicly Funded Services @ (w] -] (=] | =)

Attendance Records - Accessible @ o e (=] | =~} Corrected on-site

Attendance Records - Timely & (m] (-] =] |~}
©20f3 Reduction of Risk of SUID Active: testing @ + =

SUID - Back to Sleep & O & 0 w

SUID -Physician/ Advanced PRN Directive @ o e ] | =]

The Deadline for Correction will no
longer display on the checklist tab.
Itis located on the correction order
tab.
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Compliance Checklist Q O O O ®

TVNUWEU 1UI O UL 4 (L1, L2 81U L) LIIUEI ).
VIOLATION

[i]
22 Citation: Minnesota Rules, part 9502.0405, subpart 4.C 0 Manually Edit Text

he provider did not have an immunization record for 3 of 4 The provider did not have an immunization record for 3 of 4 (C1, C2 and C4) child(ren).

(C1, C2 and C4) child(ren). f . .
ADD TEXT Click to add custom text to the correction order.

23. Citation: Minnesota Rules, part 9502.0405, subpart 4.C

Violation: c’, Immunization records were not updated:
every six months for 2 of 3 (C2 and C4) infants in care; _
annually for 3 of 4 (C1, C2 and C4) toddlers in care;

every 18 months for 3 of 4 (C1, C2 and C4) preschool-aged children in care;
and

every three years for 3 of 4 (C1, C2 and C4) school-aged children in care.

| Corrected on-site

24. Citation: Minnesota Rules, part 9502.0405, subpart 4.D ‘ ‘ & |
Violation: CI' Provider did not get signed written consent from parents for

emergency medical care/treatment for 3 of 4 (C1, C2 and C4) child(ren). =

November 2021



Syncing Error Messages

This message appears when more than one device is used and a checklist is opened on a device that has
different information thanthe DHS server.

Review Data May Be Outdated On This Device

A different device was the last to update DHS for this review.

Time between device communications: 0 day(s), 0 hour(s), 2 minute(s).

Device Name/
Data Version Licensor Name Last "Sync" Time

DHS Data portable device 06/13/2018 8:33:17 AM

(last device in communication with DHS) Linda2 Lundstrom

Device Data office device 06/13/2018 8:30:38 AM

(this device) Linda2 Lundstrom

Options to resolve syneing issue:

@ Retrieve Checklist
Data for this review on the DHS servers will replace the data saved on this device.
Choose this option if known changes were made to this review on a different device.

mno >

O Upload Checkiist

Raview data from this device will repiace the review data on the DHS servers
Chooses this option if review data on this device is exactly what you want to send to the
DHS server.

This Syncing Error tells me my portable device
= was last uploaded to the server.

While on my Office device, | will select "Retrieve
Checklist" and "Apply Synchronization Choice” .
Now the checklist information from my portable

device will be on my office device

O Activats Quaus
The normal ELICI queusing process will start sending data to DHS in the background
Chooso this Option If there are No kNown roview changes on tho othor device.

mnoo©

© Turn synchronization off (NOT RECOMMENDEDI)
Choose this option to allow this device's and DHS data for this review to be different
for now. You will eventually need io select another option

o X
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Helpful Terms
Upload and Retrieve Checklist: Only select those optionswhen connectedto theinternet.

Upload Checklist: When selected, information on the device’s checklist uploads to the DHS server to be saved.
The DHS server will now have the information from that checklist (on that device) stored at the server. Itis very
important to upload the checklist while connected to the internet.

Retrieve Checklist: When selected, the DHS server checklist information will override the device’s checklist
information. The information from the DHS server will replace the device’s checklist information.

Review Types

Licensing/Re-Licensing Inspection- choose this option when conducting the annual visit for renewing the
license.

Off-Year Inspection- choose this option for an annual visit when the license is not in the renewal year.

Change of Premise Inspection-CO- choose this option when conducting a change of premise visit and children
are present before the premise has been licensed. Issue a violation to 245A.04, subd. 7a.ain ELICl under
Application for Licensure, Change to License. A correction order will generate when unmet items are selected.

Change of Premise Inspection- choose this option when conducting a change of premise and no children are
present. This will issue a “to do list” on any unmet items. If children are present at this inspection, switch the
review type to Change of Premise Inspection CO to issue a correction order.

Pre-Licensing Visit- choose this option for applicants. When marking items unmet, this will create a “to do list”
for the applicant. Publish eachvisit and use the Move It Forward feature to bring those items that need to be
completed forward to the next pre-licensing checklist.

Investigation- choose this option when a complaint or information is received about a provider. Flagging items
under the ALL list will result in a custom checklist.

Back Office- never use this review type option.

Drop-In Inspection-choose this option for any reason for a visit that doesn’t fit in one of the above such as
monitoring a conditional, monitoring a correction order or just providing additional support to a provider with a
visit. A drop-in type menu will open and select what best applies to the visit.

Review Based On

After selecting the review type, select Review Based On. There are only two options for Review Based On: On-
site or Off-site.

When choosing anon-site review enter a visit date.

When choosing an off-site review enter an activity date on the provider profile page. An activity date is the date
the licensor engaged withthe provider or issued a correction order.
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Review Status
In Progress: A checklist that is currently being worked on.

Published: The checklist has a correction order that is finalized. The checklist is published and the How
Corrected needs to be completed.

Complete: The checklist is published and either there are no violations or the How Corrected is completed. This

is the final step for the checklist. The checklist will lock down. The checklist can be removed from the device.

Licensing Action Issued: ATISwas issued to the program and recorded by selecting Issue TISfrom ELICI Tech

Info (DHS staff provides this instruction). The checklist is now complete and can be removed from the device.

Checklists By Review Type

Completing a Pre-Licensing Review

Prior to completing a pre-licensing review, a Preliminary Information Form (PIF) must be sent to:
dhs.FCClicensing@state.mn.us . Please do this several business days prior to going out on a visit.

Once the PIF is processed, go into ELMS (remember to check inactive when searching for the applicant) and
select Visit for this applicant from the caseload.

Licersesl Invoices

Pick Criteria to Filter List
License ID | | Active Inactive:
License State: | ** Select ** v Active: Inactive:

Program Mame: | | Starts With: ®  Wild Card: O

Total results 4 Set Page Size:
Effective Date | Expiration Date
01/01/2021 1213172024 In Good Standing
017142021 0113172023 In Good Standing
01/01/2021 1213172024 In Good Standing
01/01/2021 1213172024 In Good Standing

License ID Svc Class Program Name License State Fine icense Variance Exp

[ Select ™™ ~|

\” Select ™ V\

zl =z =z =
z z| =z ==

Select Pre-licensing review type on the provider profile screen and conduct the visit.

If all items are met, there is nothing to print and the checklist can be published. Submit the 3324 to recommend

the license. If there are unmet items see Move It Forward in the following section.
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Move It Forward

The Pre-licensing review type has the ability to bring met and unmet checklist items forward to a subsequent
visit. Once each visit to the program s published, ELICI will move the items to the follow up visit in a new
checklist. Please notethat if all items are met, the checklist will be complete and will not apply to this feature.

Here are the steps to complete the initial pre-licensing checklist with unmet items:

Complete the first Pre-licensing visit by marking items unmet in the checklist

Finalize the Pre-licensing Review Summary (correction order screen) for items marked unmet
Mail out Pre-licensing Review Summary to the applicant

Publish the checklist

e

After this is completed, the checklist goes into a published status and locks down. The How Corrected screen no
longer functions with this initial checklist.

To complete the next visit, use the Move It Forward function by following these steps:

Select the original checklist that was published

Go to the provider profile page

Select Move it Forward - Complete Pre-licensing Review found under the Review Type

A box will pop-up asking to confirm the move. Click “Yes- complete and create a new review”. A
confirmation box will appear displaying success and ELICI will go to the Home screen where the new
review will be

AN e

A ) E & * O
. . .. ~
License Type Review based on: Visit Date
Group Family Day Care (C2) ﬂ On-site visit ﬂ 06/16/2020 B Remove
Review Type Exit Interview: Add Another Visit Date
Pre-Licensing Visit ™ o L
ehoose [~ Announced Visit:

Move it Forward - Complete Prelicensing Review -
& Select this button to Announced v

create a new checklist

Provider Information

Manage Documents:

Manage Checklist Evidence

Pre-Screen Questionnaire

e‘ Cares for children requiring diapers
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5. The new review will have all the items marked from the prior checklist.

O @

Pre-Licensing Visit Collapse/Expand ~ Filter items ¥ All Items ~
Close Hel|
I s —
o . - .
8 of 156 Summary e ™ Using the Electronic Checklist
Navigation
Oofs icensi 2 @& =
B Llcensmg PFOC@ g The selections on the left of the top bar allow you o move back and forth between:
Boof2 Admissions, Provider Records, e & ™ ) . .
Reporting ltems marked unmet from the first prelicensing
checklist will move forward to the second
D306 Aclivities and Equipment Q - . prelicensing checklist.
B50f47 Physical Environment a o - available:
. . « Clear Checklist Data Clears changes made since the data was last uploaded
B0of23 Sanitation and Health e *® L « Preferences allows you to change ELICI's behaviors

Continue this checklist by marking the unmet items met when they are in compliance. Once all items are met,

upload and publish.

If there are remaining unmet items, there are two options to complete the pre-licensing process:

1. Publish the second visit with items marked unmet and create a third checklist with using Move It
Forward. Repeat this process as needed until all items are met. Once all items are marked met,

upload and publish the checklist. OR

2. Publish the second visit with items marked unmet and complete the How Corrected screen and

the checklist will be complete.

Submit the 3324 recommending licensure when all items are met.
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Investigation
Complete an ELICI checklist for every complaint.

1. Goto Provider Profile Page and use the drop-down menu to select Review Type. Complete the Review based
on drop-down, the Visit Date and Announced Visit drop-down selections.

) @ E & B
License Type Review based on: Visit Date
Group Family Day Care (C1) v On-site visit v 09/07/2021
Review Type Exit Interview: Add Another Visit Date
Investigation v Choose o .
Announced Visit:
Licensing/Re-Licensing Inspection
Unannounced
Off-Year Inspection
Change of Premise Inspection-CO Manage Documents:
Change of Premise Inspection Manage Checklist Evidence

Pre-Licensing Visit . .
Pre-Screen Questionnaire
Investigation

& Cares for children requiring diapers

Back Office . .
0 Cares for children who sleep in a non-rigid crib

Drop-In Inspection

e‘ Cares for children who sleep in a rigid crib

2. Gotothe Checklist

e There will be a blank checklist.

e Based on the complaint, build a custom checklist.

e Under Review Type, the orange arrow shows the checklist is currently on Investigation.
e Switch this to All by clicking on the word All. A custom checklist can be created.

Red arrow indicates All.

N —lse -

GEUCETRET-CH ] Investigation Collapse/Expand « Search Filter ltems Y All ltems ~

Close H
P - 2
SR 11— Using the Electronic Checklist
Unavailable 2 2
Navigation
0of0 Checklist Summary B o~ The selections an the left of the top bar allow you to move back and forth between:

- List of Your Checklists shows which checklists you have locally in this device
+ Provider Profiles shows Review and Provider information
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3.  While on All — start building the checklist by flagging items that need investigation.

Note: The search feature has the ability to speed up this process by displaying only those items relatedto the

word(s) enteredin this feature.

& 50« 8.

Investigation Collapse/Expand ~

Review Type: JRCUIE |
_ T—

Filter items Y Al ltems ~

Close Help

Using the Electronic Checklist

The selections on the left of the top bar allow you to move back and forth betwe

- List of Your Checklists shows which checklists you have locally in this devici
+ Provider Profiles shows Review and Provider information
t shows the interactive checklist on the left

Distributions

+ Add People where you can build the Staff table and SP key list
+ Correction Order shows the current draft correction order on the left

On the right side of the top bar yeu will see a link for "Page Options”". The follo}

Unavailable n i
Navigation
6
6 of 331 Checklist Summary e L m
B0of30 Definitions e v ™
. G heckli
@0of20 Licensing Process 0 e & ~
B0of2 Agency Records e v~
available:
B6of 18 Licensed Capacity, Ratios, and Age e G ~

= Clear Checklist Data Clears changes made since the data was last uploaded|

+ Preferences allows you to change ELICI's behaviors

+ Finalize Checklist changes the Status to 'Finalized' and no more changes cal

= lngout

Working through a scenario: The complaint is in regards to the supervision of younger children in care while the
school age children are getting readyto go to school. In this example, the licensor will investigate if the caregiver

provides supervision.

e Inthe searchbox, enter supervision.

Review Type: [:-UBM | Investigation

Collapse/Expand ~

supervision

e My Checklist Summary has now identified all possible items to be included in the Investigation Checklist.
e The flag has been selected for Supervision by a Caregiver. Notice the orange bubble that now appears

showing one item flagged.

6 of 331 Checklist Summary -]
©00f30 Definitions e v ~
Supervision 0O 0O O ¢
@6 0of 18 Licensed Capacity, Ratios, and Age e
Distributions
Supervision - Primary Caregiver 0O 0 0O e |
Supervision by a Caregiver 0O 0 0 =~
Supervision - Use of a Substitute 0O 0 0 i |
0 0f 47 Physical Environment B v w
Outdoor Play Space - Supervision 0O 0 0 e |

November 2021

A citation cannot be issued
to a definition so use caution
when flagging items not to
flag from this section.
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e Once flagged, an option to add an internal note will appear. The user caneither describe what to
investigate in this box and select “Add/Edit Non Public Checklist Note” or simply select “Close”.

 Add/Edit Non Public Checklist Notes
No notes have been added yet.

0 of 1000 characters

& Add/Edit Non Public Checklist Notes
Notes have been added

How are the younger children in care supervised while the school age children are getting ready to go to school.

113 of 1000 characters

4. Ifthere are additional items to investigate, continue the above steps of flagging the itemsin All that are
needed to review.

5. Switch the Review Type from All to Investigation by clicking on the word Investigation and the custom
checklist created.

Review Tyy e:  All Collapse/Expand ~

S ©

Unavailable

Investigation

Total Citations: 0

100%

Checklist Summary

B00f0 Licensed Capacity, Ratios, and Age 8 @
Distributions

November 2021
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Drop-1In

1. On Provider Profile Page: complete the five items pictured below.

A0 = a8

Licensing/Re-Licensing Inspection
Off-Year Inspection

Change of Premise Inspection-CO
Change of Premise Inspection

Pre-Licensing Visit
Investigation

Back Office
Drop-In Inspection

Drop-In Inspection v

e)rop In Type

Choose Drop In Typ
Conditional License Monitoring
Corection Order Monitoring

Other

Notes About the
Provider

2. Gotothe checklist.

A

P Review based on:

On-site visit

Exit Interview:

Choose.

o Visit Date
™

Add Another Visit Date

™ eﬁ\nnounced Visit:

Unannounced

Manage Documents:

Pre-Screen Questionnaire

QAAAAAAAAARQ

Cares for children requiring diapers

Cares for children who sleep in a non-rigid crib

Cares for children who sleep in a rigid crib

Cares for infants or newborms
Has pets

Has liability insurance

Has a New Caregiver

Has a Pool

Provides transportation

Has a deck

Firearms present

Registered to receive public funding

a s (@; & B

N

Review Type:  All | LTS BELG] Collapse/Expand ~ _ Filter ltems ¥ All ltlems ~

I ©

00f0 Summary

November 2021

Total Citations: 0

[+ - I

Using the Electronic Checklist
Navigation

The selections on the left of the top bar aliow you 1o move back and forth batween
* Listof Your Checklists shows which checidists you have locally in this device

+ Provider Profiles shows Review and Provider information

~
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3. Customize the checklist by following the steps 1 through 4 (pictured below). If needed, see additional
details on this in the Investigation section of this manual. The process is the same.

Change Review

Type to All o
yp 22| Search for Supervision
4508w s u
M| Orepdn Inspecion Callapse/Expand = m Filter ltems ¥ All lkems - @
Chacklis Bical Envi 5 Quidoar Play - Suparvisio
0 Total Citations: 0 hecklist | Physizal Envinonment © Qutdoor Play Space - Suparvision 9
Unavallabiz |
cklist Summary -] On-gite supervision is provided by a caregiver for children of less than
school-age when play space is not adjacent fo the residence.
Boc 2 / Lz riEre 0ue A Ref. MN Ruie/Stalube 9502,0425, subparl 2
| Gl.pl.i:inr 0 0 @
D of 18 Licensed Capacity, Ratios, and Age e B
Distnbutions @ Add/Edit Intarnal Lisa Only Notas
‘Supervision - Prirary Camgiver g 0 0 B Ml AUTOECEEED
I Sugerdsion oy a Caregiver 0O 0 0 m
Sugendsion - Lsz af 2 Suastitute o o o
@0of 47 Fhysical Environment 8 8 ® ""
Undate Internal Mot
| Quazonr Play Space - Supervsion o o0 o l'lf—" |
Flag item you want on Optional - Add =
your Drop-In Checklist. comments

* A citation cannot be issued to a definition so use caution when flagging items not to flag from this

section. The example above shows that the definition of supervision is not flagged even though it does
come up in the search.

An example -A list of potential items is created throughthe search of the term hazard.

A 50 & &
Review Type: BWAIBl |  Investigation Collapse/Expand ~ Filter ltems Y All ltems ~
CEEEE—— Tl Gaions:

Checklist / Licensing Process / Hazardous condition

The applicant obtains an inspection from a fire m

B00f 19 Licensing Process -] @ I~ verify the absence of hazard and report to agenc
Hazardous condition a [m] [m] | =] Ref. MN Rule/Statute 9502 0335, subpart 2 A
Correction of Hazardous Condition o o u] | =]
Sl Behavior Guidance e @ od Evidence documents have not been added
‘ @ Behavior Guidance - Standards o o u] | =] | P — —
D0 of 54 Physical Envirenment e @ o ®
Add/Edit Non Public Checklist Notes
‘ PV Water Hazards o o o i | Notes have been added
D00r39 Sanitation and Health e ® =] You can add optional comments here. |
@ Hazardous Activity Materials are Out of Reach a o [m] B
Use of Hazardous Activity Materials o o =] | =]
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4. Select the Drop-In Inspection tab.

=0 k.

. O

[ e 1 PO - QD - T ®

Unavailable

Checklist Summary

Licensed Capacity, Ratios, and Age
Distributions

Supenvision by a Canegiver

Physical Environment

PV Fire Extinguisher Near Kitchen

Fire Extinguisher - Last Service

Bocfo Sanitation and Health

B Hazardous Activity Materisis are Out of Reach

Water Temperature

B20ef0 Caorrection Orders and Conditional

Licenses

B|Oo @a|oo @O

|03 m|O0/3d @|O

#|0o0 &a|OjO & |0

| Requirement to Fost Carmection Order

@0ofl Caregiver Qualifications and Training

Child Development and Leaming and Behavior Guidance
Training - Annual

o ajo

o m|o

Ol 8]0

First Aid - Frequency

CPR - Frequency

SuID

AHT

SUID and AHT - Frequency

SUID and AHT - Off Year

Supenvising For Safety - Ongoing

Foefo Cribs - All

| SUID - Safe Sleep Space

O ejolojololal oo

O mjolojololalola

O & |olojojo]lglola

¥ Cwlv v wlala]w Iq‘l L= F1E q:t q‘l

<

Summary For: Licensed Capacity, Ratios, and Age
Distributions

Bem Amount
Mat L.
4 N

156 items have been identified for this drop
in visit.

Important reminders:

* Keep the flag on your checklist items.
This will be a way for you to sort and
review at a later date if needed.

*If you are at the visit and determine a
licensing violation that is not on your
customized checklist.

1. Change review type to : ALL.

2. Find item, flag item, and identify item as
unmet.

. S/

L]

Open

. From the Home screen, upload the Drop-In Inspection Checklist. This checklist is ready for use.

"O.-"’.

Your Checklists

Reviewld License Holder License Type

5911

4 Add a Review to this Device

November 2021

Current Checklist: N

Review Type

Review Status

- Group Family Day Care (C2)  Drop-In Inspection  In Progress v*

Date Started  License ID

oazo021 [ - Review Actions

Review 5011

Sync Status Review Actions

Retrieve Checkist

Once your checklist is uploaded and in
sync with the DHS server, log out of
ELICI Remove From Devio

Delete From DHS
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Change of Premise and Change of Premise CO
There are two options for Change of Premise in ELICI.

1. Change of Premise: Use this visit type when the provider is not operating at the new site. A Change of
Premise Review document will generate for any unmet items. These items will not show on LIL.

2. Change of Premise — CO: Use this visit type when the provider is operating with children in care at the
new site prior to licensure. Cite 245A.04, subd. 7a(a) as the violation. A correction order will generate
for any violations during this visit. These items will show on LIL.
* Please note- there is the capability to change the review type from Change of Premise to Change of
Premise CO in the middle of the review without pulling a new checklist over.

a0D= & & > u
. . - A
License Type Review based on: Visit Date
Family (A) ™ On-site visit M| 09/04/2019 2] Remove
Review Type Exit Interview: Add Another Visit Date
Licensing/Re-Licensing Inspection |
Off-Year Inspection Choose... ﬂ

Annouced Visit:

Change of Premise Inspection-CO
Change of Premise Inspection ﬂ

Pre-Licensing Visit Announced

Investigation
Back Office

Drop-In Inspection Pre-Screen Questionnaire
@ Cares for children requiring diapers
- @ Cares for children who sleep in a non-rigid crib
@ Cares for children who sleep in a rigid crib
Notes About the @ Cares for infants or newborns
Provider @ rasvess
@ Has liability insurance
@ Has a New Caregiver
v
0 0f 4000 charactars (A Has a PoolWadina Pool
November 2021
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The following is a sample of unmet items during a Change of Premise inspection. These items will not show on

LIL.

Correction order: 1

Correction Order 12928
© Correction Order Details
Click on the Edit Icon ( within a violation to add detail text.

Finalize correction order

1. Citation: Minnesota Rules, part 9502.0425, subpart 7.C
Violation: (7 Combustible items were within 36 inches of the furnace or other heat

source.

d

Citation: Minnesota Rules, part 9502.0425, subpart 7.F
Violation: (7 Exterior doors and windows used for ventilation in summer months were not

screened.

w

Citation: Minnesota Rules, part 9502.0425, subpart 18, item A
Violation: C/" Residence did not meet all guidelines related to electrical services;

A. Electrical receptacles accessible to children under first grade were not tamper proof or
shielded

Checklist / Physical Environment / Combustible Items 36 Inches From Heat

Combustible items are kept at least 36 inches from the furnace or
other heating sources.

Ref. MN Rule/Statute 9502.0425. subpart 7.C

Evidence documents have not been added

Add Evidence Dx it

© Add/Edit Non Public Checklist Notes

No notes have been added yet.

Edit/Review Correction Order Text
CITATION
Minnesota Rules, part 9502.0425, subpart 7.C

VIOLATION

(2 1

Provider Information:

» been made.

Citation

Stat/Rule Item Description

Minnesota Rules, part  Combustible items were within 36 inches of the furnace or other

1 9502.0425, subpart heat source.

7C

Minnesota Rules, part = Exterior doors and windows used for ventilation in summer
2 | 9502.0425, subpart months were not screened.
7F

Minnesota Rules, part Residence did not meet all guidelines related to electrical

9502.0425, subpart services;

18, item A A. Electrical receptacles accessible to children under first grade
were not tamper proof or shielded

Deadline
for
Correction

ANGE OF PREMISE REVIEW
HUMAN SERVICES LICENSING ACT, CHAPTER 245A

Family Child Care 9502.0300 - 9502.0445 Class:

Licensing Worker: Linda2 Lundstrom

On 09/04/2019, a visit was made to determine compliance with the provisions of Minnesota Statutes/Rules prior to relocating your program. The following items were
documented and must be corrected prior to relocating your program. Please submit in writing, documentation of how these items have been corrected and the date the
corrections were made. Sign and date this form and return it to your licensor prior to relocating your program. Your signature certifies that all the corrections listed below have

Date

Corrected How Corrected

09/30/2019

09/30/2019

09/30/2019

>

m

November 2021
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Determination

Annual Checklist No Licensing Violations
ELICI will generate a Licensing Review Report letter when the visit results in no violations.
To generate this letter follow the steps below:

1. Click on the correction order icon.

=0 & S » o

Review Type: All - Collapse/Expand ~ Search

Filter ltems ¥ All ltems ~

2. Click on the printer icon.

PO

il
£
(w)
A ]
e

Sort Citations

3. A new window should open displaying the document.

ﬂ

License Number BB & Family Child Care)
Program Location:

LICENSING REVIEW REPORT

Dear I

On D4/29/2021, a licensing investigation was completed at the (NGNS farmily child care program. There
were no violations of licensing requirements found during the licensing investigation.

Scope of review

The ing review d li with the provisions governing family child care programs, Minnesota
Rules, parts 9502.0315 through 95{!2 0445 (Rule 2), Minnesota Statutes, Chapter 245A (The Human Services
Licensing Act); and Minnescta Statutes, Chapter 245C (The Background Studies Act),

Questions

If you have any further questions regarding this matter, you may contact me at .

Sincerely,

Linda2 Lundstrom, Licensor

4. Use the print function in the browser to print the document or electronically email it to the provider.
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Annual Checklist with Fix-It Ticket

How Fix-It Ticket items will appear in ELICI

The sample picture below demonstrates a Fix-It Ticket item as it appearsin ELICI. There are two line items for
the same regulation. Thefirst line item is the “parent” item that when marked unmet will issue a correction
order (marked A in the picture). The second is the Fix-It Ticket [Fxt] item (marked B in the picture) that when
marked unmet will issue a Fix-It Ticket. Select only one line item of the two (either A or B shown in the

example below).

For each Fix-it Ticket eligible violation, we have included instructions that show up on the right-hand side of the

tool when that Fix-it Ticket item s clicked.

& =0 & n

ing/Re-Licensing

Review Type: Al | K

Summary

6 of 269

Collapse/Expand ~

0043 Physical Environment

[+]
(1]
a

+]

B0of38 Sanitation and Health

No Dirt Rubbish or Peeling Paint

+ PV Pest Control via Use of Chemicals

PV Indoor Garbage or Rubbish Containers

® Toxic Substances are Inaccessible

@ Firearms

Ammunition storage

E Hazardous Activity Materials are Out of Reach

Use of Hazardous Activity Materials

First Aid Kit

@ First-Aid Kit Contains Required Iltems
B [FxT) First-Aid Kit Contains Required Items

First Aid Kit accessible

C|Og=j O|0| 0| 0| 0] OjO|Oj Ol O

First Aid Kit Taken on Field-Trips

O|O|Oj=] O|O| 0| 0| DO| 0| D0|O| 0| 0| o

® Emergency Preparedness

B Designated Severe Weather Cover Area

® [FxT] Designated Severe Weather Cover Area

Fire Escape Plan

@ Fire Escape Plan Includes

B Safe Transportation of Children

Separate Hygiene items

[FXT] Separate Hygiene ltems

Jjojojojojolo
JJOo|ojojojojo

Podibine

November 2021
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~

- ice pack and/or cold pack

- oral or surface thermometer
- mild liquid soap

- tape

« first-aid manual

Ref. MN Rule/Statute 9502 0435, subpart 7

This Item is a Fixit Ticket

Ineligible due to previous violation or curn eview type

INSTRUCTIONS

During a licensing/relicensing/off-year inspection, issue a Fix-It Ticket if one item from the
list of required items is missing from the first aid kit and the license holder was not issued a
CO or a Fix-It Ticket for this violation at the p lic g gloft-year
inspection.

THE PROVIDER HAS A PREVIOUS VIOLATION:

Open Previous Violations

Evidence documents have not been added

A D

© Add/Edit Non Public Checklist Notes
No notes have been added yet

Filter items Y Al ltems ~ @
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Howto Mark a Fix-It Ticket Violation in ELICI:

Example One: Provider updated her policies and updated policies were not in writing. Provider is eligible for a
Fix-It Ticket for this item. Corrections were not made during the visit.

33
37 of 269 +2 =N Ssummary pEETEE= v -
@10f3 Admissions, Provider Records, Reporting 0 w» .
PV Provider policies are in writing ] O
- PV [FxT] Provider policies are in writing O -]

The parentitem is listed above the Fix-it Ticket item. Do not mark the parent item when the

provider is eligible for the Fix-it Ticket. Instead, mark unmet on the Fix-it Ticket item
(indicated by [FxT]).

The correction was not made on-site, therefore, a deadline for correction will read as
“Correct within 48 hours” on the Fix-it Ticket.

Example Two: The provider did not have mild liquid soap in her first aid kit and corrected this on-site. The
provider is eligible for a Fix-it Ticket for this item.

ﬂbe&rﬁ

RETETRET SV B Licensing/Re-Licensing Inspection Collapse/Expand ~ Search Filter tems Y All ltems ~

n S0 =1 —Filter By— ~ 4 - Checklist / Sanitation and He

4]

E@50of 38 Sanitation and Health
Mo Dirt Rubbish or Peeling Paint

Pest Control via Use of Chemicals

The first-aid kit contains
* bandages

+ sterile compresses

* SCissors

The parent item, or first line, should not be
marked met or unmet; instead, markthe [FxT]
item as unmet.

* ice pack and/or cold

+ oral or surface therrr

* mild liquid soap

0Ol0O|0|0OjOojo|O|DOlO
0O/0|0|0OjOj0O|0O|0O|0O| o

First Al mit

@ First-Aid Kit Contains Required ltems

@ [FxT] First-Aid Kit Contains Required ltems
- PV First Aid Kit accessible

First Aid Kit Taken on Field-Trips

* tape

11

DDDDDDDDDQQDDDD@

+ first-aid manual

Ref. MN Rule/Statute 9502.04

& Emergency Preparedness

HUHUUIUHHTIUTIHHU’

0|]O|0ojofl O
0| 0| 0|Oo

® Designated Severe Weather Cover Area This Iltem is a Fixit Ticket
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Sub-items for The first-aid kit contains all required items.

€ Showing ALL sub-items (no filtering).

Bandages (first-aid) OMet OUnmet ONot Reviewed

Sterile Compresses (first-aid) OMet OUnmet ONot Reviewed

Scissors (first-aid) Oet OUnmet OMot Reviewed In thIS eXampIe, there are multlple items
Ice Pack/Cold Pack (first-aid) OMet OUnmet ONot Reviewed tO thIS regulation. F|nd the one that
Thermometer (first-aid) OMet OUnmet ONot Reviewed a ppl ies a nd se IeCt unmet.

Mild Liquid Soap (first-aid) Oet iﬂUnmet ONot Reviewed

Tape (first-aid) OMet OUnmet ONot Reviewed

Manual (first-aid) OMet OUnmet ONot Reviewed

Save Marked Sub-items

a4 50 & &
Licensing/Re-Licensing Inspection Collapse/Expand ~ first

Cancel

Filter ltems Y All ltems ~

No notes have been added yet.

Review Type: All |

Total Citations: 27

o S EA --Filter By-- ~

Edit/Review Correction Order Text
CITATION
Minnesota Rules, part 9502.0435, subpart 7

Lu;

@203 Sanitation and Health @ + =
VIOLATION
- First Aid Kit u] O O
et AeE F First-aid kit was missing:
- PV © First-Aid Kit Contains Required Items m] O o =] « mild liquid soap
- PV @ [FxT] First-Aid Kit Contains Required Items m] -] O | =]
ADD TEXT Click to add custom text to the correction order.
- First Aid Kit accessible m] O O |~}
- PV First Aid Kit Taken on Field-Trips 0 O ] =]
[©10f 30 Caregiver Qualifications and Training a S Add Violation Text
- PV [TA] First Aid- Initial @ 0 O ] | =]
- PV Pediatric First Aid - Qualified Trainer @ ] (=] (m] | ~] EREEES G
- PV [TA] First Aid - Frequency & u] O O | =}

In this example, the provider added mild
liquid soap to the first aid kit while the

licensor was there. When corrected on-
site, click the box Corrected on-site.

DO NOT PUBLISH THE CHECKLIST until it has been determined that the Fix-it Ticket item was corrected orthe
time has lapsed and non-compliance has been determined (See Fix-it Ticket Resulting in a Correction Order

below)

November 2021
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Issuing a Fix-It Ticket

Pwonop

Go to the Correction Order Icon
Go to the Fix-it Tickets tab
Enter the dateissued

Enter the correction date (the FIT will print “Correct within 48 hours” regardless of the date entered)

a5

0

Correction order: 1

Fixit Ticket Items

Date Fixit Ticket Issued:

09/09/2019 =]

1. Statute/Rule: Minnesota Rules, part 9502.0425, subpart 1.B
Assistance Item: (7 The basement was hazardous.

Click on the Edit Icon ( within a Fixit Ticket ltem to add detail text.

Fix It ticket items show up here. You can now
print the [Fxt].
Enter in Date issued and to correct violation by.

Checklist / Physical Environment / [FxT] Basement is safe

The basement is free of hazard

Ref. MN Rule/Statute 9502.0425. subpart 1.B

This Item is a Fixit Ticket

INSTRUCTIONS

During a licensing/relicensing/off-year inspection, issue a Fix-It Ticket if the provider has an
egress window(s) in the basement that has not been cleared of snow that fell within the
previous 24 hours and the license holder was not issued a CO or a Fix-It Ticket for this
violation at the previous licensing/relicensing/off-year inspection.

Evidence documents have not been added

A i D

© Add/Edit Non Public Checklist Notes

No notes have been added yet.

Edit/Review Correction Order Text
CITATION

Minnesota Rules, part 9502.0425, subpart 1.B

VIOLATION

The basement was hazardous.

Basement egress filled with snow.

34 of 2000 characters
Add Violation Text
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5. Click on the printer icon to print preview

a = =20 U , td

scklist | Phvsic =xT] Basemenl =
Comection order: 1 Fixit Tickets Checklist / Eysic |ExT] Basemenl is safe

Fixit Ticket Items

Date Fixit Ticket Issued: The basement is free of hazard

Ref. MN 9502 0425 subpart 1.6
0473002021 =)
Click on the Edit lcon 3 within a Fixit Ticket Item to add detail text. This Item s a Fixit Ticket
1. Statute/Rule: Minnesota Rules, part 9502.0425, subpar 1.8 INSTRUCTIONS

Assistance ltem: (% The basement was hazardous. :
G During a licensing/relicensing/off-year inspection, issue a Fix-It Ticket if the provider has an egress

6. Print the Fix-it Ticket

Fix-it Ticket looks like this:

m DEPARTMENT OF
HUMAN SERVICES
Fix-it Ticket: Minnesota Statutes, section 245A.065

License Holder's Name:
License Number: N Family Child Care)

On 01/03/2020, an annual licensing review was completed to determine compliance with the provisions of Minnesota Statutes/Rules. Although violation(s) of licensing
regulations were documented on the visit, it was determined that the violation(s) identified below are eligible for a Fix-It Ticket in lieu of a correction order.

l S(ilatt?g:'l‘e Violation Description Cog;ect How Corrected Co??etgted

Minnesota Rules, part | Bottles brought from home were not labeled with the child's Correct
1 9502.0445, subpart name. within
3.D 48 hours

License Holder Response Required

For each violation that was not corrected on site, the violation(s) must be corrected within 48 hours (excluding weekends and holidays). Please submit the completed Fix-It
Ticket and documentation of how the violation was corrected to your licensor within 7 calendar days following the 48 hour period. Your signature certifies that the corrections
have been made.

Failure to Correct the Violations

If the violation(s) are not corrected on site and the Fix-It Ticket and documentation of how corrected submitted does not show compliance; OR the evidence was not submitted
within the timeframe above, a correction order will be issued for the violation(s). If a correction order is issued, the provider has the right to request reconsideration from DHS.
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Fix-It Ticket Resulting in a Correction Order
IF a Fix-it Ticket item is not corrected within the required timeframe, issue a correction order for this violation.
1. Log into ELICI and open up the checklist where the Fix-it Ticket was issued from

2. Select the correction order icon and follow A-D in the image below

How Corrected

Description Deadline for How Corrected
Citation Stat/iRule Correction Date Corrected
1. Minnesota Rules Fixit: Immediately = se__ Iff!fesu\l
part 8502.0335 The provider has nol posted the leense in the residence in & Fix-it ticket corrected
subpart 10 prominent place Citatien lssued
Merged with parent citation
2 Minnesota Rules, The pravider did not follow age distribution requiremants Immadiataly - Choose How Comected v
part 9502.0365,
subpart 1.8
Under
Appaal
r T

A. Select Correction Order Icon
B. Select 'How Corrected' Icon

C. Select - Citation Issued
D. Select Correction Order Icon again- this will

take you to the correction order section.
N— —

3. Go to newly created Correction Order

Notice in the sample below, a correction order was previously issued and a new one has now been
created (Correction Order 2) for failure to respond to the Fix-it Ticketin 48 hours.
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Follow the steps from A-F to issue and finalize the new correction order.

®==20

Correction order: 1 Correction order: 2 A Update Notes

Correction Order 1605 Edit/Review Correction Order Text
CITATION

0 Correction Order Details
Date Correction Order Issued:

Minnesota Rules, part 8502 0435, subpart 7

07/05/2018 ) VIOLATION
First-aid kit was missing
Return to Agency By: -ice pack or cold pack
x | & ADD TEXT Click
Click on the Edit Icon ( within a violation to add detail text.
1. Citation: Minnesota Rules, part 95020335, subpart 10 Add Violation Text

Violation: ( The provider has nol pasted the license in the residence in a prominent place.
[ corrected on-site

Deadline for Correction

07/04/2018 &

A. Select Correction Order 2

B. Select Correction Order Details -Enter in Dates for when
correction order is issued and to be returned.

C. Enter in any dates for correction and/or violation text.

D. Print CO and copy for your agency

E. UPLOAD your checklist

F. Finalize this correction order when done.
S

— —~
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Unmet items

1. When an itemis out of compliance, select “unmet” for thatitem. Selecting “unmet” will offer the
citation reference and the plain language violation text on the right side of the screen.

A =0 &8 | - > @
Review Type: All | EREREET Collapse/Expand ~
Filter ltems T All ltems ~
Checklster v 2405 N © Add/Edit Internal Use Only Notes "
No comments have been added yet.
Edit/Review Correction Order Text

@10f2  Admissions, Provider o v~ CITATION

Records, Reporting )

Minnesota Rules fart 9502.0405, subpart 3
Provider policies are in writing
B Policies are available for discussion VIOLATION
e R Provider did not have written policies available for discussion with
@40f9  Activities and Equipment c@ = parants or the agency.
®00f31  Physical Environment e wo ADD TEXT Click to add custom text to the correction order
®30f28  Sanitation and Health = w
B®30f17  Water, Food, and Nutrition 2@ ~ Add Violation Text
(0of2 Application for licensure E @~ [l corrected on-site
B0of2 Systems and Records 2@ Deadline for Correction
(0of2 Correction orders and B ™ v & v
2. A box under the violation text is available to enter custom text regarding the violation. This will not
show on LIL; it will only show on the correction order itself. Do not enter names here.
A =0 & & ® o

Review Type: All |

Filter tems 'V All Items ~

®J AQo/Ean Internal Use Unly Notes
No comments have been added yet. ~

Checklist Summary ~

Edit/Review Correction Order Text

Restrictions
CITATION
B2of2 Admissions, Provider ﬁ o Minnesota Rules, part 9502.0415, subpart 7
Records, Reporting
W VIOLATION
= e Activities and Equipment = The provider did not have a mat, cot, bed, sofa, or

- B General Activities 000 P sach toddler in care.
[ OEqupment 2B E = CUSTOM TEXT ENTERED HERE
k B Newborn and Infant Activities OO0 e
T B Newbomn and Infant Equipment 00 e .
L @ Toddler Activities 0O 0 =] Add Violation Text
- Teddler Equipment 08 0w
L @ Preschooler Activities 00 0OBR [l corrected on-site
- Bschool-age activites ooop Deadline for Correction
L Preschooler equipment 000 P r
: . S - B v
B0 of 31 Physical Environment B % — —

November 2021



3. At a minimum, select a deadline for correction. If one is not selected, the tool will default to
“immediately”.

O6)
® |

Click on the Edit Icon (7 within a violation to add detail text. . Minnesota Statutes, seclion 245A.14, supdivision 11.a.2
1. Citation: Minnesota Rules, part 9502.0345, subpart 2 VIOLATION
Violation: (7 The provider has not maintained the privacy of the 1 of 1 (C1) children's records.
O Manually Edit Text @

The license holder did not obtain written consent from a parent or legal guarc

2. Citation: Minnesota Rules, part 9502.0435, subpart 16, item F C .
use the swimming pool at the family home or group family day care.

Violation: (7 Provisions for the care of ill children and the administration of medicine were not followed;
F. (1) the provider did not obtain written permission from 1 of 1 (C1) parent prior to administering ADD TEXT Click to add custom text to the correction order.
medicine, diapering products, sunscreen lotions, or insect repellents.

3. Citation: Minnesota Statutes, section 245A.14, subdivision 10
([ The license holder did not obtain written consent from a parent or legal guardian before

Add Violation Text

Violation:

allowing 1 of 1 (C1) to use a wading pool.
Corrected on-site

4. Citation: Minnesota Statutes, section 245A.14, subdivision 11.2.2
Violation: CI; The license holder did not obtain written consent from a parent or legal guardian

Deadline for Correction

before allowing 1 of 1 (C1) to use the swimming pool at the family home or group family day care. ]

5. Citation: Minnesota Statutes, section 245A.14, subdivision 11.a.3
Violation: (' The license holder did not enter into a written contract with 1 of 1 (C1) parent or legal
guardian, agreeing to comply with requirements.

6. Citation: Minnesota Statutes, section 245A.14, subdivision 14.b -

4, If the violation was corrected on-site, click the Corrected on-site box.

& =0 & .
Licensing/Re-Licensing Inspection
G () Tt Crtons: 2
THE PROVIDER HAS A PREVIOUS VIOLATION:
2 )

Open Previous Viclations

Filter ltems Y All ltems ~

B0of2 Licensing Process e o = Evidence documents have not been added
@6of 11 Licensed Capacity, Ratios, and Age Distributions e @ ~ Evidence Dt
B0ef2 Reporting to Agency e ¢ = © Add/Edit Non Public Checklist Notes
No notes have been added yet.
B0of6 Behavior Guidance e @ I~
a Edit/Review Correction Order Text
iSsi i 4| 5
B@10f3 Admissions, Provider Records, Reporting [+] @ -~ CITATION
®00f10 Activities and Equipment e & T~ Minnesota Rules, part 9502 0445, subpart 1
©10f43 Physical Environment e @ -~ VIOLATION
There was not a safe water supply in the residence.
@50 38 Sanitation and Health s @ O
ADD TEXT Click to add custom text to the comection order.
B10f19 Water, Food, and Nutrition ﬁ @ ~
- PV Safe Water Supply o -] a =]
- PV Safe Well-Water a [m] a =] Add Violation Text
- PV Accessible Drinking Water o (@] a =]
- Separate/Single-Serve Cups =] [m] o =] O Corrected on-site
-PV Milk [5] ] 5] =]
. PV Well_Ralancad Meale and Qnarke n [ n [ =]
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Issuing a Correction Order

Once an item is marked unmet, it will create a correction order.

©® N

Click on the correction order icon
Complete the issue date and returnto agency date
View eachviolation
a. Add pertinent violation text
b. Entera deadline for correctiondate or correction on-site indication
Print preview by clicking on the printer icon to view the document. If the document is accurate, it
can printed.
Upload (from the Home screen)
Finalize the correction order
Publish the checklist (The status of the checklist should now say published with a padlock symbol)
Issue the correction order to the provider

DENAVION JUIUENGeE pIovided Dy Caregivers Is CONsirucuve, posiuy
and suited to the age of the child and includes methods of 4 A
intervention, guidance, and redirection.

Refl. MN Rule/Statute 9502.0395, subpart 1.8

Correction order. 1

Correction Order 23473

Date Correction Order Issued:
Evidence documents have not been added

05/07/2021
Return to Agency By:
% g €© Add/Edit Non Public Checklist Notes
No nates have been added yet
Click on the Edit Icon (& within a violation to add detail text. Edit/Review Correction Order Text
1, Citation: Minnesota Rules, part 95020395, subpart 1 CITATION
Violation: (% Caregiver's guidance to children did not help them learn positive self- Minnesota Rules, part 9502.0395, subpart 1.8
concept, seli-control and acceptable Denavior
VIOLATION
2. Citation: Minnesota Rules, part 9502.0395, subpart 1.A Caregiver's guidance was not constructive, positive, or suited to age of children, including
Violation® (% Provider did not discuss methods of behavior guidance with parents or methods of intervention, guidance, and redirection.

consider parental input in behavier guidance.
ADD TEXT Click to add cusiom lext o the comection order

3. Citation: Minnesota Rules, part 9502.0395, subpart 1.8
T
Viplation: (% Caregiver's guidance was nol constructive, positive, or suited to age Add Violation Text
of children, including methods of intervention, guidance, and redirection.

[ corrected on-site

Deadline for Correction
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Separating items for Issuing Multiple Correction Orders

There is the ability to separate items into multiple correction orders based on deadline for correction. For
example, when a fence needs to be installed and it is currently winter or training needs to be completed but the
next course isn’t offered in the next few weeks. Violations can be separatedinto ones that need correction now
verses items that may take longer to correct.

Go the correction order icon

Find the correction order with all the violations listed

Click on the Manage Correction Orders icon (see A in the picture below)

Click on Add a New Correction Order (B)

Select the violation(s) to move over and drag and drop theminto the right hand side to create a new
correction order (C)

6. Update CO Violations (D)

7. Repeat 3-6 for as many violations that need separate correction orders
8. Upload

9. Print preview (if satisfied print them now)

10. Finalize each correctionorder

11. Upload

12. Publish the checklist

13. Issue copies of all correction orders to the provider

ik wNe
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w
i

®

Birection order: 1

Choose CO Violation Location

Correction Order 1865
© Correction Order Details

Click on the Edit Icon (z within a viclation to add detail text.

Finalize correction crder

Available Correction Orders Add a New Correction Order

Correction Order Id: 1865

EThu equipment was not saf...

1. Citation: Minnescta Rules, part 9502.0415, subpart 3
Violation: [ The equipment was not safe and in good repair.

{The quantity of equipment...

{Ammunition was not stored...

2, Citation: Minnescta Rules, part 95020415, subpart 3
Violatien: (7 The quantity of equipment was not adequate for the number and ages of children in care

3. Citation: Minnescta Rules, part 9502.0435, subpart 5
Violafion: (7 Ammunition was not stored in a locked area

Print separate correction orders

A. Select lcon

B. Select 'Add a New Correction Order'

C. Move over items you want on a separate
correction order.

Repeat as needed.

D. Update CO Violations

Remaove CO 1865

U;(te COViolations  Cancel

Choose CO Violation Location

Available Correction Orders

o §

Correction Order Id:
TEMP_1531335948551 ‘

Correction Order |d: 1865

;Ammunlﬂun was not stored... :

EThe quantity of equipment...

{The egquipment was not saf...

Remove CO 1885
Remove CO TEMP_1531335948551

Update CO Violations Cancel
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Failure to Comply (With a Previously Issued Correction Order)

When a correction order is issued and the provider fails to respond, issue a correction order for failure to
comply.

1. Startin ELMS, find this provider, and choose “visit” to start a new checklist
2. Log into ELICI
3. Select “Start a New Review for this Provider”
4. Enter information on Provider Profile Page
a. Reviewtype is “Drop-in Inspection”
b. Dropintypeis “Other”
¢. Review based on “Off-site”
d. Activity date: Enter the date the violation was created
A= & &
License Type Review based on: Activity Date
Group Family Day Care (C2) v Off-site hd 11/15/2021 8
Review Type Exit Interview: Add Another Activity Date
Drop-In Inspection v ‘ Choose Q‘ .
| J Announced Visit:
Drop |n Type Unannounced
Other v Manage Documents:
5. Go to checklist and select “All” under Review Type

Total Citations: 0

1
Summary B v 4 B8
@00cf36 Definitions Qe ®
@0oof19 Licensing Process e @
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6. Mark Failure to Comply unmet. To find this item, look for the section labeled Licensing Process and
expand it or type in the search feature “comply”.

All items in ELICI will display.

a. Additional violation text may be added.
b. Enterin deadline for correction.
c. Afine for non-compliance can be recommended.

a@ = & B ® o
Edit/Review Correction Order Text .
I O Total Grations: 1 CITATION
lJ 6 Minnesota Statutes, section 245A 06, subdivision 3
. . 1 1 VIOLATION

210719 Licensing Process 8 @
The license holder has not cormrected the violations specified in the correction erder or conditional

‘ Failure to Comply ]} O m | license

B0af 1 Application for Licensure v -

‘ B commissioner's Right of Access Failure to correct items identified on Correction Order issued on 4/2/21.

0
o
0
T

Add Violation Text

[ corrected on-site

Deadline for Correction

05/07/2021 ]

7. Go to correction order icon
8. Issue the correction order to the provider
9. Upload checklist

10. Finalize the correction order

11. Publish checklist
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Temporary Immediate Suspension (TIS) Process

Do not finalize any correction orders on this checklist. Just leave the violations marked unmet.

When issuing aTIS, please consult with a DHS staff member.

Once the TISis issued and enteredinto ELMS, the data will transmit after the overnight process and the checklist

can be put into the TIS status.

Steps to follow to enter aTIS:

1. Startwith the ELICI techinfo box found by clicking on the widget in the top right hand corner.

2. Click onthe TIS tab.

ELICI Tech Info

Tech Info lds Review Event Log

Temporary Immediate Suspension

When a TIS has been issued and you have been instructed by DHS, fill out the date field
below, Attach a TIS and then Issue TIS

Date of TIS:

04/08/2021 ]

Attach a TIS

If you need additional technical assistance, please contact family systems by email at
dhs FCClicensing@state mn us

3. The screen below will be displayed. Click on Temp Immed Suspension.

Note: If a pop-up window appears that reads “no licensing actions found for this provider”, it means the

overnight process of moving the data from ELMS has not happened yet. If it has been more than one
day and this message appears, notify us. ELICI will not allow a TIS status until this is resolved.

4. Click on “Attach Selected Action”.

Licensing Actions

Choose a Licensing Action Below:
Licensing Action Id: 42283 - Issue Date: 11/01/2013

Action Types.

O o ITE Sapan -
‘ Altach Selecled Aclion | Remove All Licensing Aclions Cancel
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5. Inthe nextscreen (pictured below), enter the date the TISwas served to the provider.
6. Click “AttachaTIS".

ELICI Tech Info

Tech info ids Review Event Log TIS

Temperary Immediate Suspension

Whnen a TIS has been issued and you have been instrucied by DHS. fill out the date field
below, Attach a TIS and ihen Issue TIS.

Date of TIS:

—— T

TIS info

Licensing Action’ Temp immed Suspension; ELICH id. 67720

‘ ainats T

Il you need add ical assistance. please contact family systems by email at

7. The checklist will then be complete. Review status will say ‘Licensing Action Issued’. Remove checklist
from the device.

Shown below is the How Correction Order/How Corrected Screen after TIS is selected.

Checklist with unmet item

/

Cortcton order. | Closa Holp

Using the Electronic Checklist
Navi

Correction Order 8851 - no co issued

o orge oot
Gick o the Edtcon g witin  vioaton o add detal fext Correction Order
becomes blank

foraTIS

How Corrected

See Licensing Action

Under Appeal

Add/Manage Evidence Documents ~ Evidence documents have been added

How Corrected auto completes as
'See Licensing Action"
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Adding/Manage Evidence and Documents

There is the option of uploading evidence and/or documentation for each item that appearson the checklist.
Often, in cases that result in TIS, there are documents, videos, photo, or audio evidence.

Let’suse the example of a home being really dirty and full of garbage.

1. Markitem as met or unmet.

2. Onthe right hand side of the screen, select “Add/Manage Evidence Documents”.

Here’show this feature will look:

Select to add document, photo,
video or audio.

OEE)

[PV SIVIN]  Licensing/Re-Licensing Inspection

Evidence documents have not beg

Add/Manage Evidence Documents
@10f34 Sanitation and Health a

Pest Control via Use of Chemicals

Add/Edit Non Pu
. . R No notes have been added yet.
Licensing violation

marked unmet.
FLAG item

3. A pop-up window will open. Click on “Add New Document” (labeled #1in photo)
4. Click on Browse (labeled #2) and find the evidence documents

5. Enterthe document description and click on “Upload/Attach Evidence Documents). (labeled #3)
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Evidence Documents

Documents Linked to Requirement 568
“The residence is free from accumulations of dirt, rubbish, or )
peeling paint.” Select Evidence

{C:Users\PubliciPicturest!_Browse... |

Add New Evidence

Description Type Remove

No Documents Attached Document Description

e.g. Image of Training Document’
R v st s

Evidence Documents

Documents Linked to Requirement 568

"The residence is free from accumulations of dirt, rubbish, or SUCCGSS I
peeling paint.”
Document has been added
Description Type Remove
Chrysanthemum jpg Jpg Remove

Add New Decument Link Existing Document

Close

To verify that ELICI captured the documentation, select the checklist item. ELICI will confirm “Evidence
documents have been added” on the right side panel.

LCIEIEN LICS
LEVER S B Licensing/Re-Licensing Inspection Collapse/Expand ~ Fitter ltems Y Flagged ~ ®

unavailable

Summary

Sanitation and Health
No Dirt Rubbish or Peeling Paint.

X, rubbish, or peeling paint.

Pest Control via Use of Chemicals @

vidence documents have been added

Add/Manage Evidence Documents

Add/Edit Non Public Checklist Not,

No notes have been added yet.

Review Correction Order Te

Add Violation Text

Corrected on-site

Deadline for Correction
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How Corrected

How Corrected Choose How Corrected

Citation StatRule Description Deadline for Correction

1. Minnesota Rules, part 9502.0435,  The residence was dity, had rubbish, or had peeling paint Immediately

subpart 1

Under Appeal

Add/Manage Evidence Documents  Evidence documents have been added

Any item that is uploaded via this method will automatically be sent to DHS's FileNet instantly —in real time. The
documents/evidence can be viewed in ELMS under the Mon. Acts tab.

DEPARTMENT OF Electronic Licensing Management System (ELMS)

HUMAN SERVICES

Change Password || Logout

License Details

Logged in as: shan stewarti@state mn.us

License Name:
Rafrash Pagy

Bummary | Relationships | Services | License History Restrctions | Licensing Actions | Vanances | Fines | Service Class Info

DHS Next Licensing Review Date:

Monitoring Activities from ELICI

Activity Date Visit Type Review ID Outcome Review Status More Info
0511172021 Licensing/Re-Licensing Inspection 5969 Mot In Compliance Published N | View Review Details
View Fix It Ticket(s) | View Event Log
| Vigw Viglation(s) |
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Managing How Corrected Evidence

This feature allows the ability to quickly attach the same piece of evidence to each violation that it pertains to.
It’saccomplished on the How Corrected screen.

Click on the Manage How Corrected Evidence button located on the How Corrected screen.

a4 = =0 ®

How Corrected I

Citation Description Deadline for How Corrected
Stat/Ruls Corraction Date Correctad

1. Minnescta  In-person or online SUID andior AHT training was not Immediately -
Statutes, repeated at least once every two years.
section
2454, 50, Under
subdivision Appeal
Se

Ghoose How Comected

AddManage Evidence Documents  Eviderce documents have

il Been added

1. There are two different options to choose. Add new evidence or selecting existing evidence.

2. On the right hand side of the screen, all violations that are markedare shown. Attachas many as needed by
individually clicking the box next to them or clicking the top option of attaching all listed items to the evidence.

3. Click on add/update linked items

Evidence Documents

Add New Evidence/File How Corrected items = Add/Update Linked ltems

1 [J Add New Evidence

Select Evidence Link to
Browse... Evidence Item Text

GR

Attach All Listed Items to Evidence
Existing Evidence

OR piCk' In-person or online training in reducing the risk of
Description Type Action i divid ually, sudden unexpected infant death and/or abusive
e

head trauma was not repeated at least once

evidence three Jlofe} Add/View Violations for every two years.

evidence three
Video training in reducing the risk of sudden
unexpected infant death and/or abusive head
trauma was not repeated when not completing in-
person or online training.

Car seat training was not received from an
approved instructor.

License holder and/or caregiver did not complete
supervising for safety training each year.
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Evidence Documents

November 2021

Add New Evidence/File How Corrected items = Add/Update Linked ltems
[ Add New Evidence
Select Evidence Success!

Browse... :

Your new evidence was successfully
added.

Existing Evidence
Checked items will be attached to jellyfish

Description Type Action
Link to
jellyfish ipg Add/View Violations for Evidence Item Text
jellyfish
O Attach AJl Listed Items to Evidence
O Non-grade level escape windows did not meet
minimum square footage openings.
O Door to attached garage did not meet fire safety
requirements.
7] Stoves or heaters blocked fire escape paths.
O Hot surfaces or heat sources were not protected
when in use.
O Doors and/or windows did not have screens.
O Provider did not comply with seat belt and child

- opassengerresfraintsvstemstandards.
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Completing the How Corrected Function

Pictured below is a published checklist. It includes multiple citations and displays examples of the How
Corrected feature.

In the example below, green arrows show licensing violations that were resolved on-site prior to the checklist
being published. Red arrows identify items the user needs to record how the licensing violation was corrected.

Steps to update How Corrected for a completed checklist.

A. Open checklist, select correction order icon

B. Select How Corrected icon

C. Enterin datecorrectedand select from the drop- down for how corrected (see the next
section)

D. Upload the How Corrected data

E. Publish How Corrected when done

»
L
fili

‘*0\

How Corrected

Citation StatRule Description Deadline for Corection  Date Corrected How Corrected

nesota Rules, part Fixit mmediately — Ficit Gicket conected =
335, subpart 10 The provider has not posted the license in the residence in a prominent place. R \
Corrected during on-site visit

2 Minnesoia Rules, part Fixit: 10172018

i}

No action needed

95020425, subpart 5 Dior to afached garage was not el closing . 8 Ciaton issued ] for corrected on-
Docuetzion st ¥ site items.
[ Under Appeal
3 Fire extinguisher was not maintained as required 10222018 ’ s s
[ Under Appeal
nesoia Rules, part Residence did net meet all guideiines retated to electncal services, Immediately " - Corrected during on-site visit

5, subpart 18, item cal receptacles accessible to children under first grade were not tamper

proof or shielded. [ Under Appeal

Fixit: 101712018
Food requiing refigeraton was not ket at or below 40 degrees Fahvenheit

e

Faxitcket corected

[<

6 Minnesota Siat The license holder did not check al their cribs' brand names and mode! numbers 1011712018
245A146, subdivision 33 against the U S. Consumer Product Safety Commission (USCPSC) website
annually.

Choose how
violation was
corrected from

drop down

3

10312018

Documentation submittedApproved
mittedPen ova

‘This review is finalized. Data on this scregmMUST be uploaded to DHS with the button below.

Enter in
date
corrected

Upload How Corrected Data
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How Corrected options

Choose from the drop-down menu items to record the outcome to the violation. Fix-it Ticket items will
have different drop-down menu selections (found in the next section).

Citation
StatRule

1. Minnesola
Rules, part

9502 0425,

subpart 1

November 2021

How Corrected

Documentation submitted/Approved- select this option when a correction order comes
back signed from the provider indicating the violation was corrected.

Documentation submitted/Pending Approval- when selecting this option, ELICI will not allow
the checklist to Publish the How Corrected. It will remain at this status until the violation is
resolved. Some examples where this may be used would be a fence that needs to be
installed or training that can’t be completed yet.

Not corrected- select this option when the deadline for correction has past and the provider
has not responded. Create a new checklist with a violation issued for non-compliance.
Correction verified during follow-up visit- select this option if a follow-up visit shows the

violation is resolved.
See Licensing Action- only use this option when DHSinstructs to do so.

# s =a0 » o

Description Deadline for
Correction

A minimum of 35 square feet of usable indoor space is Immediately
not available for each child

Add/Manage Evidence Documents Eviden
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How Corrected Fix-It Ticket - Corrected On-Site

In this example, the Fix-it Ticket is the only citationand has been corrected on-site. Issue the Fix-it Ticket to the
provider.

ﬂbauﬁ » o

How Corrected

Citation Description Deadline for How Corrected
Stat/Rule Correction Date Corrected

1. Minnesota Fixit: Immediately
Rules, part First-aid kit was missing mild liquid soap.
©502.0435,
subpart 7

03/29/2018 B Fix-it ticket corrected {EI

Fix-It Ticket item was corrected on-site, during the visit.
Licensor marked this as corrected being on-site.
How Corrected will auto fill Fix-It Ticket violation as being
corrected on the date of the visit.

Fix-It Ticket Item Corrected Within 48 Hours and Documentation Returned

In this example, the Fix-it Ticket is the only citation; violation is resolved within 48 hours.

s ) » n
®®

a“ =

How Corrected

Manage How Corrected Evidence

Description Deadline for How Corrected
Citation Stat/Rule Correction Date Corrected
1. Minnesota Rules, Fixit: 11/18/2021 ) Pending response v
part 9502.0425, Stairways were not free of clutter and obstruction. L J
subpart 10 Choose Fixit Result

Pending response

Fix-it ticket corrected

Citation issued

Enter F|X'|t T|Cket corrected along W|th Merged with parent citation
the date corrected.
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Fix-It Ticket Item NOT Corrected

In this example, the Fix-it Ticket violation was not resolved and provider did not return documentation of the
corrective action within the required time period. A correction order needs to be generated.

Follow A-D in the picture below. In the example, a correction order was previously issued for two other licensing
violations. When selecting “Citation issued” from the drop-down menu in the How Corrected, ELICI will create
another correction order.

How Corrected

Description Deadline for How Corrected

Citation Stat/Rule Correction Date Correcte

Fixit: memediaaly e
The provider has not posted the cense in the residenca in a Fix-t icket comrected
prominent place. Citation ssued
Merged with parent citaticn
2. Minnesota Rules, The provider did not follow age distribubon reguirements. mmediataly ﬂ Choose How Cormected
part 85020365,

[«

subpart 18
Under

Appeal

A. Select Correction Order Icon

B. Select 'How Corrected' Icon

C. Select - Citation Issued

D. Select Correction Order Icon again- this will
take you to the correction order section.
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Follow A-E in the picture below. In our example, the new correction is under the tab “Correction order 2”

‘ﬂ'.!l& » o

(marked A).

Carraction order: 1 Comection order 2 A Update Notes 0 (o]

Edit/Review Correction Order Text
Finalze comection order
& CITATION

Minnesota Rules, part 9502 0435, subpart 7

Correction Order 1605

@ Correction Order Details

Date Correction Order Issued:

07/05/2018 VIOLATION
First-aid kit was missing
Return to Agency By: ice pack or cold pack
pri201 x | &
Click on the Edit lcon [ within a vielation to add detail text.
1, Citation: Minnesota Rules, part 8502, 0335, subpart 10 Add Violation Text

Vialation: (% The pravider has nat pasted the license in the residence in a prominent place

L Corrected on-site
Deadline for Correction

07/04/2018 -]

A. Select Correction Order 2

B. Select Correction Order Details -Enter in Dates for when
correction order is issued and to be returned.

C. Enter in any dates for correction and/or violation text.

D. Print CO and copy for your agency

E. Finalize this correction order when done.

Correction Order Citation - Corrected On-Site

In the example, the violation corrected on-site during the visit. Correction order needs to be issued to the
provider.

How Corrected auto populates— no entries are required in this section.

ﬁ@ ®

o
0®
_/

@ =

How Corrected

Manage How Corrected Evidence

Citation Description Deadline for How Corrected
StatiRule Correction Date Corrected
1. Minnesota Caregiver's guidance to children did not help them leam Immediately Corrected during on-site visit

05/07/2021 B

Rules, part positive self-concept, self-control and acceptable behavior. \
9502 0395, L Inr‘nr/
subpart 1 \ /

Violation was corrected on-site during the visit and the user marked this as corrected
on-site in the checklist. How Corrected will autofill the information.
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Miscellaneous

Opening an ELICI PDF in Internet Explorer

ELICI PDF's are sometimes not recognized as such (i.e. the browser doesn’t know to open it in a PDF reader).

If the browser doesn’t know to open it, this window will open:

Open with

~. Choose the program you want ko use ko open this fils:

5

File:  Correckion_Crder_Printout_7_ 27 Z...
— —

Adobe Acrobat Reader DC
Adobe Systems Incorporated

Default Host Application
WMware, Inc.

Entity Developer

’3 Inkernet Explorer
=] [=] Devart Software Developrment

Se=F Microsoft Corporation
Micrasoft Yisual Studio Yersion Selector 7] Motepad
Microsoft Corporakion o ) Microsoft Corporation

Windows Media Center
¥ Microsoft Corporation

g Paint

g ff/' Microsoft Corporation
s ” Windows Media Player =T windows Phata Viewer
U Microsoft Corporation Microsoft Corporation

wiord {deskiop) g w'ordPad
Microsoft Corporation

=) Microsoft Corporation

Always use the selected program ta open this kind of File

Browse. .. i
|

QK

] [ Caniel

l

If the above window opens, the user just needs to click on Adobe Reader (or whatever PDF reader their county

uses) and it will open it with that program.

However, some counties are set up so that the window asking them to pick a program (like the one above)
doesn’t open. In this case, saving it explicitly as a pdf should associate it with the right program and then open it.

1. To do this, click the print button. The following pop-up should show:

De you want to open or save Correction_Order_Printout_7__ 27 2018_ 9 28 59 _AM (11.7 KB] from localhost?

T T p— | — 1

Open Save@ Cancel x

2. Click on the arrow to theright of Save
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There are also four color coded badges on the right hand side of the ribbon. The first numberis a ¢
the number is greater than zero this number will be in a green circle. The second number is the nun
greater than zero the number will be in a red circle. The third number is the number of items marke:
number is greater than zero the number will be in a blue circle_The fourth number is the number of
zero the number will be in an amber circle. Save

Save and open
[

Do you want to open or save Correction_Order_Printout_7__27__2018_ 9__ 28 59__AM (11.7 KB) from localhost? Open

T Y T T T T

4. The Save as dialogue box should pop-up. Choose the folder where the file should save
5. In the Dialogue box, the name should look like this (notice no file extension)
—— e
File @ection_omer_ln rintout_7__27__2018_ 8_ 33_ 28__AM __:> -
Save as type: [AII Files v]
< Hide Folders [ Save ] [ Cancel ]
6. Add in the extension “.pdf” (Notice the dot “.” In front of pdf)
File name: Correction_Order_Printout_7__27_ 2018_ 9_ 33_ 28_ _A -
Save as type: [AII Files v]
“ Hide Folders Save ] [ Cancel ]
8. It should save, and now another pop-up to open should appear (now the “.pdf” should appear, so

Internet Explorer should know the file type and be able to open it)

The Correction_Order_Printout_7__27__ 2008_ 9_ 33 28__AM.pdf download hgs completed. Open b Open folder View downloads

If the same issue happens with Firefox, Chrome or Safari, the same steps may work for them as well.
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Troubleshooting Errors

e When logginginto ELICI and/or ELMSand it just spins and spins
++ Clear the browsing history
+»* Note: ELICI will ask to rename the computer afterloggingin
¢ Add the reviews back to the device
e When logging into ELICI old cases are popping up
+ Deletethe saved website URL for ELICI and re-enter this

https://compliance.dhs.state.mn.us/login.html

e |fyou cannot locate the upload and publish buttons on the How Corrected screen
¢ Verify that you have published the visit by checking the status on the Home screen
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Clearing Browsing History

This includes how to clear browsing history cache and cookies in Chrome, Internet Explorer, Safariand Firefox on
the computer and iPad.

Prior to clearing, please do the following:
¢ Upload and remove all checklists on the device. All reviews will be deleted when the browser history is

cleared.
e Close all ELICI tabs/windows. Iftabs/windows are left open it will disrupt the clearing browser history

process.

After clearing, do the following:
e Restart browser (close and reopen).

Chrome (computer users)
Google Support - Clear Cache & Cookies Computer
1. Onthe computer, open Chrome.

At the top right, click More .

Click More tools ? Clear browsing data.

At the top, select All time for Time range.

Next to “Browsing history”, "Cookies and other site data" and "Cachedimages and files," check the
boxes.

6. Click Clear data.

e w N

Chrome (iPad users)
Google Support - Clear Cache & Cookies iPhone & iPad
1. Toclearthe history and cookies, goto Settings > Safari, and tap Clear History and Website Data.

Internet Explorer (IE)
Microsoft Support - View and Delete Browsing History in Internet Explorer
1. InlInternet Explorer, select the Tools ® button, point to Safety, and then select Delete browsing

history.
2. Check all types of data and files EXCEPT ‘Preserve Favorites website data’ and ‘Passwords’, then

select Delete (as pictured below).
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https://support.google.com/accounts/answer/32050?co=GENIE.Platform%3DDesktop&hl=en&oco=1
https://support.google.com/accounts/answer/32050?co=GENIE.Platform%3DiOS&hl=en&oco=1
https://support.microsoft.com/en-us/topic/view-and-delete-your-browsing-history-in-internet-explorer-098ffe52-5ac9-a449-c296-c735c32c8678

Delete Browsing History >

[ | Preserve Favorites website data
Keep cookles and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

Temporary Internot files and website files
Copies of webpages, images, and media that are saved for faster I
viewing.

Cookies and website data

Files or databases stored on your computer by websites to save
preferences or improve website performance.

History
List of websites you have visited,

Download History
List of files you have downloaded. |

Form data
Saved information that you have typed into forms.

[ | Passwords
Saved passwords that are automatically filled in when you sign in
to a website you've previously visited.

Tracking Protection, ActiveX Filtering and Do Not Track d
A list of websites exduded from filtering, data used by Tracking
Protection to detect where sites might automatically be sharing details
about your visit, and exceptions to Do Not Track requests. I

About deleting browsing history Delete Cancel

Safari (Mac users)
Apple Support — Clear The Browsing History in Safari on Mac

1. Inthe Safariapp " onthe Mac, choose History > Clear History, then click the pop-up menu.
2. Select option toRemove All Website Data.

Safari (iPad users)

Apple Support - Clear the history of cookies from Safari on the iPhone, iPad, or iPod touch
1. Toclearthe history and cookies, goto Settings > Safari, and tap Clear History and Website Data. Clearing
the history, cookies, and browsing data from Safari won't change the AutoFill information.

Firefox
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https://support.apple.com/guide/safari/clear-your-browsing-history-sfri47acf5d6/mac
https://support.apple.com/en-us/HT201265

Mozilla Support - How to Clear the Firefox Cache

Click the menu button and select Options.
Select the Privacy & Security panel.
In the Cookies and Site Data section, click Clear Data....

uhwnNe

Click the Clear button and then click Clear Now.
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