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Application Checklist
Please submit the below OAR requirements when submitting your new or renewal Agency and Endorsement Application.
[bookmark: Text1]     Applicant Agency Name:       

I. Agency Certification Checklist:                                                       
	
	x
	Agency Certification as outlined in OAR Chater 411, Div. 323
	Pg#

	
	CPR Certificate (required for the Executive Director if providing direct supports)
	

	
	Background check (ED must bring background check listing ‘Executive Director’ as Title/Position.)
	

	
	Abuse Training Certificate on the applicable Department form (required for ED)
	

	
	Cannabis Policy-APD-PT-17-046: ODDS providers who do allow for the use and storage of cannabis products must maintain policies outlining how residents may use and store cannabis and clarifying that no assistance can be provided in the acquisition or administration of the cannabis product.
	

	
	Market Study: An initial application must include a market study outlining the business need for the agency and requested endorsements. The study must include, at a minimum, all of the following:
(I) A market overview that describes the size, growth rate, and trends of the market.
(II) An analysis of the demographics and preferences of the individuals intended to be served.
(III) An assessment of the strengths, weaknesses, opportunities, and threats related to the market.
(IV) An analysis of the needs and pain points for individuals who may seek services from the agency.
(V) The marketing strategies the agency expects to use.
	

	
	Business Plan that includes:
· Staff Recruitment and Retention Strategies
· Organizational Structure, including any controlling interests
· Market Study (Initial application only), which includes: 
· A market overview (size, growth, trends)
· Demographic and preference analysis of the individuals to be served
· SWOT analysis (Strengths, Weaknesses, Opportunities, Threats)
· Identification of service needs and barriers for individuals
· Planned marketing strategies
	

	
	Non-Discrimination Agency Personnel Policies and Practices: An agency must comply with all applicable state and federal statutes, rules, and regulations regarding non-discrimination in employment policies and practices.
	

	
	Abuse Reporting Personnel Policies and Procedures:
· An agency must notify each mandatory reporter of abuse reporting requirements at least annually on the applicable Department form.
· An agency must provide each mandatory reporter with a department produced card regarding abuse reporting status and abuse reporting requirements.
· An agency must maintain and implement personnel policies and procedures that address suspension, increased supervision, or other appropriate disciplinary action when a staff member, provider, subcontractor, relief provider, or volunteer, has been identified as an accused person in an abuse investigation or a founded report of child abuse or substantiated adult abuse.
· Retaliation. An agency or provider may not retaliate against a person who reports in good faith suspected abuse or retaliate against an individual with respect to a report. An accused person may not self-report solely to claim retaliation.
· An agency, provider, or person that retaliates against a person because of a report of suspected abuse is liable under ORS 430.755 in a private action for actual damages and, in addition, is subject to a penalty up to $1,000, notwithstanding any other remedy provided by law.
· Any adverse action is evidence of retaliation if taken within 90 calendar days of a report of abuse. For this section, "adverse action" means any action taken by an agency, provider, or person involved in a report against the person making the report or against the individual because of the report and includes, but is not limited to, the following:
· Discharge or transfer from the agency, except for clinical reasons
· Discharge from, or termination of, employment. 
· Demotion or reduction in remuneration for program services.
· Restriction/prohibition of access to the agency or individuals receiving services delivered by the agency.
	

	
	Policies and Procedures-Individual Rights (Ref OAR: 411-318-0010 (1)(a-aa)):
	

	
	(a) Abuse/Neglect/Retaliation
(b) Free from Seclusion, Restraint
(c) Meds prescribed clinical needs
(d) Choice in Treatment
(e) Informed Written Consent
(f) Informed Consent/Experimental
(g) Privacy/ Environment
(h) Contacts and Visits
(i) Participate in Community
(j) Access to Education
(k) Lawful Compensation
(l) Financial Independence
(m) Personal property/control
(n) Supportive Services
	(o) Meaningful Life
(p) Individualized Written Plan
(q) Individual Participation in Plan
(r) Request Changes to Plan
(s) Timely Decision
(t) Termination Notification
(u) Hearing
(v) Informed of Rights
(w) Encourage to Exercise Rights
(x) Exercise Rights if committed
(y) Assert Complaints
(z) Freedom from reprisal
(aa) Informed of Family Contact
	

	
	Health-Policies/Procedures that maintain/protect health of individuals.
	

	
	Individual and Family Involvement Policy that addresses:
· Participation of individuals in decisions regarding the agency's operations.
· Interaction of families, guardians, legal and designated representatives, and significant others.
· For individuals, families, guardians, legal and designated representatives, and significant others: 
· Participation on the Board of Directors or on committees; or 
· Review of the agency's policies directly affecting the individuals receiving services from the agency.
	

	
	Confidentiality of Records Policy:
· Agency must have and implement written policies and procedures that ensure all records for individuals are kept confidential except as otherwise provided by applicable state and federal rule or laws.
· For the purpose of disclosure from individual medical records under this rule, an agency is considered a "public provider" as defined in ORS 179.505.
· Access to records by the Department does not require authorization by an individual or their legal or designated representative or family.
· For the purpose of disclosure of non-medical individual records, all or portions of the information contained in the non-medical individual records may be exempt from public inspection under the personal privacy information exemption to the public records law set forth in ORS 192.502.
	

	
	Professional Behavior Services. An agency with an endorsement to deliver professional behavior services must have and implement written policies and procedures to assure professional behavior services are delivered by a qualified behavior professional in accordance with OAR chapter 411, division 304. 

	

	
	Behavior Supports:
· An agency must have and implement written policies and procedures for the delivery of behavior supports that prohibits abusive practices and assures behavior supports are included in a Positive Behavior Support Plan.
· The agency must inform each individual, and as applicable their legal or designated representative, of the behavior support policies and procedures at the time of entry and as changes occur. 
· A decision to alter an individual's behavior must be made by the individual or their legal or designated representative
	

	
	Emergency Physical Restraint Policy. An agency must have and implement written policies and procedures to assure that the use of any emergency physical restraint is reviewed by an agency's Executive Director, or as applicable their designee, within two hours of the emergency physical restraint.
	

	
	Direct Nursing Services. An agency with an endorsement to deliver direct nursing services must have and implement written policies and procedures to assure direct nursing services are delivered by a qualified registered or licensed professional nurse in accordance with OAR chapter 411, division 380.
	

	
	Handling And Managing Individuals' Money Policy. The agency must have and implement written policies and procedures for the handling and management of money for the individuals. Such policies and procedures must provide for:
	

	
	· Financial planning and management of the funds for an individual. 
· Safeguarding the funds for an individual.
· Individuals receiving and spending their own money.
· Considering the interests and preferences of the individual.
	

	
	Reimbursement for money or property that are missing due to the theft or mismanagement on the part of any staff or volunteers of the agency, or of any funds within the custody of the agency that are missing due to theft or mismanagement. Reimbursement must be made to the individual within 10 business days from the verification that funds are missing.
	

	
	Complaints Policy. An agency must have and implement written policies and procedures for individual complaints in accordance with OAR 411-318- 0015.  Complaints by or on behalf of individuals must be addressed in accordance with OAR 411- 318-0015
	

	
	At entry, upon request, and annually, complaint policies must be explained and provided to the individual and their legal or designated representative (if applicable)
	

	
	Agency Documentation Requirements Policy. Agency must have and implement policies and procedures that address agency documentation requirements. Documentation must:
· Prepared at the time or immediately following the event being recorded.
· Accurate and contain no willful falsifications
· Legible, dated, and signed by the person making the entry.
· Maintained for no less than seven years.
	

	
	Agency Roles Policies and Procedures: An agency must have and implement policies and procedures to describe who, by role, may enter into agreements to deliver program services to an individual as required by OAR 411-323-0065(4).
An agency must have and implement policies and procedures to address the temporary unavailability of an executive director.
	


II. Specific Endorsement Checklists:
A. 24-Hour Residential Homes (Adult & Children) Checklist
	
	24-Hour Residential Services as outlined in OAR Chp. 411, Div. 325:
	Pg#

	
	411-325-0025 (5): Competency Based Training Plan
	

	
	411-325-0120 (1)(a-g) Medical Services Policies and Procedures
(a) Individual Health Care	
(b) Medication Administration
(c) Medication Storage
(d) Response to emergencies
(e) Nursing Services, if provided
(f) Disposal of Medications
(g) Early detection and prevention of infectious disease
	

	
	411-325-0140 (7) Physical Environment
(7) Develop policy for the appropriate disposal of biohazards and medical waste.
	

	
	411-325-0170 (5): Program Supervisor (Children Only) an agency must have and implement policies that assure:
(a) A program supervisor is in each home the agency operates for a minimum of eight hours per week. 
(A) The program supervisor for a home providing services to adults must have at least two years of experience delivering attendant care in a setting regulated by either the Oregon Department of Human Services or the Oregon Health Authority. 
(B) The program supervisor for a home providing services to children must have at least two years of professional experience delivering supports to children.
(b) New direct support professionals receive a minimum of four hours of training about delivering attendant care before supporting an individual without the presence of another direct support professional who has received the attendant care training. The attendant care training must be conducted by an employee with at least two years of experience providing attendant care in a setting regulated by either the Oregon Department of Human Services or the Oregon Health Authority.
	

	
	411-325-0350 Behavior Supports & Physical Restraints for Adults:
An agency must have and implement written policies and procedures to assure professional behavior services are delivered by a qualified behavior professional in accordance with OAR chapter 411, division 304.
	

	
	411-325- 0355 (4) Restraint and Involuntary Seclusion of a Child: (4-9) Develop policy and procedures when a child is placed in a restraint according to this rule
	

	
	411-325-0380 (1)(a-d) Rights: Handling and Managing Individuals' Money. 
A provider must have and implement written policies and procedures for the handling and management of individuals' money. Such policies and procedures must provide for:
(a) Individual management of funds
(b) Safeguarding funds
(c) Individuals and their money
(d) Individual’s interests/preferences
	


B. Host Homes Checklist
	
	Host Home Programs as outlined in OAR 411. Chapter 348
	Pg#

	
	Check the Core Competency Based Training Plan that applies:
411-348-0025 (6)(a): Competency Based Training Plan (Department’s Core Competencies)
	

	
	411-348-0025 (6)(b) Agency Designed Core Competency Plan
	

	
	411-348-0025 (11) Need for Services. Policies & Procedures must include a frequency of review and address all the following:
(a) The child’s need for a formal Positive Behavior Support Plan based on the child’s Functional Needs Assessment, ISP, and Functional Behavior Assessment. 
(b) The child’s risk to self and others, including frequency of significant threats to safety as a result of the child’s actions or non-actions or serious behavioral incidents for the past 12 months. 
(c) The frequency of psychiatric hospitalization for the last 12 months, excluding initial assessment and evaluation.
(d) The frequency and nature of community service response required as a result of the child’s behavior, including law enforcement and other emergency personnel, juvenile justice, and providers related to juvenile dependency for the past 12 months. 
(e) The child’s behavioral challenges, including if the behavior challenges continue to be a barrier to the child’s return to their family home.
	

	
	411-348-0120 (1)(a-g) Medical Services Policies and Procedures:
	

	
	(a) Individual Health Care
(b) Medication Administration
(c) Medication Storage and Disposal
(d) Response to emergencies
	(e) Medical Care Coordination
(f) Nursing Services, if provided
(g) Early detection and prevention of infectious disease
	

	
	411-348-0140 Physical Environment: (7) Develop policy for the appropriate disposal of biohazards and medical waste
	

	
	411-348-0210 Transition Planning and Supporting Families Policy and Procedures: that supports a child’s relationship with their family
	

	
	411-348-0230 (3) Emergency Back-up:
(a) The emergency back-up plan may include but is not limited to the use of an alternate Host Home setting or other licensed or certified provider home, additional staffing, and behavior support consultation.
(b) A program provider must assure that in the event of the emergency absence of an in-residence caregiver, there is a written contingency plan for each child that is available for the staff and alternate caregivers.
	

	
	411-348-0355 (4) In-Residence Caregiver: Policy and Procedure for in-residence caregiver and staff to follow when a child is placed in a restraint according to rule 
	

	
	411-348-0410 (1) Alternative Care, Childcare, Camp, and Alternate Caregivers. 
The policies and procedures must address:
(a) Informing of and approval by the program provider for the support of a child away from the Host Home setting or child’s family home;
(b) Safety measures to assure caregivers given the responsibility for the supervision and support of a child are safe and have adequate skills and knowledge to safely support the child;
(c) Settings are licensed, certified, or approved as a designated setting for care when the child is supported overnight away from the Host Home or the child’s family home;
(d) Alternative care settings and caregivers are provided with adequate information to safely support the child; and 
(e) Planning to ensure the in-residence caregiver or staff are able to immediately respond if a situation arises that results in the child needing intervention or to leave the alternative care setting.
	


C. Employment Checklist 
	
	Employment Services as outlined in OAR Chp. 411, Div. 345
	Pg#

	
	411-345-0030 (2) Employment provider requirements:
(a)(C) Have a job description or Service Agreement with clearly stated job responsibilities, service requirements, service outcomes, etc.
(b)(A)(B) A provider agency must have at least one employee in a supervisory position who has Department approved credentialing.
	

	
	Department-Approved credentials: include being a Certified Employment Support Professional (CESP), Basic or Professional Employment Certificate recognized by the Association of Community Rehabilitation Counselors (ACRE) or a certificate from a program in Supported Employment from an accredited institution of higher education, such as a university or community college.
	

	
	411-345-0035 (11)(a)(A-E) Health and Medical Needs Policies and Procedures:
(A) Emergency medical intervention (B) Treatment and documentation of illness and health care concerns (C) Administering, storing, and disposing of prescription (D) Emergency medical procedures, including the handling of bodily fluids (E) Confidentiality of medical records
	

	
	411-345-0035 (13) Management of Funds: Policies and Procedures related to oversight of the individual’s financial resources that include (a) theft, comingling, using for staff benefit (b) Reimbursement
	

	
	411-345-0035 (14) Behavior Supports: Have and implement written policies and procedures to assure professional behavior services are delivered by a qualified behavior professional in OAR chapter 411, Division 345
	

	
	411-345-0035 (7)-(9): Physical Environment (provide copy of fire, health and safety inspections):
· A written emergency plan
· Fire and Life Safety Inspection Report
· Health and Safety Inspection Report completed by Oregon Occupational Safety and Health Division
· Provider Agency’s Worker’s Compensation Insurance Carrier
· Licensed Safety Engineer or Consultant as approved by the Oregon Health Department
	


D. Supported Living Program Checklist
	
	Supported Living as outlined in OAR Chp. 411, Div. 328:
	Pg#

	
	411-328-0630 (4)(a-d) Health: Medical Services Policies and Procedures addressing the following:
(a) Early Detection of Disease (b) Emergency medical (c) Treatment and Documentation
(d) Obtaining/storing/Admin Drugs
	

	
	411-328-0640(3) Dietary: Policies & Procedures - Supply, Planning, Prep, Service, Storage 
	

	
	411-328-0660(3) Safety: General: Emergency
	

	
	411-328-0715(2) Rights: Financial
	


E. Community Living Supports Program Checklist
	
	Community Living Supports as outlined in OAR Chp. 411, Div. 450
	Pg#

	
	411-450-0080 (11)(b): Policies and Procedures to Scope of services 	
	

	
	411-450-0080 (15): Service Record: Current record requirements for individuals
	

	
	411-450-0080 (16) Provider/Agency Training: Training for employees, contractors, volunteers
	

	
	411-450-0080 (17) Drug Free: Drug- free workplace
	

	
	411-450-0080 (18) Provider Agency owns/ leases a site Requirements:
(a) A Written plan of emergency (b)(A)(B) Post emergency information
(c) Documented Safety reviews quarterly and kept for 3 years
(d) Train individuals at entry to leave site in response to alarms and other signals
(f) Adaptions sensory impaired/physically (g) Health & Safety inspection every 5 years
(h) Initial fire and life safety inspections performed by the local fire authority
	

	
	411-450-0080 (19)(a): Scope and Services Health/Medical Needs. 
Develop and implement written Policies & Procedures addressing the following:
(A) Emergency Medical (B) Treatment of illness
(C) Medication administration, storage and self-administration
(D) Emergency: Handling Bodily Fluids (E) Confidentiality of Medical Records
	

	
	411-450-0080 (21) Scope and Services/Managing funds. If assisting with management of funds, a provider agency must have and implement written policies and procedures related to the oversight of an individual's financial resources that includes the following:
(a) Theft, comingling, using for staff benefit (b) Reimburse missing funds/10 days
	

	
	411-450-0080/ 411-304 (22) Scope and Services/Difficult Behaviors:
(a) Professional Behavior Service written policies and procedures
(b) Behavior Supports written policies & procedures: Abusive / Positive support 
(c)(A-B) Psychotropic Medications
	

	
	411-450-0080/411-304 (24) Scope and Services/Positive Behavior Support Plan:
(a)(A)(i)(ii) Safeguarding intervention or equipment
(a)(B) Consent for safeguarding intervention/equipment OAR 411-004-0040.
(a)(C)(i)(ii) Trained Staff
(b)(A)(i-iii)(B)(i-xi) Emergency Physical Restraints not written in the PBSP
	

	
	Additional Documentation Required: For Facility sites:
Physical Environment (provide copy of fire, health and safety inspections):
Insurance Inspection Report or OSHA/Safety Inspection Report
Fire Inspection Report
	



	
	Community Living Supports - Standard Model Requirements: 
	Pg#

	
	411-450-0090(2) Policies and Procedures to: (a) Minimize loss of support when agency employee is unavailable, and what steps must be taken to find a substitute. (b) Minimize loss of agency employee income when individual cancels
	

	
	411-450-0090(3) Policies and Procedures: A Standard Model agency may not, by written or unwritten policy, refuse to provide services, including day support activities, based on the following needs:
(a) Behavior supports (b) Health-related tasks (c) Any ADL 
(d) Supports associated with a specific disability (e) Medication management or administration
	

	
	411-450-0090(5) Policies and Procedures to: facilitate access to paid training and certification in ODDS-approved behavior intervention curriculum for employees assigned to support a person with challenging behavior (Required)
	

	
	411-450-0090(6) Policies and Procedures to: (b) An agency’s program supervisor may supervise no more than an average of 20 full-time equivalent direct support professionals at any given time.
	





	
	Community Living Supports – Employer Model Requirements: 
	Pg#

	
	411-450-0095 (2) Policies and Procedures to: provide culturally appropriate training, coaching, and other forms of supports to an individual in the individual’s preferred language consistent with the individual’s communication needs on the following topics: 
(a) Self-direction. 
(b) Roles and responsibilities of the individual and the employer model agency regarding employee management activities including, but not limited to, all the following: 
(A) Recruitment. 
(B) Hiring. 
(C) Scheduling. 
(D) Training. 
(E) Performance assessments. 
(F) Termination.  
(G) Any other required administrative or employment related responsibilities of the individual. 
	

	
	411-450-0095 (3) Policies and Procedures to: maintain responsibility for ensuring that all services provided are aligned with an individual’s needs and preferences and prioritize the individual’s choices and active participation in service delivery. 
	

	
	411-450-0095 (5) Policies and Procedures to: provide mandatory non-discrimination and cultural competency training for all employees upon hiring and annually thereafter. This training may be included in the job-related in-service training described in OAR 411-323-0050.
	

	
	411-450-0095 (6) An employer model agency is responsible for the following: 
(a) Administering all employment- related responsibilities including, but not limited to: 
(A) Accurate and timely payroll processing.  
(B) Withholding taxes. 
(C) Managing deductions. 
(b) Ensuring compliance with relevant rules, laws, and regulations. 
	

	
	411-450-0095 (7) An employer model agency must involve employees and individuals served by the employer model agency in the development of decision-making about work processes, performance standards, quality improvement strategies, training, technology use, and workplace safety, through regular surveys, an advisory board, or other method. 
	


F. Direct Nursing Services Checklist
	
	Direct Nursing Services as outlined in OAR Chp. 411, Div. 380
	Pg#

	
	411-380-0060 (1): DNS may be delivered by the following Medicaid Providers (Select applicable):
(1)(a) A self-employed LPN or LN licensed under ORS 678.021
(1)(b) Home Health Agency under ORS 443.015
(1)(c) In-home care agency licensed under ORS 443.315 OR
(1)(d) A direct nursing services agency under OAR 411-380-0065
	

	
	411-380-0060 (3): A provider of DNS must be a licensed RN or LPN with current license and meet provider enrollment requirements under 407-120-0320. 
	

	
	411-380-0060 (4): At least one year of experience working with individuals with I/DD is recommended, but not required
	

	
	411-380-0065 (2)(a-c) Policies and Procedures: A direct nursing services agency must develop and implement written policies and procedures required for administration and operation in compliance with these rules including, but not limited to, all of the following:
(a) Assure each RN and LPN has a current license
(b) Protecting individual rights according to OAR 411-318-0010.
(c) Addressing individual complaints according to OAR 411-380- 0040
	

	
	411-323-0050 (4)(a)(A-D)(c) Current BCU for Nurse. The Agency and Correct Title of Position (RN) must be listed on the Background check 
	

	
	411-323-0050 (2)(a) Notify each mandatory reporter of abuse reporting requirements at least annually on the applicable Department form
	


G. Professional Behavior Support Checklist 
	
	Professional Behavior Services as outlined in OAR Chp. 411, Div. 304
	Pg#

	
	411-304-0170 (1)(a-d), (2)(a-c) Qualifications And Standards for Behavior Professionals *IMPORTANT* Bring an updated resume to verify behavior professional experience
	

	
	(1) Requirements for hire, promoted, or enrolled, one of the following: 
(a) Board-Certified Behavior Analyst (BCBA) and 1 year experience with I/DD.
(b) Master of Arts/Master of Science or equivalent by documents.
(c) Bachelor of Arts/Bachelor of Science equivalent by documents.
(d) Six years’ experience performing professional behavior services.
	

	
	(2) Requirements for behavior professional: 
(a) Current approved criminal background check
(b) 12 hours ongoing education each enrollment period
(c) Certification in an ODDS-approved behavior intervention curriculum. 
	

	
	411-304-0170 (4)(a) Agency Provider must have for each Behavior Professional:
(a) Redacted copies of an FBA, PBSP, or both and the corresponding invoice
	

	
	411-304-0180 (2)(c) Provider Types and Agency Endorsement
(2)(c) An agency must comply with the management and personnel practices described in OAR 411-325-0050
	

	
	411-323-0050 (1) Personnel Policies and Procedures that comply with all applicable state and federal statutes, rules, and regulations.
	

	
	411-323-0050 (8)(c) Abuse Training Certificate and/or on the applicable Department form 
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