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Welcome to the Licensing Process Overview Page for the DBHDS Office of Licensing. 

When applying for an initial license from the Department of Behavioral Health and Developmental Services (DBHDS), it is important for all applicants to understand the DBHDS licensing process. 

For a printable version of these instructions, click here.

For printable application materials, click here.

The Office of Licensing is currently prioritizing processing initial applications for priority services needed throughout the Commonwealth. At this time, the service you are applying to provide is considered a “prioritized service”. DBHDS is committed to working with providers of prioritized services in order ensure a prompt licensing process.

The Four-Phase Licensing Process is as follows: 

PHASE ONE:

1. 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).
2. 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. Please see additional information related to the background check and central registry search processes below.

PHASE TWO: 

1. A Policy Review Specialist will review the application and attachments to determine compliance with the Licensing Regulations and Code of Virginia.
2. If the submitted documentation requires revisions, the Policy Review Specialist will send a letter to the applicant citing the necessary revisions. 
3. If necessary, the applicant makes required corrections and submits the updated documentation to the Policy Review Specialist through the DBHDS CONNECT Provider Portal.  
4. Revisions must be received within 30 days from the date on the last revision letter.  
Please note: Applicants that do not provide revisions within 30 days of a request for revisions will be closed for review.

PHASE THREE (RESIDENTIAL SERVICES ONLY):

1. [bookmark: _Hlk116726415]The Policy Review Specialist will assign the applicant to a Licensing Specialist. 
2. The assigned Licensing Specialist will call the applicant to schedule their onsite inspection. If the applicant fails to schedule an onsite inspection, within 30 days of the date on the letter assigning the applicant to the Licensing Specialist, the applicant’s application will be closed.
3. During the on-site inspection, the Licensing Specialist will review the regulations that apply to the physical plant. Prior to the issuance of an annual license, the Licensing Specialist will conduct a second onsite inspection where they will review individual records, personnel records, and additional documentation, as appropriate, for compliance with the Licensing Regulations.  
4. 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 then, will forward the recommendation to the DBHDS Commissioner for the final approval.

PHASE THREE (NONRESIDENTIAL SERVICES)
1. The Policy Review Specialist will assign the applicant to a Licensing Specialist. 
2. No additional action is needed from the applicant. 


PHASE FOUR:

1. The finalized license is provided to the new provider.
2. Applicant will receive notification through the CONNECT portal once their license has been approved.

[bookmark: 1._The_prospective_applicant_obtains_an_][bookmark: The_Office_of_Licensing][bookmark: DBHDS][bookmark: Richmond,_Virginia_23218.]
CRIMINAL HISTORY AND CENTRAL REGISTRY BACKGROUND CHECKS

A DBHDS licensed provider may not serve individuals until they have requested background and central registry checks for all direct care staff. 

In addition, if you are applying for a children’s residential service, pursuant to Code of Virginia § 37.2-408.1, no person shall be allowed to work, volunteer, or provide services at a children's residential facility unless all components of the background check have been received by the children's residential facility. A children's residential facility may employ a person pending the results of the check of the central registry maintained by the Department of Social Services provided that the person has received qualifying results on the fingerprint-based criminal history background check, the person does not work in the children's residential facility or any other location where children placed in such facility are present, and such employment is permitted under 42 U.S.C. § 671 and regulations promulgated pursuant thereto.  
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