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EVALUATOR MANUAL______________________________________DOCUMENTATION 

 
3-3010 GENERAL STATEMENT 3-3010 

 
As a regulatory enforcement agency, the Community Care Licensing Division is 
responsible for assuring that licensed facilities are in compliance with licensing laws and 
regulations.  In order to document the level of facility compliance, a licensing record is 
established.  Necessary forms and information for the record are completed by the facility 
to verify licensing compliance.  In addition, the licensing agency separately documents its 
evaluation of the facility and its services.  The Licensing Report (LIC 809) is the primary 
document used to document the level of facility compliance. (All the forms referred to in 
this document are available on the Department of Social Services web site at: 
http://www.ccld.ca.gov.) Due to a number of complex laws and regulations pertaining to 
the acquisition and maintenance of facility information, records and forms must be 
separated based on whether the information is public, personal or confidential.  (See 
Reference Material Section 2-6000 Office Functions – Public, Personal, Confidential 
Information). 
 

3-3100 DOCUMENTATION:  LICENSING REPORT 3-3100 
 
In general, the Licensing Report is a negative report in that it focuses on deficiencies.  
When supportive comments are formally reported, they should be objective, factual and 
time limited, and specific to the condition(s) observed during the visit.  If, for example, 
prior to the unannounced visit, the facility history consisted of an unclean kitchen area, it 
would be appropriate to comment that the kitchen area was clean at the time of the visit. 
 
Examples of overly broad comments are such things as “the facility is always clean”, “the 
licensee does an excellent job”, or “in my opinion this is an excellent facility”.  Such 
comments should never be made as it would be very difficult to take legal action against 
the facility if conditions deteriorate. 
 
At a minimum each report must show: 
 
1. Who (which Evaluator) made the visit; 

 
2. Who was in charge; 

 
3. Purpose of the visit; 

 
4. Type of facility review (facility toured, records reviewed, clients observed or 

interviewed, staff interviewed). 
 

5. How conclusion of findings were reached.  Include any other forms/documents 
used (LIC 857/LIC 811). 

 
6. Deficiencies observed and cited; 

 
7. Each finding requires an explanation of the immediate or potential impact on 

clients and/or facility’s plan of operation or how a specific statute or regulation 
was violated. 

 
8. Plan of correction. 
 
9. The Licensing Program Analyst shall specify in its licensing report all violations 

that, if not corrected, will have a direct and immediate risk to the health, safety, or 
personal rights of clients in care. 
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