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INSTRUCTIONS TO APPLY FOR A DEVELOPMENTAL DISABILITIES AGENCY CERTIFICATE AND MEDICAID PROVIDER ENROLLMENT
What is a Developmental Disabilities Agency (DDA) and DDA services? 

A DDA is an agency that is a type of developmental disabilities facility that is non-residential and provides services on an outpatient basis.  A DDA is certified by the department to provide DDA services to people with developmental disabilities. that are rehabilitative and habilitative in nature.  It is a business entity, open for business to the general public; and primarily organized and operated to provide developmental therapy and other DDA services and the corresponding assessments to people with developmental disabilities. 

DDA services include assessment, diagnostic, and treatment services and may be community-based, home-based, or center-based in accordance with the requirements of this chapter. Each DDA is required to provide developmental therapy, and, in addition, also must provide or make available the following services: psychotherapy, occupational therapy, physical therapy, and speech and hearing therapy. A DDA may also opt to provide pharmacological management, psychiatric diagnostic interviews, community crisis supports, collateral contact, and Intensive Behavioral Intervention (IBI). An agency must provide developmental therapy services for one year prior to offering IBI services. 

Built into this application are many of the up-front quality assurance activities that demonstrate a business entity’s ability to deliver DDA services to persons with developmental disabilities.   
How do I apply?
DDA applications include an application for certification as well as Medicaid Provider enrollment. The application can be obtained by requesting a packet from the Department.
Requests can be made by email to fadnessr@dhw.idaho.gov, or by phone, locally at 208-364-1959 or TOLL FREE if you are outside the Boise area at 1-877-457-2815
Once you receive the packet- what do I do?

1. Complete the Application for Developmental Disabilities Agency Certificate located in your packet. Assure that all questions are answered.  Hand-printed applications must be clearly printed and easily readable. Located on page 3 and 4 of the application you will find a list of staff and qualifications, agency documents and sample participant file information. All requested documentation must be submitted with your application.  
HINT: Writing policies and procedures.  

· The Policy is what you are going to do.  


· Procedures provide the framework for implementing the policies. 

· Be sure to include monitoring strategies to assure the procedures are being followed and evaluated for effectiveness.  Monitoring helps you detect and remediate quickly.  

· The Department surveyors may look at your monitoring practices and reports as part of the certification process.  There are resources on the internet for ideas

2. For DDA’s with center locations, an ADA checklist must be completed and maintained on file. The ADA checklist provided is designed to assist you in assuring your facility is compliant with the Americans with Disabilities Act.  Additionally, the Facility Standards Checklist must also be completed to assure compliance with facility standards as outlined in DDA rule. Please submit a copy of each checklist with your application. 
3. DDA’s who wish to seek reimbursement from Medicaid for their services must apply for a Medicaid Provider Agreement and comply with the standards of that agreement. Complete the Medicaid provider enrollment packet. Assure that your signature is signed the same throughout the application and all areas are complete. Agencies that want to provide Adult Day Care in addition to DDA services must complete the Medicaid Provider Agreement “Developmental Disability Agency (DDA) with Adult Day Care”.  The Supplemental Agreement section states compliance standards that must also be followed
4. Note:  Applicants must deliver Developmental therapy for a period of one (1) year before the agency can be eligible to  deliver Intensive Behavioral Intervention (IBI).

5. Contact a Licensing and Certification reviewer to submit the information. The application materials can be submitted by mail, fax, and/or hand delivered. PLEASE KEEP A COPY AND DO NOT SEND ORIGINALS since information can get lost and we will not be responsible for the documents submitted.  Department contact is as follows:
Where do I send my application?

Greg Miles at 364-1828 or email milesg@dhw.idaho.gov
Rebecca Fadness at 364-1906 or email fadnessr@dhw.idhao.gov 
If you are mailing the application packet, mail to:

Department of Health and Welfare

DDA Survey and Certification

P.O. Box 83720

Boise, ID  83720-0036

For hand delivery, deliver to:

Department of Health and Welfare

DDA Survey and Certification

3232 Elder Street

Boise, ID 83705

6. A reviewer will contact you and indicate if the application is complete or if there is any missing information that needs to be submitted. If your agency has a center location a center review will be scheduled at this time, prior to certifying your agency.  . 

How long will the application process take?

Application for Initial Certification, the application and supporting documents must be received by the Department at least sixty (60) days prior to the planned opening date.  A written decision regarding the certification will be submitted to the agency with in 30 days of the date the completed application packet is received by the department. In order for your application to be considered complete, all information listed in the application packet must be received by the department, and based on a cursory review, the documentation must be accurate and appropriate for DDA service delivery.
Website and reference information to get you started:

Health and Welfare Rules
Our website:  www.ddacertification.dhw.idaho.gov 

Access Health and Welfare Rules by going to www.adm.idaho.gov .  Choose the top tab that says “Administrative Rules”.  There are two links on that site that are important now and in the future.  They are the “Idaho Administrative Code” link and the “Idaho Administrative Bulletin” link

· The Bulletin is where proposed and temporary rules are published. 

· By choosing the link to the “Idaho Administrative Code”, there are links to state agency rules.  

· Select “Health and Welfare” and there are links to different sets of rules.  Take some time and familiarize yourself with the list.  Oftentimes one set of rules will be cross-referenced in another set.  You will need to comply with any cross-referenced rules as applicable.

IDAPA (Idaho Administrative Procedures Act) 16.04.11 “Developmental Disabilities Agencies (DDA)” – these are the rules that govern the operations of a Developmental Disabilities Agency.  Agencies must comply with these rules in order to receive and renew their certificates.  They govern business operations, facilities and clinic operations.  It is recommended that all staff are provided an orientation to these rules and how to access them on the internet.

IDAPA 16.03.09 “Medicaid Basic Plan Benefits” – pay particular attention to sections 200 through 231 and any other rules referenced in those sections.

IDAPA 16.03.10 “Medicaid Enhanced Plan Benefits” – services to developmentally disabled persons are considered to be Enhanced Plan services.  Familiarize yourself with 000-070; 500 – 503; 507 and 650 – 656.  You have compliance requirements with applicable sections of these rules as well as any of the Medicaid rules that apply to all providers and services that are relevant.

Adult Day Care Adult Day Care is a service delivered under Medicaid’s Developmental Disabilities/ISSH waiver (DD/ISSH waiver) found in 16.03.10.  DDAs may provide this service.  

Health and Welfare Website
Access the Health and Welfare website at www.healthandwelfare.idaho.gov
By choosing “Medical” from the menu on the left, you will find links to developmental disability services.

By choosing the link “Medicaid Provider Information” under the “I Want Help With” menu, you will find important information for Medicaid Providers.

Provider Handbook
Access the Provider Handbook on the “Medicaid Provider Information” site. Choose “Handbooks for Providers” in the resource list at the center of the web page.  Familiarize yourself with all sections, in particular Section 3.3 “Developmental Disabilities Agency Policy.”
MedicAide Newsletter

MedicAide Newsletter will be sent to your agency monthly.  It can also be accessed on the Health and Welfare website listed above by choosing the “Medicaid Provider Information link to “MedicAide Newsletter”

Other Resources 

MedicAide Newsletter will be sent to your agency monthly.  It can also be accessed on the Health and Welfare website listed above by choosing the “Medicaid Provider Information link to “MedicAide Newsletter”

Agency’s that determine DD eligibility for some service populations, such as some of the children.  To assist with that are two documents:  DD Eligibility Checklist Guidelines and DD Eligibility Summary.  These are used by the Department and are highly recommended for use by the DDAs.
You are strongly encouraged to seek consultation from your business agent, accountant and/or attorney as applicable in completing your application and developing your business.

Thank you;
Developmental Disability Agency 

Survey and Certification Team
Administration of Licensing and Certification
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