
Thank you for joining the 
DBHDS Office of Licensing for: 
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“Initial Applicant Orientation”  
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Provider Application Process 

June 2023

Good morning! We will begin at 10 a.m. 
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A Few Words from the Director

Jae Benz
Director of Licensing
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Department of 
Behavioral Health 

and Developmental 
Services (DBHDS) -

 
Office of Licensing

Mission: 

To be the regulatory authority for DBHDS 
licensed service delivery systems through 
effective oversight.

Vision: 

The Office of Licensing will provide consistent, 
responsive, and reliable regulatory oversight to 
DBHDS licensed providers by supporting high 
quality services to meet the diverse needs of its 
clients. 



Put questions and comments in the ‘Q&A’ feature.

FAQs will be sent out after the training.

PowerPoint presentation will be posted on the Office of 
Licensing website. Links for all resources shared are posted 
at the end of this presentation (slides 138-140). 

HousekeepingHousekeeping



Purpose

The purpose of today’s orientation is to 
prepare initial applicants for the application 
process and corresponding requirements. 

Our goal is to equip applicants with the 
information, tools, and resources necessary to 
become DBHDS licensed providers. 
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Learning Objectives

• about Office of Licensing resources and tools for Initial Applicants 
and how to find themBe Informed

• the steps of the initial application process and requirements of a 
complete applicationUnderstand

• with CONNECT registration, login, uploading required attachments, 
and correspondence processesBe Familiar

• of the DBHDS regulations and training materials located on the 
Office of Licensing's websiteBe Aware

• that you can achieve success with the Initial Application process 
and become a licensed DBHDS provider!Be Confident



Chesna Gore

Licensing, Administrative and Regulatory Manager

Services Licensed By DBHDS



General 
Regulations
12VAC35-105-
30. Licenses

 A. Licenses are issued to providers who 
offer services to individuals diagnosed 
with a mental illness,  developmental 
disability, substance use disorder or 
have a brain injury.

 B. Providers shall be licensed to provide 
specific services as defined in this 
chapter or as determined by the 
commissioner.



General
Regulations
12VAC35-105-30. 
Licenses

 1. Assertive community treatment (ACT);

 2. Case management;

 3. Clinically managed high-intensity residential care or Level of care 3.5;

 4. Clinically managed low-intensity residential care or Level of care 3.1;

 5. Clinically managed population specific high-intensity residential or Level 
of care 3.3;

 6. Community gero-psychiatric residential;

 7. ICF/IID;

 8. Residential crisis stabilization;

 9. Nonresidential crisis stabilization;

 10. Day support;

 11. Day treatment, includes therapeutic day treatment for children and 
adolescents;

 12. Emergency;

 13. Group home and community residential;

 14. Inpatient psychiatric;

 15. Intensive in-home;

 16. Medically managed intensive inpatient service or Level of care 4.0;



General
Regulations
12VAC35-105-30.
Licenses

 17. Medically monitored intensive inpatient treatment or Level of care 3.7;

 18. Medication assisted opioid treatment;

 19. Mental health community support;

 20. Mental health intensive outpatient;

 21. Mental health outpatient;

 22. Mental health partial hospitalization;

 23. Psychosocial rehabilitation;

 24. Residential treatment;

 25. Respite care;

 26. Sponsored residential home;

 27. Substance abuse intensive outpatient;

 28. Substance abuse outpatient;

 29. Substance abuse partial hospitalization;

 30. Supervised living residential; and

 31. Supportive in-home.



Regulations for 
Children's 
Residential 
Facilities 
12VAC35-46

Services Licensed

 14 -001 MH -Psychiatric Residential Treatment Facility for children and 
adolescents Psychiatric RTF for C/A Residential

 14 -008 MH Therapeutic Group Home for Children and adolescents MH 
Therapeutic GH for C/A Residential

 14 -035 DD Children Group Home Residential Srv DD Group Home for 
C/A Residential

 14 -060  SA Clinically Managed, Medium-Intensity Residential Srv for 
Children and adolescents ASAM Level 3.5 C/A Residential

 14 -063  SA Clinically Managed, Low-Intensity Residential Srv for 
Children and adolescents ASAM Level 3.1 C/A Residential

 14 -066 DD -ICF-IID for Children and adolescents ICF-IID for C/A 
Residential

 14 -094  DD RESIDENTIAL RESPITE SRV DD RESIDENTIAL RESPITE C/A 
Residential

 14 -097 MH RESIDENTIAL RESPITE SRV MH RESIDENTIAL RESPITE C/A 
Residential



Billing for DBHDS Licensed Services

 Department of Behavioral Health and 
Developmental Services (DBHDS) licensed 
providers are eligible to bill and receive 
payment for administering services.

 The Office of Licensing (OL) only issues the 
license and monitors the service being 
provided.

 The OL is not responsible or involved in 
billing or payment of providers. Those 
questions should be directed to the 
agencies responsible for paying the 
provider for services.



An Introduction to the 
DBHDS Office of Licensing Website



Initial Applicants
www.dbhds.virginia.gov

http://www.dbhds.virginia.gov/


Initial Applicants



Initial Applicants



Prioritization List

The Prioritization List identifies 
services licensed by DBDHS based on 
the Commissioner's Initiatives as 
well as the need for services 
throughout the Commonwealth of 
Virginia. 

The services highlighted green are 
Priority Services and those that are 
not highlighted are Non-Priority 
Services.

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fdbhds.virginia.gov%2Fwp-content%2Fuploads%2F2022%2F10%2FPriority-Ranking-by-Service-Type-for-Initial-Applications.docx&wdOrigin=BROWSELINK


Non -
Priority Services



All other services on 
the Prioritization List 
in green are identified 
as Priority Services.

Priority Services



Submission of a 
Completed Application

 Once the initial application has 
been submitted, if all documents 
submitted are not sufficient to 
accept the application and place 
onto the Waitlist, the application 
will be rejected.

 The applicant will receive a 
rejection email with a list of items 
which will need to be addressed.

 Once the applicant has resubmitted 
the application with supporting 
documents, the application will be 
reviewed again.



Submission of 
a Completed 
Application

Attestation
➢ Applicants will be required to submit 

an attestation with their application 
swearing that all submitted policies and 
procedures comply with the Licensing 
Regulations.

12VAC35-105-110. Denial, revocation, or suspension of a license.
A. An application for a license or license renewal may be denied and a full, conditional, or provisional license may 
be revoked or suspended for one or more of the following reasons
7. The provider or applicant submits any misleading or false information to the department.

12VAC35-46-120. Denial.
A. An application for licensure may be denied when the applicant:
4. Has made false statements on the application or misrepresentation of facts in the application process;



Submission of a 
Completed 
Application
 Once the application has been 

submitted and accepted, the 
application will be placed on the 
waitlist.

 To view the waitlist, visit 
the DBHDS Office of Licensing 
website.



Submission of 
a Completed 
Application 

Priority
Services

Once the prioritized applicant submits a complete initial 
application, they will receive a welcome letter with 
additional instructions for beginning the background 
check and central registry search processes

The application will be placed on the waitlist.

The applicant should begin the background check and 
central registry search processes immediately as a 
DBHDS licensed provider may not serve individuals until 
they have requested background and central registry 
checks for all direct care staff and supervisors.

Priority applications will be pulled from the waitlist 
within 10 business days



Policy Review – Priority Services

A Policy Review Specialist will review the application and attachments to determine compliance with 
the Licensing Regulations and Code of Virginia.

If the submitted documentation requires revisions, the Policy Review Specialist will send a letter to 
the applicant citing the necessary revisions.

If necessary, the applicant makes required corrections and submits the updated documentation to the 
Policy Review Specialist through the DBHDS CONNECT Provider Portal.

Revisions must be received within 30 calendar days from the date on the last revision letter. 

Applicants that do not provide revisions within 30 calendar days of a request for revisions will be 
closed for review.  

Applicants whose applications are closed and want to continue to pursue a DBHDS license, will need 
reapply by following the initial application process.



Submission 
of a 
Completed 
Application – 
Non-Priority 
Services

The application will remain on the waitlist until a Policy Review Specialist pulls 
the application for review.

It is important to know that for non-priority services it could take a year or 
longer to be licensed.

The Office of Licensing is prioritizing the review of the Commonwealth’s most 
needed services. Non-priority applications will be placed on the waitlist when 

they are received and will be pulled from the waitlist based on priority.

Once the non-prioritized application is added to the waitlist, they will receive a 
welcome letter with next steps in the licensing process.



Policy Review – Non-Priority Services

A Policy Review Specialist will review the application and attachments to determine 
compliance with the Licensing Regulations and Code of Virginia.

If the submitted documentation requires revisions, the Policy Review Specialist will 
send a letter to the applicant citing the necessary revisions.

The applicant makes required corrections and submits the updated documentation 
to the Policy Review Specialist through the DBHDS CONNECT Provider Portal.

Revisions must be received within 90 calendar days from the date on the last 
revision letter.

Applicants that do not provide revisions within 90 calendar days of a request for 
revisions, will be closed for review.



Policy Review – 

Assignment to a 

Licensing Specialist

 Once the Policy Review Specialist has 
reviewed and accepted all revisions, the 
application will be assigned to a Licensing 
Specialist.

 A letter will be sent to the applicant via the 
CONNECT Provider Portal with the contact 
information of their assigned Licensing 
Specialist.

 At this time, for Non-Priority Services, the 
applicant will be instructed to begin the 
background check process.



On Site Inspections

For Residential and Medication Assisted Opioid Treatment 
(MAT) services only, an onsite inspection is required prior to 
issuance of a license

For applicants of Residential and MAT Services, the Licensing 
Specialist will reach out to the applicant within 3 business 
days of assignment to schedule the onsite inspection

If the applicant is unavailable when the licensing specialist 
calls, the applicant should contact the licensing specialist as 
soon as possible in order to minimize delays in the licensure 
process.



On Site Inspections

The Onsite inspection will consist of a review of the regulations related to the Physical 
Environment (General Regulations 12VAC35-105-260 - 12VAC35-105-380 and for 
Children's Residential Services 12VAC 35-46-420 -12VAC 35-46-620).

The Licensing Specialist will remind the provider that they have signed an attestation 
stating they are in compliance with the Rules and Regulations for Licensing Providers. 
This includes understanding  DBHDS regulations and processes for background check 
and the central registry process.  During the inspection, if it is determined that the 
applicant attested to something that was not done, then this is cause for rejecting and 
closing the application.

The Inspection MUST occur, and the license issued prior to the 45th calendar day for 
priority services and 90 calendar days for non-priority services for the application to 
remain open.



CONNECT 

OVERVIEW
DWAYNE LYNCH

ACTING QUALITY AND 
INFORMATION SYSTEMS 

MANAGER 



What Is CONNECT?

CONNECT is the DBHDS online licensing system that went live in 
November 2021. CONNECT provides for a better, paperless licensing 

experience for initial applicants and DBHDS licensed providers.

Using CONNECT, initial applicants can initiate a new application. 
Existing providers can submit renewal applications, service, location 
and information modifications; view and print licenses, manage 

their users, send and receive correspondences, submit corrective 
action plans, apply for a variance, and so much more.

CONNECT is automated with specific workflows which 
has streamlined the licensing process and improved the 

transparency of data and communication with Office of Licensing 
staff, providing real-time information exchange and 24/7 account 
access.



Users that do not yet have 
a login, can access 
CONNECT using the blue 
Log Into CONNECT button 
from the DBHDS Office of 
Licensing home page.

Creating A

CONNECT Account



Provider Portal Login Screen

Click the blue 
Register - Initial Applicant 

button to begin the 
registration process. 



Registration



CONNECT 

Provider Portal 

Training - Required



Provider Organization Information



Provider Organization Information



Registration Process Complete



Logging In To CONNECT

Enter the email address 
you registered with and 
the temporary password 
that was emailed to you. 



Logging In To CONNECT

When logging in for the 
first time, you will be 
prompted to confirm your 
email address, 
completesecurity 
questions, and create a 
new password. When you 
have completed all 
required fields, click Save.



Logging In To CONNECT



Provider Portal Dashboard

Training Video: How Do I Know if 
My Application is Submitted?

https://www.youtube.com/watch?v=XkmjaeayGL8
https://www.youtube.com/watch?v=XkmjaeayGL8


Provider Portal Dashboard Menu

Select one of the 
Application options 
shown here to begin 
the application.  
For this example, we 
are going to select 
the Initial Provider 
Application option. 



Preparing to Apply: Priority or Non-Priority Service?



Preparing to Apply: 
Service Selection



The Application

Note the two Requirement sections 
shown here (red arrows). If a 
requirement status is Incomplete, 
and the requirement is not 
optional, you will not be able to 
submit your application.



The Application



Submitting the Application

Once you have 
completed all 
requirements, you will 
see the Certificate of 
Application section at 
the bottom of the Initial 
Service Provider 
Application screen. If 
you do not see this 
section, your 
application is missing a 
required element. 



Submitting the Application



Application Approved – License Issued



Provider Portal Dashboard Menu Accessibility



CONNECT Correspondence: 
The Communication Center



Correspondence Inbox



The Communication

Center



CONNECT User Resources



Help Desk

 For assistance with the CONNECT Provider Portal, go to the DBHDS Office of 
Licensing  homepage and click the blue CONNECT Help Desk button.



Requirements of a 
Complete Application

Jamie Ball

Policy Review Specialist



Application Requirements

Service Description
Certificate of Authority to Conduct Business in VA
Organizational Structure
Evidence of Financial Resources for 90 Days
Proposed Working Budget
Proposed Staffing Plan
Position Descriptions
Policies and Procedures



Service 
Description

• A Description of the Applicant's Program that includes:

• Service Goals

• A Description of Care, Treatment, Skills Acquisition, or 
Other Supports Provided

• Characteristics and Needs of Individuals to Receive 
Services

• Contract Services, if any

• Eligibility Requirements and Admission, Continued 
Stay, and Exclusion Criteria

• Service Termination and Discharge or Transition 
Criteria

• Types and Roles of Employees or Contractors



Certificate of 
Authority to 

Conduct 
Business in 

Virginia

• State Corporation
Commission Certificate



Organizational 
Structure

• Chart that shows 
the relationship of 
management and 
leadership to the 
service



Evidence of Financial Resources for 90 Days

• The following forms of financial resources are acceptable to document proof of 90 days of operating 
expenses:
• Personal or business savings account
• Personal or business checking account
• Home equity line of credit

• Bank line of credit
• Credit card with an available balance

• Unacceptable forms of financial resources include, but are not limited to:

• Promissory notes
• Retirement accounts
• Life insurance policies
• Gifted funds



Evidence of Financial Resources for 90 Days

• Financial Document should include the following:

• Account Holder’s Name (Owner or Organization Name)

• Financial Institution’s Name

• Statement Date(s)

• Statement should be current within 30 days

• Amount of Available Funds

• Amount should be sufficient to cover 90 days of projected operating expenses



Proposed Working Budget

• Shows Projected Revenue and Expenses for the First Year of Operation. 







Proposed 
Staffing Plan

• Comprised of Two Components:  Written Staffing Plan and 
Staff Schedule

• Written Staffing Plan:

• Includes the types, roles, and numbers of 
employees and contractors required to provide 
the service

• Meets staffing requirements related to 
supervision

• Staff Schedule:

• Shows the staff name, positions, and scheduled 
hours





Position Descriptions

• Submit a Position Description for each position listed on the org. chart.

• Position Descriptions should include the following:

• Job Title

• Duties and Responsibilities Required of the Position

• Job Title of the Immediate Supervisor

• Minimum Knowledge, Skills, and Abilities, Experience or Professional Qualifications 
Required



Policies and Procedures

“Policy” defines what the plan 
or guiding principle of the 

organization is, as related to the 
required regulation.

“Procedures” are the process 
(or steps) the applicant takes to 
ensure the policy is carried out.   
Procedures should answer the 
questions of who, where, and 

how a policy will be 
implemented.



Policy and 
Procedures

• Policy and procedures shall be developed to address 
all applicable regulations for your service.

• Sometimes the regulation will indicate if the service is not 
applicable.



Policy and Procedures

• Regulation 12VAC35-105-530-Emergency Preparedness and Response Plan includes the 
following in section "M":

• "M. This section does not apply to home and noncenter-based services."

• "Home and noncenter based" means that a service is provided in the individual's home or 
other noncenter-based setting. This includes noncenter-based day support, supportive in-
home, and intensive in-home services.



Policy and Procedures

• Regulation 12VAC35-105-600-Nutrition includes the following in sections A and B:



Additional Application 
Requirements

Location Information
Certificate of Occupancy
Building Floor Plan
Current Fire Inspection
Current Health Inspection



Location Information

Location Location Manager Community Liaison



Certificate of Occupancy

• This document is obtained from the locality from where the service location is.

• Indicates the building is classified for its proposed licensed purpose.

• Does not apply to Home Based Services and Non-Center Based Services
• Some examples of Home and Non-Center Based services include:  Supportive In-Home, In-Home Respite, 

Non-residential crisis stabilization, Mental Health Skill Building and Intensive In-Home



Building Floor Plan

• Include Room Dimensions

• Does Not Apply to Home Based
or Non-Center Based Services



Current Fire 
Inspection

• Documentation that buildings and equipment in residential 
service locations are maintained in accordance with 
Virginia Statewide Fire Prevention Code (13VAC5-51)

• For Non-Children's Residential this would apply to 
locations serving more than eight individuals

• For Children's Residential this would apply to all 
locations, regardless of the number of individuals 
served.

• Does not apply to Home Based Services and Non-Center 
Based Services

• Does not apply to Sponsored Residential Services



Current Health 
Inspection

• Any location where the provider is responsible for 
preparing or serving food shall request inspection and shall 
obtain approval by state or local health authorities 
regarding food service and general sanitation.

• For Children's Residential, inspection and approval 
shall also include:

• The sewage disposal system, and

• The water supply

• Does not apply to Sponsored Residential Services

• Does not apply to Group homes or Community Residential 
Homes



Processing of Initial Applications in 
CONNECT

Jamie Ball, Policy Review Specialist 



Processing of 
Initial Apps

• Rejections

• Deficiency Letters

• Revision Reminder Emails

• Application Closure



Rejections

• Completed applications must include all required 
application documents and policies and procedures.

• If any items are missing, then the application will be 
rejected.  The applicant will be notified of missing 
items through an email sent by CONNECT.



Sample 
Rejection 
Email



Deficiency Letters
• After a review of the application form and 

application documents, if it is determined that there 
are items out of compliance or missing, then the 
Policy Review Specialist will send a deficiency letter 
which will include needed revisions by citing the 
specific Licensing Regulations which have not been 
met, including a brief narrative why it was not met.

• Applicant will receive an email notifying them of the 
new correspondence in the portal.



Sample 
Correspondence 
Notification



Sample 
Deficiency 
Letter



Revision Reminder Emails 
and Application Closures

• Priority Services: Applicants are required to submit revisions 
within 30 calendar days from the date on the last deficiency 
letter. A reminder email will go out on day 25.

• Non-Priority Services: Applicants are required to submit 
revisions within 90 calendar days from the date on the last 
deficiency letter.  A reminder email will go out on day 70.



Revision 
Reminder 
Emails



Closure Letter



A Closer Look at the 
Application Process: 

Step-By-Step 

Larisa Terwilliger

Training Coordinator 



Four Phases of the Application Process – 
Priority Applicants



Four Phases of the Application Process – Priority Applicants

PHASE ONE: Submitting Your Application

➢ New applicants will submit the following documentation for review 
through the DBHDS CONNECT Provider Portal:

• A completed Licensing Application with the required 
attachments AND

• The Licensing Policies and Procedures (P & Ps).

➢ Once the prioritized applicant submits a complete initial 
application, they will receive a welcome letter with additional 
instructions for beginning the background check and central 
registry search processes. The applicant should begin the 
background check and central registry search processes 
immediately as a DBHDS licensed provider may not serve 
individuals until they have requested background and central 
registry checks for all direct care staff and supervisors. 



Four Phases of the Application Process – Priority Applicants

PHASE TWO: Review and Revisions

➢ A Policy Review Specialist will review the application, attachments, 
policies and procedures to determine compliance with the 
Licensing Regulations. 

➢ If the submitted documentation requires revisions, the Policy 
Review Specialist will send a letter citing the necessary revisions to 
the provider via the DBHDS CONNECT Provider Portal.

➢ The applicant will make required corrections and submit the 
updated documentation to the Policy Review Specialist through the 
DBHDS CONNECT Provider Portal.

➢ Revisions must be received within 30 days from the date on the last 
revision letter

• Please note: Applicants that do not provide revisions within the required timeframe of 
a request for revisions will be closed for review. All future interest in receiving a DBHDS 
license will require the submission of a new application, including policies and 
procedures, which will be placed on the waiting list. 



Four Phases of the Application Process – Priority Applicants

PHASE THREE (Residential and MAT Services Only): 
Assignment to Licensing Specialist

➢ The Policy Review Specialist will assign the applicant to a Licensing 
Specialist.  

➢ The assigned Licensing Specialist will call the applicant to schedule their on-
site inspection. If the applicant fails to schedule an on-site inspection within 
30 days of the date on the letter assigning the applicant to the Licensing 
Specialist, the applicant’s application will be closed.​

➢ During the on-site inspection, the Licensing Specialist will review the 
regulations that apply to the physical environment.

➢ Once the on-site inspection is completed, the Licensing Specialist will make 
a licensing recommendation to the Office of Licensing management staff for 
review, who will then forward the recommendation to the DBHDS 
Commissioner for final approval.​

• Please note:  Prior to the issuance of an annual license, the Licensing Specialist will conduct a full on-
site inspection where they will review individual records, personnel records, and 
additional documentation, as appropriate, for compliance with the Licensing Regulations.



Four Phases of the Application Process – Priority Applicants

PHASE THREE (Non-Residential Services): 
Assignment to Licensing Specialist

➢ The Policy Review Specialist will assign the applicant to a Licensing 
Specialist.  ​

➢ No additional action is needed from the applicant at this time.



Four Phases of the Application Process – Priority Applicants

PHASE FOUR: Approval

➢ Applicant will receive notification through the DBHDS CONNECT 
Provider Portal once their license has been approved.



Four Phases of the Application Process – 
Non-Priority Applicants



Four Phases of the Application Process – Non-Priority Applicants

PHASE ONE: 

➢ New applicants will submit the following documentation for review 
through the DBHDS CONNECT Provider Portal:

• A completed Licensing Application with the required 
attachments AND

• The Licensing Policies and Procedures (P & Ps).

➢ When the Office of Licensing has a waiting list, the application is 
placed on the waiting list. The waiting list can be viewed on the 
DBHDS website. An up-to-date waitlist can be viewed from the 
CONNECT Provider Portal Dashboard at any time. 



Four Phases of the Application Process – Non-Priority Applicants

PHASE TWO: 

➢ A Policy Review Specialist will review the application and attachments 
to determine compliance with the Licensing Regulations and Code of 
Virginia.

➢ If the submitted documentation requires revisions, the Policy Review 
Specialist will send a letter to the applicant, via the DBHDS CONNECT 
Provider Portal, citing the necessary revisions. 

➢  The applicant will make required corrections and submit the updated 
documentation to the Policy Review Specialist through the DBHDS 
CONNECT Provider Portal. 

➢ Revisions must be received within 90 days from the date on the last 
revision letter. 

➢ Once the Policy Review Specialist determines the application and 
attachments meet requirements within the Licensing Regulations and 
Code of Virginia, they will utilize the revision letter to request for non-
prioritized applicants of center based and residential services to upload 
their location address, certificate of occupancy, and any additional 
physical site documentation, as appropriate, prior to assignment to a 
Licensing Specialist.

• Please note: Applicants that do not provide revisions within 90 days of a request for 
revisions will be closed for review.



Four Phases of the Application Process – Non-Priority Applicants

PHASE THREE (Residential Services Only): 

➢ A Policy Review Specialist will assign the applicant to a Licensing 
Specialist. 

➢ During this time, the applicant will contact the DBHDS Background 
Investigation Unit and register with Fieldprint to initiate the Criminal 
Background Check process.

➢ The assigned Licensing Specialist will call the applicant to schedule their 
on-site inspection. If the applicant fails to schedule an on-site 
inspection within 90 days of the date on the letter assigning the 
applicant to the Licensing Specialist, the applicant’s application will be 
closed. 

➢ During the on-site inspection, the Licensing Specialist will review the 
regulations that apply to the physical environment. ​

➢ Once the on-site inspection is completed, the Licensing Specialist will 
make a licensing recommendation to the Office of Licensing 
management staff for review, who will then forward the 
recommendation to the DBHDS Commissioner for final approval.

• Please note:  prior to the issuance of an annual license, the Licensing Specialist will 
conduct a full on-site inspection where they will review individual records, personnel 
records, and additional documentation, as appropriate, for compliance with the 
Licensing Regulations.



Four Phases of the Application Process – Non-Priority Applicants

PHASE THREE (Non-Residential Services): 

➢ The Policy Review Specialist will assign the applicant to a Licensing 
Specialist. ​

➢ During this time, the applicant will contact the DBHDS Background 
Investigation Unit and register with Fieldprint to initiate the 
Criminal Background Check process. No additional action is needed 
from the applicant. 



Four Phases of the Application Process – Non-Priority Applicants

PHASE FOUR: 

➢ The finalized license is provided to the new provider.​

➢ Applicant will receive notification through the DBHDS CONNECT 
Provider Portal once their license has been approved.



Licensing Regulations, Tools and Resources

Helpful Information as You Navigate the Initial 

Application Process

Mackenzie Glassco

Associate Director of  Quality and Compliance

DBHDS Office of  Licensing



Make sure you get future announcements from the Office of  

Licensing by subscribing to the email list.

https://dbhds.virginia.gov/quality-management/office-of-licensing/

https://dbhds.virginia.gov/quality-management/office-of-licensing/


DBHDS Office of  Licensing (OL)

106

OL 

WEBSITE: https://dbhds.virgini
a.gov/quality-management/office-
of-licensing/

The Office of  Licensing’s website 
includes the regulations and 
guidance documents. It also 
includes several tools, resources and 
training documents to assist 
providers in achieving compliance 

with the regulatory requirements.

https://dbhds.virginia.gov/quality-management/office-of-licensing/
https://dbhds.virginia.gov/quality-management/office-of-licensing/
https://dbhds.virginia.gov/quality-management/office-of-licensing/
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What is a correspondence and how is a provider notified?



•Regulations for Children’s Residential 
Facilities 12VAC35-46

•Emergency/NOIRA:12VAC35-46. 
Regulations for Children’s Residential 
Facilities (adding 12VAC35-46- 1260, 
12VAC35-46-1270) Effective January 10, 
2022 – January 8, 2024

•Rules and Regulations For Licensing 
Providers by the Department of  Behavioral 
Health and Developmental Services [12 
VAC 35 - 105]
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Navigating the 

OL Website

https://law.lis.virginia.gov/admincode/title12/agency35/chapter46/
https://law.lis.virginia.gov/admincode/title12/agency35/chapter46/
http://register.dls.virginia.gov/details.aspx?id=10028
http://register.dls.virginia.gov/details.aspx?id=10028
http://register.dls.virginia.gov/details.aspx?id=10028
http://register.dls.virginia.gov/details.aspx?id=10028
http://register.dls.virginia.gov/details.aspx?id=10028
https://law.lis.virginia.gov/admincode/title12/agency35/chapter105/
https://law.lis.virginia.gov/admincode/title12/agency35/chapter105/
https://law.lis.virginia.gov/admincode/title12/agency35/chapter105/
https://law.lis.virginia.gov/admincode/title12/agency35/chapter105/


Navigating the OL Website
• What is a guidance document? A "guidance document" is any document developed 

by a state agency that provides information or guidance of  a general nature to agency 

staff  or the public to interpret or implement statutes or the agency's regulations. 
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All current DBHDS Guidance Documents can be found here:  
https://www.townhall.virginia.gov/L/GDocs.cfm?BoardID=65 

https://www.townhall.virginia.gov/L/GDocs.cfm?BoardID=65


Guidance for 
Corrective 

Action Plans 
(CAPs)
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for Corrective

Action Plans
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Navigating the OL 
Website-Root 

Cause Analysis
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Navigating the OL Website-Risk Management
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Navigating the OL Website-Quality Improvement
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Navigating the 
OL Website-SIRs 

and CHRIS
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Navigating the OL Website-Care Concerns
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Policy and Form Templates
*If applicants use the templates, it will significantly 
increase the likelihood that they will be found to be in 
compliance when the policies and forms are reviewed 
for content.



The Office of Licensing is in the 
process of finalizing several 
policy and form templates which 
will be in a fillable PDF format.  
Once they are finalized, they can 
be found on the Office of 
Licensing’s website. 

These are not required 

templates; however, utilization 

of these templates will assist 

providers in achieving 

compliance with the regulatory 

requirements.



Policy and Form Templates

Rules and Regulations For Licensing Providers by the Department of Behavioral Health and 

Developmental Services [12 VAC 35 - 105]

▪ 160.E. – Root Cause Analysis Policy  

▪ 160.J. – Serious Incident Management 

Policy 

▪ 400 - Background Checks 

▪ 450 - Employee Training and Development 

▪ 520 – Risk Management Plan 

▪ 620 – Monitoring and Evaluating Service 

Quality 

▪ 645 - Initial Screening/Assessment, 

Admission, Service Planning, Orientation, 

and Discharge

▪ 650 - Assessment Policy  

▪ 660 - ISP policy 

▪ 700 - Crisis and Clinical Emergency 

▪ 720 - Health Care 

▪ 770 - Medication Management 

▪ 800 - Behavior Intervention and Support 

https://law.lis.virginia.gov/admincode/title12/agency35/chapter105/
https://law.lis.virginia.gov/admincode/title12/agency35/chapter105/


Policy and From Templates

▪ 310 – Staff Development 

▪ 710 – Application for Admission 

▪ 720 – Written Placement Agreement

▪ 750 – Individualized Service 

Plans/Quarterly Reports 

Regulations for Children’s Residential Facilities 12VAC35-46

▪ 810 – Health Care Procedures 

▪ 820 – Written Policy and Procedures 

for a Crisis or Clinical Emergency  

▪ 850 – Medication 

▪ 940 – Behavior Interventions 

https://law.lis.virginia.gov/admincode/title12/agency35/chapter46/


Final Preparations

Staffing Background and 
Central Registry Checks

Staff Training 
Requirements



Final Preparations: Staffing

Children's Residential Services: The staffing plan complies with the requirements 
within 12VAC35-46-320 through 12VAC35-46-390. All staff hired will meet the 
qualifications outlined in the position description for their position and the ratio of 
staff to residents shall be at least one staff to eight residents for facilities during 
the hours residents are awake.

General Regulations: The staffing plan complies with the requirements for 
supervision within 12VAC35-105-590(C). All staff hired will meet the qualifications 
outlined in the position description for their position and staffing allocations will 
be appropriate for the service provided.

Don't forget about the staff schedule which must include staff names, their 
position and scheduled hours.



Final Preparations: Criminal Background Checks and 
Registry Searches

Priority Applicants: Once the prioritized applicant submits a complete initial 
application, they will receive a welcome letter with additional instructions for 
beginning the background check and central registry search processes. The 
applicant should begin the background check and central registry search 
processes immediately as a DBHDS licensed provider may not serve individuals 
until they have requested background and central registry checks for all direct 
care staff.

Non-Priority Applicants: Once the Policy Review Specialist has reviewed and 
accepted all revisions, the application will be assigned to a Licensing 
Specialist. ​A letter will be sent to the applicant via the CONNECT Provider 
Portal with the contact information of their assigned Licensing Specialist.​
At this time, for Non-Priority Services, the applicant will be instructed to begin 
the background check process.​



Final Preparations: Criminal Background Checks and 
Registry Searches

• Providers are required to initiate background checks through the

• Providers should initiate the background check through the DBHDS 
Background Investigations Unit.  To begin this process, 
email: backgroundinvestigations@dbhds.virginia.gov

• It is also recommended that applicants review Attachment 2: Barrier 
Crimes List for DBHDS Direct Consumer Care Providers (Effective 
January 1, 2023)

• Central Registry Checks are conducted through the Department of 
Social Services, Office of Background Investigations (OBI).

• Applicants should access the Request for Search of the Child 
Protective Services (CPS) Central Registry form from the DSS Website

mailto:backgroundinvestigations@dbhds.virginia.gov
https://dbhds.virginia.gov/wp-content/uploads/2023/01/Attachment-2-Barrier-Crimes-01_23.pdf
https://dbhds.virginia.gov/wp-content/uploads/2023/01/Attachment-2-Barrier-Crimes-01_23.pdf
https://dbhds.virginia.gov/wp-content/uploads/2023/01/Attachment-2-Barrier-Crimes-01_23.pdf
http://www.dss.virginia.gov/files/division/licensing/background_index_childrens_facilities/founded_cps_complaints/032-02-0151-12-eng.pdf
http://www.dss.virginia.gov/files/division/licensing/background_index_childrens_facilities/founded_cps_complaints/032-02-0151-12-eng.pdf
https://www.dss.virginia.gov/family/cps/forms_applications.cgi


Final Preparations: Criminal Background Checks and 
Registry Searches for Children's Residential Services

• For Children's Residential Services 12VAC35-46-300.B.7

For all individuals that began providing services after July 1, 2007, the 
actual date that the individual began working with children should be 
documented in the personnel record. This may be the same date as the 
date the individual began his actual duties.  For individuals who work 
alone with children, the date they began working alone with children 
should be documented.  The criminal background check must be 
received by the provider before an individual can begin working with 
children.  The child protective services check must be received by the 
provider before an individual can work alone with children.



Final Preparations: Training

• Ensure that employees and contractors are oriented to the 
service and receive the required trainings as outlined in the 
DBHDS regulations and the provider's own policies.

• Develop a Training Policy that addresses areas related to 
serious incident reporting, medication administration, 
behavior intervention, emergency preparedness, infection 
control; including flu epidemics, CPR/First Aid Certification, 
and others as applicable.  This policy should also include the 
frequency of retraining.

• Applicants must refer to the regulatory requirements to ensure 
that all areas are addressed as it relates to orientation, 
required trainings and staff development.



Home and Community Based Services (HCBS)



Home and Community Based Services (HCBS)

Home and community-based services (HCBS) 
provide opportunities for individuals to receive 
Medicaid waiver services in their own home 
or community rather than in institutions or 
other isolated settings.  Providers of group 
home, sponsored residential, supervised living, 
and group day services available 
in  a Developmental Disabilities (DD) waiver m
ust demonstrate full compliance with HCBS 
settings requirement in ALL settings in 
order to receive reimbursement 
for services. (42 CFR Part 430, 431).



Home and Community Based Services (HCBS)

• New providers are required to visit the HCBS Toolkit on the DMAS website to view resources 
and other information to help develop your HCBS policies.  Providers must also submit their 
HCBS policies to: hcbscomments@dmas.virginia.gov for internal review prior to 
enrolling with Medicaid as a DD waiver provider and in order to receive reimbursement for 
services.

• For additional information, please visit the Department of Medical Assistance Services or 
click on the links below:

• New Providers HCBS Overview: Home and Community-Based Services (HCBS) Settings Rule 
(virginia.gov)

• New Settings Guidance: CMS Home and Community-Based Services (HCBS) Regulations: 
Developmental Disability (DD) Waivers (virginia.gov)

• If you have additional questions related to HCBS 
please contact: hcbscomments@dmas.virginia.gov

https://www.dmas.virginia.gov/for-providers/long-term-care/waivers/home-and-community-based-services-toolkit/hcbs-training/
mailto:hcbscomments@dmas.virginia.gov
https://www.dmas.virginia.gov/for-providers/long-term-care/waivers/home-and-community-based-services-toolkit/hcbs-training/
https://www.dmas.virginia.gov/media/5567/new-providers-hcbs-overview.pdf
https://www.dmas.virginia.gov/media/5567/new-providers-hcbs-overview.pdf
https://www.dmas.virginia.gov/media/5568/new-settings-guidance.pdf
https://www.dmas.virginia.gov/media/5568/new-settings-guidance.pdf
http://mail%20to:%20hcbscomments@dmas.virginia.gov/


Issuance of Licenses

Once the initial applicant has met the minimum 
regulatory requirements to be licensed, then 
a conditional license will be issued.  This type of 
license is issued to a new provider for services that 
demonstrate compliance with administrative and 
policy regulations but has not demonstrated 
compliance with all the regulations.

What’s Next?  The Conditional License



It is important to know that:

• A conditional license shall not exceed six months.
• A conditional license may be renewed if the provider is not able to 

demonstrate compliance with all the regulations at the end of the license period. A 
conditional license and any renewals shall not exceed 12 successive months for all 
conditional licenses and renewals combined.

• A provider holding a conditional license for a service shall demonstrate 
progress toward compliance.

• A provider holding a conditional license shall not add services or locations during 
the conditional period.

• A group home or community residential service provider shall be limited to 
providing services in a single location, serving no more than four individuals during the 
conditional period.

What’s Next? The Conditional License



• The department conducts announced and unannounced onsite reviews of all 
new providers and services to determine compliance with the DBHDS regulations

• The department also conducts unannounced onsite reviews of licensed providers and 
each service at any time and at least annually to determine compliance with these 
regulations.

• The annual unannounced onsite reviews are focused on preventing specific risks 
to individuals, including an evaluation of the physical facilities in which the services 
are provided.

• The department may also conduct announced and unannounced onsite reviews at any 
time as part of the investigations of complaints or incidents to determine if there is a 
violation of regulations.

What’s Next? Onsite Reviews



• "12VAC35-105-40. Application requirements.
C. The provider shall confirm his intent to renew the license prior to the expiration date of the 
license and notify the department in advance of any changes in service or location."

• A renewal application and proof of SCC must be submitted via CONNECT prior to the 
expiration of the license.

• For this document to be accepted with your application, your SCC registration should be in 
an "Active" Status on the SCC website.  Additionally,  the name on the license and the 
name of the organization on the SCC website should match.  If the license is not active or 
the name does not match; then the renewal will not be processed, and the license will be 
at risk for closure.

What’s Next? Renewing the License



• In most cases, onsite reviews require a review of individual records, personnel 
records and an inspection of the physical environment.

• For onsite reviews, it is imperative that the provider identify a designated staff who 
is available any time for such reviews.

• This designated staff should be able to quickly provide a roster of individuals and 
employees/contractors.

• Additionally, the designated staff should have access to all individual 
records, personnel records, the licensed location and be able to answer questions.

• Providers are expected to maintain all records in a consistent and organized 
manner.

What’s Next?  Onsite Reviews



• If during the conditional period,  the provider has provided services,  and is able to demonstrate 
compliance with all the applicable regulations then an annual license will be issued.

• If during the conditional period, there are significant concerns, and the provider is unable to demonstrate 
implementation of approved CAPs then this may be grounds to deny the provider an annual license.

• If during the conditional period the provider has not served any individuals or the provider is unable 
to demonstrate compliance with applicable regulations which includes at a minimum:  completion of an 
initial and comprehensive assessment, an initial and comprehensive ISP, quarterly reviews and 
demonstrate implementation of services through progress notes or other documentation, then this is 
grounds to deny the annual license.

• It is extremely important that your business plan outlines the steps for acquiring admissions.  

• If a provider on a conditional license is denied an annual license they will be closed.  If the provider would 
like to reapply,  they can do so by following the initial application process.

What's Next?  The Annual License
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Wrap Up

Thank you for attending this orientation!

Reminders:

• FAQ will be sent after the training.

• Slides will also be sent out.
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Wrap Up: Post Assessment

Help us help you! 

➢ Please click this link to complete the Post Assessment: 

Post Assessment - Initial Applicant Orientation 

               

➢ Scan this QR code to complete the Post Assessment on your mobile device:

➢ Completing the Post Assessment provides 
an  opportunity for you to share your 
feedback and assists us with improving 
future training events. 

https://forms.office.com/g/RwWbQGkyiG
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• Office of Licensing Website  

• DBHDS Website

• Rules and Regulations For Licensing Providers by the Department of Behavioral Health and Developmental Services [12 
VAC 35 - 105]

• Regulations for Children’s Residential Facilities [12VAC35-46]

• Guidance Documents 

• Current Prioritization List

• DBHDS CONNECT Provider Portal System

• Video-How Do I Know if My Application is Submitted?

• Department of Medical Assistance Services

• HCBS Toolkit

• Home and Community-Based Services (HCBS) Settings Rule (virginia.gov) 

• CMS Home and Community-Based Services (HCBS) Regulations: Developmental Disability (DD) Waivers (virginia.gov)

• Department of Social Services Website

• Request for Search of the Child Protective Services (CPS) Central Registry

• Barrier Crimes List for DBHDS Direct Consumer Care Providers (Effective January 1, 2023)

Resources Referenced In This Presentation

https://dbhds.virginia.gov/quality-management/office-of-licensing/
http://www.dbhds.virginia.gov/
https://law.lis.virginia.gov/admincode/title12/agency35/chapter105/
https://law.lis.virginia.gov/admincode/title12/agency35/chapter105/
https://law.lis.virginia.gov/admincode/title12/agency35/chapter46/
https://www.townhall.virginia.gov/L/GDocs.cfm?BoardID=65
https://dbhds.virginia.gov/wp-content/uploads/2022/10/Priority-Ranking-by-Service-Type-for-Initial-Applications.docx
https://vadbhdsprod.glsuite.us/GLSuiteWeb/Clients/VADBHDS/Private/LoginDashboard/Login.aspx
https://www.youtube.com/watch?v=XkmjaeayGL8
https://www.dmas.virginia.gov/for-providers/long-term-care/waivers/home-and-community-based-services-toolkit/hcbs-training/
https://www.dmas.virginia.gov/for-providers/long-term-care/waivers/home-and-community-based-services-toolkit/hcbs-training/
https://www.dmas.virginia.gov/media/5567/new-providers-hcbs-overview.pdf
https://www.dmas.virginia.gov/media/5568/new-settings-guidance.pdf
https://www.dss.virginia.gov/family/cps/forms_applications.cgi
http://www.dss.virginia.gov/files/division/licensing/background_index_childrens_facilities/founded_cps_complaints/032-02-0151-12-eng.pdf
https://dbhds.virginia.gov/wp-content/uploads/2023/01/Attachment-2-Barrier-Crimes-01_23.pdf


Slide 139

Additional CONNECT Resources

• How Do I Register for the CONNECT Provider Portal to Begin the Initial 
Application Process?

• How do I Login to CONNECT?

• How Do I Initiate a New Application?

• How Do I Submit My Requirements?

• How Do I Know if I Need to Respond to a Deficient Requirement?

• How Do I Know if My Application Is Submitted and on the Waitlist?

• CONNECT Blast Newsletter (June 2023)

https://dbhds.virginia.gov/wp-content/uploads/2022/09/How-Do-I-Register-in-the-CONNECT-Provider-Portal-to-Begin-the-Initial-Application-Process-FINAL.pdf
https://dbhds.virginia.gov/wp-content/uploads/2022/09/How-Do-I-Register-in-the-CONNECT-Provider-Portal-to-Begin-the-Initial-Application-Process-FINAL.pdf
https://www.youtube.com/watch?v=SSJWUXhE6Uk
https://www.youtube.com/watch?v=L2wwXFPBDc8
https://www.youtube.com/watch?v=AiREHsU1TKY
https://www.youtube.com/watch?v=8VKYvqkktQ4
https://www.youtube.com/watch?v=XkmjaeayGL8
https://dbhds.virginia.gov/wp-content/uploads/2023/06/June-CONNECT-Blast-Newsletter_FINAL-1.pdf


Thank you! 
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