Application for Licensure 
Initial Application:       
Re-Application:      
I, Type Name Here, Type Title Here, hereby make application to operate a Children’s Residential Care Facility to provide services in the State of Idaho at:

Facility/Agency Name:   Type Facility Name Here
Address: 
    Type Facility Address Here 




    
    City, State Zip Code
Phone Number: Type Phone Number Here
   E-mail: Type e-mail Address Here
§16.06.02.500, General Standards for Children’s Agencies and Children’s Residential Care Facilities
(Remember to consult the rule in the section listed above for additional details not listed directly on the application but are required in statement, policy, procedure or description submitted to the Department).

Note: This information is available to the public upon request.
Planning & Zoning

§101.  Attach evidence that the organization complies with applicable city and/or county ordinances.

Type Statement Here
Organizational Structure
§501.  Will the Department’s representative have access to all records?

 FORMCHECKBOX 
  Yes
    FORMCHECKBOX 
  No

§503, 504, 505, 506.  Attach policies describing licensing authority and parent notification procedure (where applicable) for the following:


· Change of name of organization;

· Type of service;

· Type of children being served;

· An increase in licensed capacity;

· Organization closure;

· Facility moves;

· Change in ownership;

· Fire in a structure housing residents;

· Injury to a child requiring in-patient hospital treatment;

· Change in the chief administrator for the organization;

· Employee investigated for child abuse or neglect;

· Unauthorized absence of a child;

· Death of a child in care.

Type Statement Here

§520.  Attach written bylaws defining the board structure, philosophy and program.

Type Statement Here
§521.  Attach identified governing body. 
· Attach documentation of the chief administrator designated by the governing body, who is competent to administer the organization.  (Résumé, transcripts, etc.)

· Attach plan for the delegation of authority in the absence of the chief administrator.

Type Statement Here
§522.  Attach job responsibilities and functions of the chief administrator.

Type Statement Here


§523.  Attach organizational chart identifying job positions, individuals in each position and lines of authority within the organization. 

Type Statement Here
§524.  Attach and maintain on file copies of: 

· Current motor vehicle insurance;

· Fire insurance;

· Comprehensive general liability;

· Professional liability insurance.

Type Statement Here

§525.  Describe organization’s procedure to assess all disrupted placements and unplanned removals of children and procedure to implement correction of the causes of disrupted and unplanned removals. 
Type Statement Here
§526.  Attach written description of mechanism used for reviewing and recommending approval and denial of research proposals involving past or present persons served and maintaining the privacy and right of refusal of any person to participate.

Type Statement Here
§527.  Attach policies and procedures governing access to, use of, and release of information about a person served, including:


· Protection of privacy for a child and family;

· Identity of a child used in any form of publicity;

· Written consent of parents or guardians.

Type Statement Here
§528.  Attach a description of the services and fees the organization provides including those provided by the licensee or arranged through other sources including: 

· Policies governing eligibility for services;

· Age;

· Specific characteristics;

· Treatment needs of children served;

· Accommodation of cultural sensitivity;

· Geographic area served.

Type Statement Here

§529.  Attach an intake policy that sets forth the criteria for admitting children for care or services.

Type Statement Here
§530.  Describe how the organization will provide continued care for individuals eighteen (18) to twenty-one (21) years of age receiving services through the Department of Health and Welfare (DHW) or the Department of Juvenile Corrections (DJC) and/or individuals not placed by DHW or DJC.  

Type Statement Here
§531.  Attach documentation for continued care that sets forth the criteria for accepting an individual into continued care that include:

· Voluntary Agreement;

· Assessment for Others Safety 
· Additional Continued Care Plans;

· Care prior to Eighteenth Birthday; 
· Need for continued care.

Type Statement Here
Finances
§535.  Attach evidence of sufficient financial resources to implement and deliver programs.  Develop and attach a plan of financing to carry out programs. 

· Attach a realistic budget projecting income and expenditures.

Type Statement Here
§536.  Attach a copy of an annual audit, an auditor’s report, or a current tax return.

Type Statement Here
Human resources
§544.  Attach list of employees including name and title.

Type Statement Here
§545.   Describe how the organization will employ a minimum of one (1) service worker or social worker for a minimum of thirty-two (32) hours per week.

· Attach verification of education and professional licenses.
Type Statement Here
§546.  Attach personnel policies and procedures that include: 

· Recruitment;

· Screening;

· Hiring;

· Supervision;

· Training;

· Evaluation;

· Promotion;

· Discipline of employees and volunteers.

01. Attach job descriptions for every position.

02. Attach policy for and **Maintain a personnel record for every employee and volunteer including all information listed in this rule plus rules 547, 548, 549, 550, 551, 552. 

Type Statement Here
§547.  Maintain verification in employee file that person(s) filling more than one (1) position shall meet the requirements for each position. 

Type Statement Here
§549.  Attach policy for tuberculosis screening for staff and volunteers who have contact with children for four (4) or more hours per week for two (2) or more consecutive weeks.  The screening and documentation must be updated every three (3) years.

Type Statement Here
§550.  Attach policy for volunteer supervision.

Type Statement Here
§551.  Attach policy stating that an organization must document that each new employee, contractor and volunteer participation in an orientation that includes:

01. The purpose of the organization;

02. The policies and procedures of the organization as they relate to his job function

03. The employee’s,  contractor’s or volunteer’s role and responsibilities;

04. The requirement to report suspected incidents of child abuse, neglect, and abandonment.

Type Statement Here
§552.  Attach policy for employee and volunteer training.

Type Statement Here
Permanent Register
§560.  Attach policy for and **Maintain a permanent register of all children admitted into care including: 

· Child’s full name (includes middle name, not initial where applicable);

· Gender;

· Date and place of birth;

· Parents or guardian;

· Address of the parent or guardian;

· Person or organization placing the child;

· Date of placement;

· Date of discharge;

· To whom the child was discharged.

Type Statement Here

Records
§561, 562, 563, 564.  Attach policy and procedure regarding the contents of the child’s record.

· **Maintain a record for each child admitted into care including all information listed in this rule plus rules 562, 563, (564—shelter care).

Type Statement Here
§565.  Attach policies and procedures for the maintenance and security of records including:

· Record storage;

· Record confidentiality;

· Organization of records;

· Record access;

· Record storage for closed organizations.

Type Statement Here

§566.  Attach policy and procedure to maintain records after the child has been released from the organization.

Type Statement Here
Reporting of child abuse, neglect, and abandonment  
§570.  Attach procedure for reporting child abuse, neglect, and abandonment.

Type Statement Here
Health Services
§571.  Attach policies and procedure for securing and documenting health services including: 

· Provisions for a physical exam within the last year by a licensed physician when the child has been in continuous care.

· Physical exam within thirty (30) days of admission if not continuous care. 

· Documentation of current immunizations or provisions for immunizations as required by Section 39-4801, Idaho Code within thirty (30) days of admission.

· Procedure to document medical care for the treatment of illnesses carrying out corrective measures and treatment, and administration of medication as ordered by the physician.

Type Statement Here
§572.  Attach policy and procedure for securing and documenting dental services including:



· Children 3 and older have had a dental exam within the last 9 months or within 3 months of admission;

· Yearly dental exam and necessary dental treatment;

· Provisions for appropriate dental care of a child under the age of 3;

· Documentation of all medical treatment provided while the child is in care;

· Documentation of applicable medical insurance provider, policy numbers and who holds the policy maintained.

Type Statement Here
Non-Violent Physical Intervention
§573.  Attach policies and procedures governing the appropriate use of non-violent physical restraint intervention strategies using a Nationally recognized program including:




· Protection from harm to self or others;

· Intervention time guidelines;

· Intervention training requirements;

· Conditions limiting restraint use;

· Prohibition of prone restraints;

· Intervention documentation;

· Subsequent administrative review.

Type Statement Here

Documentation & Policies
§574.  Attach grievance policy for clients that is written in simple and clear language, requires prompt investigation of the grievance by an objective person, and provides at least on (1) level of appeal.

Type Statement Here
§575.  Attach suicide prevention plan that addresses the needs of the population the organization serves.

Type Statement Here
§576.  Attach clothing procedure to ensure that each child in care has sufficient clean, properly fitting clothing, appropriate for the child’s age, gender, individual needs, program and season.

Type Statement Here
§577.  Attach visitation policy that encourages visits between a child in care and family members and others significant to the child.  
· The policy must require the maintenance of a log of visitation for each child in care which includes the name of the person visiting and the date and time of the visit
Type Statement Here
§578.  Attach correspondence policy that specifies the conditions under which the organization restricts the receipt of correspondence to or from a child.

Type Statement Here
§579.  Attach religious and culture policy regarding religious participation, religions training, cultural heritage, and cultural practices of children in its care.  
· Organizations providing services to a child placed by the state must include in its policy a requirement to provide reasonable attempts to accommodate the religious and cultural preferences of the child and the child’s parents.  The organization will also commit in policy to assurances of respect for the religious and cultural beliefs and practices of all children placed in their program.  

· Organizations that accepts only private placements and requires each child to participate in specific religious practices must include this requirement in their written religious and cultural policy signed by the child’s parents or guardians.

Type Statement Here
§580.  Attach educational policy requiring that each child of school age be enrolled within five (5) school days after a child’s placement in an appropriate school program or document why the child was unable to enroll.

Type Statement Here
§581.  Attach personal possessions, allowance and money policy including:

01. Financial accounting;

02. Child’s personal possessions;

03. Signature required.

Type Statement Here
§582.  Attach emergency policies and procedures ensuring that a caregiver has and follows the organization’s approved written procedures for the following emergencies:

01. Fire;
02. Natural disasters;

03. Serious accident or injury;

04. Medical;

05. Missing child;

06. Power outage;

07. Bomb threat;

08. Severe weather;

09. Hostage taking;

010. Other dangers unique to the location of an organization.

Type Statement Here
Department use only


Date received:


_____/______/______








**Will be inspected by the Department at Facility during review.  Maintain in a log, or file at facility.
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