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CHAPTER 1: 
Introduction

Are you interested in operating a family day care home in Arlington County? If so, this how-to guide is for you! Arlington County is committed 
to the development and strengthening of early learning programs for young children, and we thank you for your interest in providing quality 
child care for children in Arlington.

The information and sample documents included in this guide will serve to support you in becoming a licensed family day care home 
provider. The guide will outline what you need to do to open, operate, expand, and close a family day care home. While anyone is welcome to 
use this guide, it will be especially helpful for existing and prospective providers. Arlington County looks forward to the opportunity to work 
with you.

Child care offered in the residence of the provider for 12 or fewer 
children under the age of 13, exclusive of the provider’s own children 

and any children who reside in the home, when at least one child 
receives care for compensation. 

A family day care home is defined as:

Types of Child Care Programs

Child care programs can be grouped into two categories: child care centers and family day care homes. This guide provides information 
related to family day care homes.

If you need assistance with child care centers, please see the “Arlington County Guidelines for How to Open, Expand, and Operate a Child 
Care Center.”
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Chapters 2 through 4 of this guide outline the County’s process for approving family day care homes. Each step of the process includes a chart 
like the one below. The numbers on the chart reference the number of children in the family day care home. If the number of children 
proposed for your program is shown in purple, you must complete that step. If the number of children in your program is shown in white, you 
may skip that step.

Refer to the sidebar 
on the right side of 
each page (as shown 
here). It quickly 
indicates what step 
you’re on, which 
steps you’ve 
finished, and 
next steps.

Each government 
agency accepts forms 
differently. To easily 
determine your options, 
refer to the icons to the 
right as indicators for 
how you can submit a 
form. Every agency’s 
contact information can 
be found on page 21.

How Do I 
Submit Forms?

How Do I Know 
What Stage of the 
Process I’m In?

E-mail

In-Person

How Do I Find Forms 
and Applications?
You can find any application, form, 
document, or webpage that is written 
in blue at:

PhoneSteps of the 
Review Process

1

2
Mail

Fax

Online

https://family.arlingtonva.us/family-
day-care-homes/

For Example...
The process step applies to family day care homes that have anywhere 
between 1 and 12 children in the program.

The process step applies to family day care homes that have anywhere 
between 10 and 12 children in the program.

Contact Child 
Care Services

Pre-Licensing 
Orientation

1 2 3 4 5 6 7 8 9 10 11 12

10 11 121 2 3 4 5 6 7 8 9

How to Use the Guide
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Government Regulations

Family day care homes in Arlington are regulated by four types of regulations:

Enforced by
State Licensing Regulations*

Code of VA - 
Standards for Licensed Family Day Care Homes

Local Licensing Regulations
County Code Ch. 59

Land Use Regulations
Arlington County Zoning Ordinance

Building Regulations
VA Uniform Statewide Building Code

VA Dept. of Social Services (VDSS)

Arlington County Dept. of 
Human Services (DHS)

Arlington County Dept. of 
Community, Planning, Housing and 
Development (CPHD)

Arlington County Dept. of 
Community, Planning, Housing and 
Development (CPHD)

Enforced by

Enforced by

Enforced by

*Family day care homes with four or fewer children do not require a state child care license.
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CHAPTER 2: 
Opening a Family Day Care Home

To open and operate a family day care home, providers must receive approval by several County departments and, in some 
scenarios, by the County Board. Approval by VDSS is also required for programs with five or more children. Chapter 2 
explains how to open a new family day care home. 

The checklist below includes the applications, forms, trainings, and inspections needed to open a family day care home in Arlington:

Contact Child Care Services Office

Pre-Licensing Orientations

Code Consultation

Online Family Day Care Home 
Pre-licensing Orientation

Family Child Care Application and Trainings

Trade Name Registration

VA Child Care License

Special Exception Use Permit

Business License

Certificate of Occupancy

Validation Inspection County Child 
Care License

In-person Family Day Care Home 
Licensing Orientation

Recognizing and Reporting Child 
Abuse & Neglect (For Educators)

Virginia Pre-Service Training for 
Child Care Staff
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Step 1: Contact Child Care Services

Step 2: Pre-Licensing Orientations

County Department: Child Care Services Office, DHS

Applicants interested in becoming a licensed family day care home provider in Arlington County must contact the Child Care 
Services Office by phone or email for information regarding the process.

County Department: Child Care Services Office, DHS

ONLINE FAMILY DAY CARE HOME PRE-LICENSING ORIENTATION

Family day care home applicants are required to review the County’s online family day care home pre-licensing orientation prior to 
starting the licensing process.

IN-PERSON FAMILY DAY CARE HOME LICENSING ORIENTATION

The in-person family day care home licensing orientation provides an overview of the licensing process; details of the inspection 
protocol; and a review of licensing requirements and regulations, indicators of quality of child care, and additional child care 
related resources. All participants will receive a certificate upon completion; a copy of the certificate must be included in the 
licensing application packet in Step 4. The in-person orientation is required prior to applying for a family day care home license.

Steps of the 
Review 
Process

Contact Child 
Care Services

Pre-Licensing 
Orientations

Code 
Consultation

Family 
Child Care 
Application

VA Child Care 
License

Use Permit

Trade Name 
Registration

Business 
License 

Certificate of 
Occupancy

Validation Visit 
& County Child 
Care License

1

2

3

4

5
6

7

8

9

10

Send to: Child Care Services Office, DHS

Contact: Child Care Services Office, DHS

1 2 3 4 5 6 7 8 9 10 11 12

1 2 3 4 5 6 7 8 9 10 11 12
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Step 3: Code Consultation

Step 4: Family Child Care Application and Trainings

County Department: Inspection Services Division, CPHD
It is highly recommended that applicants submit a free code consultation form with ISD. While not required, this consultation is 
encouraged to allow the applicant to discuss elements of construction and/or building code requirements with County staff 
before the project reaches its final design. 

Each scheduled appointment is allocated one hour. If construction is proposed, it is recommended that the applicant invites their 
architect and/or engineer to the meeting. 

County Department: Child Care Services Office, DHS
Upon completion of the in-person family day care home licensing orientation, interested family day care home providers must 
submit a completed family day care home application to the County Child Care Services Office. When approved, applicants will 
receive a family day care home program license.

The following documents must also be 
included with the application:

• A minimum of two child care reference check forms
• Medical certification for the family day care home applicant, including a report of tuberculosis screening
• Medical certification for adult household members (18 years of age and older) of the family day care home, in-

cluding a report of the tuberculosis screening
• Documentation of completed background checks

• Sworn disclosure statement form and National Criminal Background Check for all members of the 
family day care home, including the provider, family members, assistants, and lodgers 18 years of 
age and older

• Child Protective Services central registry check for all members of the family day care home, including 
the provider, family members, assistants, and lodgers 14 years of age and older

• Proof of identity of the applicant, assistant(s), and household members

Contact Child 
Care Services

Pre-Licensing 
Orientations

Code 
Consultation

Family 
Child Care 
Application

VA Child Care 
License

Use Permit

Trade Name 
Registration

Business 
License 

Certificate of 
Occupancy

Validation Visit 
& County Child 
Care License

1

2

3

4

5
6

7

8

9

10

Send to: Inspection Services Division, CPHD

Send to: Child Care Services Office, DHS

1 2 3 4 5 6 7 8 9 10 11 12

1 2 3 4 5 6 7 8 9 10 11 12

Steps of the 
Review 
Process
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VIRGINIA PRE-SERVICE TRAINING FOR CHILD CARE STAFF

All applicants must complete the Virginia pre-service training. This training provides an overview of key health and safety 
standards and best practices for child care. Upon completion of the training, applicants should maintain their training certificate 
for documentation review during the final validation inspection in Step 12.

RECOGNIZING AND REPORTING ABUSE AND NEGLECT (FOR EDUCATORS)

Complete the VDSS online training titled “Recognizing and Reporting Abuse and Neglect (For Educators).” Once the course is 
completed, notify DHS’ Child Care Services Office and provide documentation. 

Contact Child 
Care Services

Pre-Licensing 
Orientations

Code 
Consultation

Family 
Child Care 
Application

VA Child Care 
License

Use Permit

Trade Name 
Registration

Business 
License 

Certificate of 
Occupancy

Validation Visit 
& County Child 
Care License

1

2

3

4

5
6

7

8

9

10

Step 5: Virginia Child Care License

State Department: Virginia Department of Social Services (VDSS)

Providers applying for a license capacity of five or more children are required to apply for a state child care license through the 
VDSS Fairfax Licensing Office, in addition to applying for an Arlington County child care license in Step 4. Family day care home 
providers may apply for state licensure at any stage of the process, but it is recommended to begin as early in the process as 
possible. Review and approval of a Virginia child care license takes approximately 60 days. 

See the VDSS Family Day Homes website for more information.

10 11 121 2 3 4 5 6 7 8 9

Steps of the 
Review 
Process
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Step 6: Special Exception Use Permit

Use permits are filed with the Zoning Division which 
reviews the application for completeness, and then assigns 
the use permit to a planner in the Planning Division. Use 
permits take approximately two to three months to review 
and obtain approval from the County Board. To determine 
when to file a use permit, please review the County’s Filing 
Deadlines.

If approved, the use permit will include conditions which 
address and mitigate any potential land use impacts, such 
as parking or pick-up and drop-off. To obtain approval from 
the County Board, applicants need to demonstrate the 
following:

• The location of outdoor play space
• If located on-site, outdoor play space must be 

enclosed and screened by a solid wall or fence, 
or a combination of landscaping and fencing

• One off-street parking space available for pick-up/
drop-off of children

After the County Board hearing, Planning staff will email 
the applicant a link to the staff report, which will allow 
them to apply for a certificate of occupancy from the 
Zoning Division. The applicant will also receive a letter from 
the County Board Office informing them of the final 
County Board actions and the conditions in the use permit.

Contact Child 
Care Services

Pre-Licensing 
Orientations

Code 
Consultation

Family 
Child Care 
Application

VA Child Care 
License

Use Permit

Trade Name 
Registration

Business 
License 

Certificate of 
Occupancy

Validation Visit 
& County Child 
Care License

1

2

3

4

5
6

7

8

9

County Department: Planning Division and Zoning Division, CPHD

The Arlington County Zoning Ordinance requires approval of a special exception use permit (use permit) by the County Board for 
family day care homes with 10 to 12 children; family day care homes with nine or fewer children do not require a use permit (skip 
to Step 7).

Use Permit
Supplemental Documents:

The following documents are required to be considered a 
complete application:

• Signed disclosure statement
• House Location Plat of existing site conditions and 

proposed improvements
• Scaled drawing depicting site parking, play areas, 

fencing, additional structures and onsite circulation 
for pick-up and drop-off

• Scaled floor plan depicting all areas/rooms where 
children and their teachers/caretakers will be present

• List of outdoor play equipment, with photos and 
design details

• Letter of support from Child Care Services Office
• Letter of support from affected Civic Associations, 

or provide evidence of outreach or why no civic             
associations are affected by the family day care home

• Pictures of interior and exterior of property
• Property owner consent (if operating in a rental 

dwelling unit)

Send to: Inspection Services Division, CPHD

10 11 121 2 3 4 5 6 7 8 9

Steps of the 
Review 
Process
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Step 7: Trade Name Registration

Step 8: Business License

County Department: Office of the Commissioner of Revenue

Trade name registration is required for family day care home providers who plan to operate under an assumed name. Registration 
takes approximately two weeks for review and approval.

Prior to applying for a trade name registration, every employer must have a federal employer identification number (FEIN/EIN). 
This number is a nine-digit number that the US Internal Revenue Service uses to identify businesses for tax purposes and stays 
with a business for its operational lifetime. 

To apply for a FEIN/EIN, applicants should go online and choose the type of business they plan to operate.

County Department: Office of the Commissioner of Revenue

In order to open a family day care home, applicants must obtain a business license from the Office of the Commissioner of 
Revenue. It is illegal to engage in any business without first obtaining a business license. The Office of the Commissioner of 
Revenue will assign a business license number to the application.

Contact Child 
Care Services

Pre-Licensing 
Orientations

Code 
Consultation

Family 
Child Care 
Application

VA Child Care 
License

Use Permit

Trade Name 
Registration

Business 
License 

Certificate of 
Occupancy

Validation Visit 
& County Child 
Care License

1

2

3

4

5
6

7

8

9

10

Send to: Office of the Commissioner of Revenue

Send to: Office of the Commissioner of Revenue

1 2 3 4 5 6 7 8 9 10 11 12

1 2 3 4 5 6 7 8 9 10 11 12

Steps of the 
Review 
Process
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Step 9: Certificate of Occupancy

County Department: Zoning Division, CPHD

A certificate of occupancy (CO) ensures that a family day care home complies with all regulations of Arlington County, including 
laws and ordinances. All CO applications must be filed at the Zoning Division at least one month prior to opening and operating 
a family day care home. 

The Zoning Division will assign a file number to the CO application. Once a number has been assigned to the application, 
applicants must notify the following agencies of the CO number: 

1. Office of the Commissioner of Revenue (reference the business license number)
2. County Child Care Services Office

To obtain approval, applicants will need to demonstrate the following in their application:

Family Day Care 
Homes with 1-12 
Children

Family Day Care 
Homes with 6-12 
Children

• Parents and/or another authorized caregiver of children receiving care shall escort the children both to and 
from the home at all times.

• If an on-site outdoor play area is provided, the area shall be enclosed and screened by a solid wall or fence, 
or a combination of landscaping and fencing to minimize noise and visibility. This does not apply to com-
munal on-site outdoor play areas, such as playgrounds in multiple-family apartment complexes.

Meet the requirements for homes with 1-12 children (as outlined above), and :

• Provide the name, telephone number, and email address of the child care provider to the Civic Association(s) 
that the family day care home is located within and directly adjacent to.

• Provide one off-street parking space for pick-up and drop-off.
• Demonstrate that pick-up and drop-off of children shall be managed so that queuing of two or more cars 

does not occur on public streets or impede access to any neighboring property or driveway.

Once any outstanding issues are addressed, the Zoning Division may approve the CO. Upon approval, a Zoning Inspector will 
contact the applicant to schedule an inspection. The final CO will list the maximum number of children permitted in the family 
day care home, which is based on the square footage of the area dedicated to child care. 

Contact Child 
Care Services

Pre-Licensing 
Orientations

Code 
Consultation

Family 
Child Care 
Application

VA Child Care 
License

Use Permit

Trade Name 
Registration

Business 
License 

Certificate of 
Occupancy

Validation Visit 
& County Child 
Care License

1

2

3

4

5
6

7

8

9

10

Send to: Zoning Division, CPHD before 4:30 p.m.

1 2 3 4 5 6 7 8 9 10 11 12

Steps of the 
Review 
Process
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Contact Child 
Care Services

Pre-Licensing 
Orientations

Code 
Consultation

Family 
Child Care 
Application

VA Child Care 
License

Use Permit

Trade Name 
Registration

Business 
License 

Certificate of 
Occupancy

Validation 
Visit & County 
Child Care 

1

2

3

4

5
6

7

8

9

10

Steps of the 
Review 
Process

OUTDOOR PLAY SPACE AND FENCING

Applicants seeking to provide outdoor play space are required to enclose or screen the area with a solid wall or fence, or a     
combination of landscaping and fencing to minimize noise and visibility. Prior to receiving a CO, applicants must submit a fence 
permit to the Zoning Division to construct a new fence or show proof of an existing fence permit.  

What qualifies as a solid wall?
A continuous vertical structure that encloses or divides an area 
of land. Examples of materials that could be used to build a 
wall include, but are not limited to, brick, stone, and concrete. 
There is no minimum height requirement.

What qualifies as a solid fence?
An opaque barrier, railing, or other upright structure that 
encloses or divides an area of land. The fence must screen the 
outdoor play space and be solid in nature, meaning that 
someone cannot see through to the other side of the barrier. 
Examples of materials that could be used to construct a solid 
fence include, but are not limited to, wood and vinyl. There is 
no minimum height requirement.

What qualifies as a combination of landscaping and fencing?
Family day care home providers may construct fencing that is 
not solid, however, additional materials or landscaping must 
be included to minimize visibility. This could include, but is not 
limited to, opaque fence materials, dense shrubbery, and trees.  
There is no minimum height requirement.
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Step 10: Validation Inspection and County Child Care License

County Department: Child Care Services Office, DHS

A Child Care Specialist will contact the applicant to schedule an appointment to conduct a validation inspection once the 
application is deemed completed. The validation inspection will assess health and safety concerns, determine license capacity 
and provide technical assistance. During the inspection, providers should have the following items available:

After completing the DHS validation inspection, a conditional family day care home license will be issued to the applicant when 
all areas of noncompliance, if any, have been corrected. A license will not be issued without verification of the approved CO and 
use permit, if applicable. The conditional license will be issued for the period of six months to allow the licensee to demonstrate 
compliance with sections of the regulations which could not be determined during the validation inspection. A regular family 
day care home license will be issued after the conditional period and is valid for one year and must be renewed annually, prior to 
the expiration date. Providers with five or more children must also obtain a Virginia child care license from VDSS before they can 
operate a family day care home.

• Background checks
• Child records
• Caregiver(s)/household member(s) records

• Medical clearances
• Sample forms

Contact Child 
Care Services

Pre-Licensing 
Orientations

Code 
Consultation

Family 
Child Care 
Application

VA Child Care 
License

Use Permit

Trade Name 
Registration

Business 
License 

Certificate of 
Occupancy

Validation Visit 
& County Child 
Care License

1

2

3

4

5
6

7

8

9

10

1 2 3 4 5 6 7 8 9 10 11 12

Steps of the 
Review 
Process
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CHAPTER 3: 
Operating a Family Day Care Home

The County regulates the operation of family day care homes in Arlington through a series of inspections. This chapter 
discusses the County’s inspections and reviews that must occur once a family day care home is open for business.

County Child Care Licensing Inspection

Use Permit Review

Business License

Fire Inspection

The checklist below includes reccuring inspections needed to operate a family day care home in Arlington:

State Child Care Licensing Inspection
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USE PERMIT REVIEW

County Department: Planning Division, CPHD

For applicants that obtained a use permit from the County to operate a family day care home with 10 to 12 children, the approved use 
permit stipulates when the permit will go before the County Board for review. Typically, the County Board reviews the use permit one year 
after the approval date to ensure that the family day care home is operating according to the approved permit conditions. Three years after 
the County Board review hearing, staff will review the use permit administratively. If no issues arise, staff may recommend no further 
reviews; if issues do arise, staff may elevate the use permit for review by the County Board. Staff in CPHD will notify a family day care home 
provider when their use permit is scheduled for review.

BUSINESS LICENSE AND TANGIBLE PROPERTY TAX

County Department: Office of the Commissioner of Revenue

Family day care home providers must submit a business license tax return, and make any payment required, by March 1 of each year. All 
businesses are strongly encouraged to file and pay online. Once approved, applicants will receive a business license certificate from the 
Office of the Commissioner of Revenue.  When completing the business license tax return, please include the Certificate of Occupancy 
issued by the Zoning Division.

In addition to the business license, all Arlington County businesses must file a business tangible personal property tax return each year on 
or before May 1. Payments, if applicable, are due each year on or before September 5. Businesses must report tangible personal property 
owned, leased, or in their possession in Arlington County each year as of January 1.

Family day care home providers are required to pay an annual license tax of thirty-five cents ($0.35) for each $100 of gross receipts from 
the business during the preceding calendar year. Instead of the tax rate, a flat fee may apply for businesses with annual gross receipts of 
$100,000 or less. 

Visit: https://capp.arlingtonva.us
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COUNTY CHILD CARE LICENSING INSPECTION

County Department: Child Care Services Office, DHS

Family day care homes are inspected for initial licensing, renewal purposes, routine monitoring and when complaint allegations are made 
against the facility.  A renewal inspection will be conducted for family day care homes annually to determine compliance with Arlington 
County Code Chapter 59.  A Child Care Specialist will conduct an unannounced inspection prior to the licensee’s expiration date.

Routine monitoring inspections will be conducted during the licensed period.  A Child Care Specialist will conduct an unannounced 
monitoring inspection on a routine basis or when deemed necessary to determine compliance with Arlington County Code Chapter 59.

A complaint inspection will be conducted when the Child Care Services Office receives an allegation against the family day care home. A 
Child Care Specialist will conduct an unannounced complaint investigation to determine compliance with Arlington County Code Chapter 
59.  Complaint investigations may be conducted jointly with other local and/or state agencies.

STATE CHILD CARE LICENSING INSPECTION

State Department: VDSS

Family day care homes are inspected by VDSS twice a year, where at least one inspection is unannounced. Upon two years of operation, 
family day care home providers will need to renew their State child care license with VDSS. For more information related to the State 
licensing inspection process, see the website below.

FIRE INSPECTION

County Department: Fire Prevention Office, Fire Department

An operational permit and fire inspection are required to operate a family day care home in compliance with the Arlington County Fire 
Prevention Code. A fire prevention permit will be issued immediately following the issuance of a child care license by the County Child Care 
Services Office and each year thereafter of continued operation (annually). To begin the inspection process, file a child/daycare 
application – fire prevention permit with the Fire Prevention Office.  An inspection by the Fire Prevention Office will occur at the family day 
care home within 30 business days of submitting the application. 

Visit: https://www.dss.virginia.gov/facility/child_care/licensed/fdh/index.cgi

Send to: Fire Prevention Office, Fire Department
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CHAPTER 4: 
Expanding a Family Day Care Home

This chapter is for family day care home providers that are currently open, operating, and would like to increase the number of 
children in their program.

Special Exception Use Permit

Change in Operation and Modification Request Form

VA Child Child Care License

Certificate of Occupancy

Validation Inspection and County Child Care License

The checklist below includes the applications and forms needed to expand a family day care home in Arlington:
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Step 1: Change in Operation and Modification Request Form

Change in 
Operation and 
Modification 
Request Form

VA Child Care 
License

Use Permit

Certificate of 
Occupancy

Validation 
Inspection & 
County Child 
Care License

1

2

3

4

5

County Department: Child Care Services Office, DHS

Family day care home providers who wish to expand their program should submit the family day care home change in 
operation and license modification request form. Upon receipt of the form, the Child Care Specialist will contact the provider to 
schedule an on-site consultation visit at the home to determine support of the modification request. This request may also be 
made during a renewal or routine monitoring inspection while the Child Care Specialist is on site. The consultation visit involves 
an environmental inspection of the home to determine if there are any potential issues and ensure that the home properly 
equipped for expansion.

Step 2: Virginia Child Care License

State Department: Virginia Department of Social Services (VDSS)

Providers caring for five or more children need to amend their state child care license through the VDSS Fairfax Licensing Office, 
in addition to amending the Arlington County child care license in Step 1. Family day care home applicants can apply for state 
licensure at any stage of the process, but it is recommended to begin as early as possible. Review and approval of a Virginia child 
care license takes approximately 60 days. See the VDSS Family Day Homes website for more information.

Send to: Child Care Services, DHS

1 2 3 4 5 6 7 8 9 10 11 12

10 11 121 2 3 4 5 6 7 8 9

Steps of the 
Expansion 

Process
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Step 3: Special Exception Use Permit

Change in 
Operation and 
Modification 
Request Form

VA Child Care 
License

Use Permit

Certificate of 
Occupancy

Validation 
Inspection & 
County Child 
Care License

1

2

3

4

5

County Department: Planning and Zoning Division, CPHD
The Arlington County Zoning Ordinance requires approval of a special exception use permit (use permit) by the County Board for 
family day care homes with 10 to 12 children; family day care homes with nine or fewer children do not require a use permit (skip 
to Step 4).

Use permits are filed with the Zoning Division which reviews the application for completeness, and then assigns the use permit to 
a planner in the Planning Division. Use permits take approximately two to three months to review and obtain approval from the 
County Board. To determine when to file a use permit, please review the County’s Filing Deadlines web page. 

If approved, the use permit will include conditions which address and mitigate any potential land use impacts, such as parking or pick-
up and drop-off. To obtain approval from the County Board, applicants need to demonstrate the following:

• The location of outdoor play space

• If located on-site, outdoor play space must be enclosed and screened by a solid wall or fence, or a combi-
nation of landscaping and fencing

• One off-street parking space available for pick-up/drop-off of children

After the County Board hearing, Planning staff will email the applicant a link to the staff report, which will allow them to apply for 
a certificate of occupancy from the Zoning Division. The applicant will also receive a letter from the County Board Office 
informing them of the final County Board actions and the conditions in the use permit.

Use Permit 
Supplemental Documents

The following supplemental documents are required to be considered a complete application:

• Signed disclosure statement
• House Location Plat of existing site conditions and proposed improvements
• Scaled drawing depicting site parking, play areas, fencing, additional structures and onsite circulation for pick-up and drop-off
• Scaled floor plan depicting all areas/rooms where children and their teachers/caretakers will be present
• List of outdoor play equipment, with photos and design details
• Letter of support from Child Care Services 
• Letter of support from affected Civic Associations, or provide evidence of outreach or why no civic associations are affected by 

the family day care home
• Pictures of interior and exterior of property
• Property owner consent (if operating out of a rental dwelling unit)

Send to: Zoning Division, CPHD

10 11 121 2 3 4 5 6 7 8 9

Steps of the 
Expansion 

Process
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Step 4: Certificate of Occupancy

Change in 
Operation and 
Modification 
Request Form

VA Child Care 
License

Use Permit

Certificate of 
Occupancy

Validation 
Inspection & 
County Child 
Care License

1

2

3

4

5

County Department: Zoning Division, CPHD
A certificate of occupancy (CO) ensures that a family day care home complies with all regulations of Arlington County, including laws 
and ordinances. All CO applications must be filed at the Zoning Division at least two weeks prior to opening and operating a family day 
care home. 

The Zoning Division will assign a file number to the CO application. Applicants should keep this number for their records. To 
obtain approval, applicants will need to demonstrate the following in their application:

Family Day Care 
Homes with 
1-12 Children

Family Day Care 
Homes with 
6-12 Children

• Parents and/or another authorized caregiver of children receiving care shall escort the children both to and from 
the home at all times.

• If an on-site outdoor play area is provided, the area shall be enclosed and screened by a solid wall or fence, or 
a combination of landscaping and fencing to minimize noise and visibility. This does not apply to communal        
on-site outdoor play areas, such as playgrounds in multiple-family apartment complexes.

Meet the requirements for homes with 1-12 children (as outlined above), and :

• Provide the name, telephone number, and email address of the child care provider to the Civic Association(s) that 
the family day care home is located within and directly adjacent to.

• Provide one off-street parking space for pick-up and drop-off.
• Demonstrate that pick-up and drop-off of children shall be managed so that queuing of two or more cars does not 

occur on public streets or impede access to any neighboring property or driveway.

Once any issues are addressed, the Zoning Division may approve the CO. Upon approval, a Zoning Inspector will contact the 
applicant to schedule an inspection. The final CO will list the maximum number of children permitted in the family day care 
home, which is based on the square footage of the area dedicated to child care.

Step 5: Validation Inspection and County Child Care License

A validation inspection may be conducted, if applicable, once the family day care home provider has obtained all applicable per-
mits and is ready for expansion. A modified license will be issued with the requested modification terms listed. The license period 
will remain the same.

Send to: Zoning Division, CPHD before 4:30 p.m.

1 2 3 4 5 6 7 8 9 10 11 12

1 2 3 4 5 6 7 8 9 10 11 12

Steps of the 
Expansion 

Process
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American Association of Poison Control Centers
          Phone: 1 (800) 222-1222 

Arlington County Child Care Services
          Address: 2100 Washington Blvd., 3rd Floor, Arlington, VA 22204
          Phone: (703) 228-1685
          Email: childcarecentral@arlingtonva.us
          Website: https://www.family.arlingtonva.us/child-care 

Arlington County Child Protective Services
          Phone: (703) 228-1500
          Website: https://family.arlingtonva.us/child-protective-services/

Arlington County Fire Prevention Office
          Address: 2100 Clarendon Blvd., Suite 400
          Phone: (703) 228-4644
          Email (General): fire@arlingtonva.us
          Email (Permits): firepermits@arlingtonva.us  

Arlington County Health Department (Clinics)
          Phone: (703) 228-1200 
          Website: https://health.arlingtonva.us/public-health/ 

Arlington County Inspection Services Division
          Address: 2100 Clarendon Blvd., Suite 1000, Arlington, VA 22201
          Phone: (703) 228-3800
          Fax: (703) 228-7048
          Email: arlcoisdpr@arlingtonva.us
          Website: https://building.arlingtonva.us/resource/inspection-
             services-division/ 

Arlington County Planning Division
          Address: 2100 Clarendon Blvd., Suite 700, Arlington, VA 22201
          Phone: (703) 228-3525
          Website: https://departments.arlingtonva.us/planning-housing
            developmentplanning-division/

Arlington County Zoning Division
          Address: 2100 Clarendon Blvd., Suite 1000, Arlington, VA 22201
          Phone: (703) 228-3883
          Website: https://building.arlingtonva.us/resource/zoning/ 

Arlington Economic Development – BizLaunch Program
          Address: 1100 N. Glebe Rd., Suite 1500
          Phone: (703) 228-0808
          Website: https://www.arlingtoneconomicdevelopment.com/
             business-services/start-and-grow-your-small-business/

Office of the Commissioner of Revenue
          Address: 2100 Clarendon Blvd., Suite 208, Arlington, VA 22201
          Phone: (703) 228-3033
          Email: business@arlingtonva.us 
          Website: https://capp.arlingtonva.us/ (Customer Service Payment Portal)

ORS Interactive, Inc.
          Address: 6066 Leesburg Pike, Suite 200B, Falls Church, VA 22041
          Phone: (703) 533-7600
          Website: http://orsinteractive.com/

Public Health Division
          Address: 2110 Washington Blvd., Suite 350, Arlington, VA 22204
          Phone: (703) 228-7400
          Email: ehealth@arlingtonva.us
         Website: https://health.arlingtonva.us/food-establishment-licenses/

State Corporation Commission
          Mailing Address: P.O. Box 1197, Richmond, VA 23218
          Physical Address: Tyler Building, 1300 E. Main Street, Richmond, VA 23219
          Phone: 1-866-722-2551
          Email: sccinfo@scc.virginia.gov 
          Website: http://www.scc.virginia.gov/

Virginia Department of Social Services – Fairfax Licensing Office
          Address: 3701 Pender Drive, Suite 450, Fairfax, VA 22030
          Phone: (703) 934-1505
          Email: fairfaxlocaloffice@dss.virginia.gov 

Government Agency Contact Information
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Is Family Child Care the Right Career for You?
Answer the following questions as you consider caring for children in your home as a career.

Personal Consideration  

Do you enjoy spending time with young children?

Are you a warm and caring person?

Are you calm and patient with children?

Do you have any health-related concerns that would prevent you 
from working with children?

Can you handle stress well?

Will you be able to work with children’s parents?

Can you handle parents who complain?

Are you willing to learn new skills?

Are you willing to participate in ongoing trainings?

Can you effectively manage your own business?

Are you organized?

Do you possess a high school diploma?

Are you willing to allow licensing staff to inspect your home?

Are you aware of the potential personal and financial cost associ-
ated with starting and maintaining a family day care home?

Yes No Not
Sure 

Family Consideration

Does your family support the operation of a child care program in 
your home?

Will your own children accept the other children?

Will your own children be able to share you and your time with 
other children?

Will your family support other children being in the home when 
they come home from school or work?

Yes No Not
Sure 

Home Consideration  

Do you own your home?

Do you have permission from your landlord to operate a business if 
you do not own your home?

Does your home have space for children’s activities?

Does your home have space for children to nap?

Does your home have a designated area to store toys and supplies?

Does your home have an area for diaper changing?

Do you have a safe outdoor play area in your yard or within 
walking distance?

Are there areas in your home that are unsafe for children?

Yes No Not
Sure 

Neighborhood Consideration

Do you have one on-site parking space for parents to drop-off/
pick-up children?

Have you talked to your neighbors about operating a child care 
program in your home?

Will the noise of children playing outside affect your neighbors?

Is there an outdoor space available for children’s use?

Yes No Not
Sure 
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Tips/Best Practices
This section outlines suggested tips and best practices to know and use when opening and operating a family day care home.

Payments to Arlington County
Filings fees can be paid with a check made out to the Arlington County Treasurer, 
debit card, or credit card. Permits for ISD, Zoning, and DES must be made in-person at 
the customer service counters on the 8th and 10th floors of the Bozman Government 
Center (2100 Clarendon Blvd.) All credit card transactions include a 2.5% fee, charged 
by the card processor. MasterCard and Visa cards are accepted, but not American 
Express. 

AED BizLaunch Program
BizLaunch is Arlington’s small business and entrepreneurial assistance network and 
the one-stop-shop for starting or growing a business in Arlington. BizLaunch can 
provide assistance with writing a business plan, taxes, permits, licensing, marketing, 
financing, and finding available locations for child care centers.  

Community Engagement 
Prior to submitting an application with the County, providers in rental units should 
check with their landlord to verify whether they approve of the proposed family day 
care home. Family day care home providers should also communicate with their 
neighbors and surrounding community at the beginning of the approval process. 
Providers should also notify the Civic Association their residence is within and/or 
are adjacent to. Providers should work with their neighbors to address any potential 
concerns about the proposed family day care home.

Family Day Care Home-- Self Assessment Guide
The Family Day Care Home Self Assessment Guide was developed by DHS to help you 
evaluate your family day care home including safety, record keeping, care and 
supervision, and immunizations.

Family day care home providers choosing to 
close their family day care home must 
submit written notification to their Child Care 
Specialist at least 10 business days prior to 
closing. The original license must be returned 
to the Child Care Services Office within five 
business days of closing.

Closing a Family Day 
Care Home


