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Developmental Disabilities Agency (DDA) Certification Application Process


What is a Developmental Disabilities Agency?
A Developmental Disabilities Agency is a certified entity that provides center and/or home and community-based services to adults and/or children with intellectual disabilities.
How do I become a Developmental Disabilities Agency?
Individuals seeking certification of a Developmental Disabilities Agency must complete:
· The agency certification application found on the Licensing and Certification Website: www.ddacertification.dhw.idaho.gov
· Complete the provider enrollment application at: www.idmedicaid.com
· Ensure your agency name is listed with Idaho Secretary of State by going to their website: https://www.sos.idaho.gov/
· Register as an agency with Idaho Department of Health and Welfare’s Criminal History Unit to receive an ID for Criminal History as all employees accessing/working with participants will need to have a Criminal History clearance for your agency. The website is: https://chu.dhw.idaho.gov/
What should be included in the certification application packet?
A completed application for Developmental Disabilities Agency found on the Licensing and Certification website: www.ddacertification.dhw.idaho.gov.
Include all documentation the agency will utilize to ensure compliance with rules and regulations.  This information should include an electronic version of a policy and procedure manual addressing all requirements found in IDAPA 16.03.21- https://adminrules.idaho.gov/rules/current/16/index.html. 
The application packet must contain a sample participant file that includes all documents including sample functional assessments, program implementation plans, provider status reviews, satisfaction surveys, data collection, service delivery documentation, profile sheet, medication logs if applicable and any other documentation the agency will utilize to demonstrate compliance with IDAPA 16.03.21. You may find the Participant Records section under the DDA Checklists to be helpful.
The application packet must contain an employee file for the administrator and the professional which includes, staff qualifications for the position including verification of certifications and/or degrees, resume, criminal history documentation, CPR/1st Aid certification, Assistance with Medications certification, required orientation and annual training documentation.  You may find the Staff Requirements section under the DDA Checklists to be helpful.
Additional regulatory requirements and guidance can also be found at our website such as:
· Electronic Records Requirements;
· Guidance;
· ADA guidelines
· Writing measurable behavioral objectives
What should a policy and procedure include?
Policy: This may include the rule requirement or reference to the rule section (i.e., participant records-IDAPA 16.03.21.601)
Procedure:  State the actions the agency will take to meet the above rule requirement.  This should be documented in a manner that demonstrates start to finish of the agency's action and expectations to meet the policy (rule requirement). You may want to include purpose, timeframes, steps to be followed, and reference to any forms.
Appendix: This would include any referenced forms in the policy and procedures.
Where do I send my completed Certification application materials?
The application materials may be submitted by e-mail, mail or hand delivered. It is preferred that we receive the application materials electronically. Please do not send the original, send a copy as the application will not be returned. 
[bookmark: _GoBack]When e-mailing the application packet, send to: DDARH@dhw.idaho.gov
If you chose to mail or hand deliver the application packet, send to:
Region 1 or 2 for applications in Lewiston and Coeur d’Alene area
Idaho Department of Health and Welfare 
Division of Licensing & Certification 
Therapeutic & Residential Programs 
Mailing and Office location: 1118 F Street, Lewiston, Idaho 83501
 
Region 3 or 4 for applications in Boise, Nampa and Caldwell area 
Idaho Department of Health and Welfare
Division of Licensing & Certification 
Therapeutic & Residential Programs
Mailing: P.O. Box 83720, Boise, ID 83720-0009
Office location: 3232 Elder Street, Boise, ID 83705

Region 5, 6 or 7 for applications in Twin Falls, Pocatello and Idaho Falls area 
Idaho Department of Health and Welfare
Division of Licensing & Certification 
Therapeutic & Residential Programs 
Mailing and Office location: 1070 Hiline, Suite 370, Pocatello, Idaho 83201
 
 What happens after I submit my Certification application materials?
Upon receipt of the application form and application materials, the Department will review the materials to determine if the agency has met all of the regulatory requirements and has the necessary systems in place to ensure the implementation of these requirements. The Department will notify the agency with a written decision regarding certification. An application is considered complete when all required documents are received and in compliance with rules and regulations.  Note: Failure to provide all information as requested in the application for certification may result in the denial of the application and the agency will be required to submit a new application.
 
How long will the Certification application process take?
 
The length of the application process for initial certification of a Developmental Disabilities Agency varies dependent on multiple factors such as whether the application is complete, additional information or documentation is needed, current work load and the availability of resources necessary to complete the application review. Therefore, it is not possible for Licensing and Certification to establish specific timeframes.
 
How do I get paid by Medicaid to provide developmental disabilities services?
 
To become a Medicaid provider, you must complete an enrollment application online at  www.idmedicaid.com . The Division of Medicaid may request or require additional information to assure compliance with their requirements prior to the approval of the provider agreement application. Please note to receive Medicaid payment the certification application and the provider agreement must be approved.
 
Contact us with any questions:
 
	Program Main Contact Information
	208-364-1906 or Toll Free 877-457-2815 or 
DDARH@dhw.idaho.gov

	North Hub Regions 1, 2
	208-799-4431

	West Hub Regions 3, 4
	208-364-1906

	East Hub Regions 5, 6, 7
	208-239-6267
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