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Prospective Community Provider  

Certification Orientation 

Phase 2 

REGISTRATION PACKET & INFORMATION—APRIL 24-25, 2024 

Includes Registration Applications for  

Mental Health and Substance Use Services (MHSU) and Developmental Disabilities Services (DD)  



Phase 2 2 

ZOOM WEBINAR  REGISTRATION & DATES INFORMATION 

According to Alabama law, any community program providing services to people living with 
developmental disabilities, mental illnesses, and/or substance use disorders, must be certified by 
the Alabama Department of Mental Health prior to providing services.  To become certified, 
prospective providers must go through a multi-phase orientation and application process.  

Prospective Community Provider—Certification Orientation (Phase 2) will be conducted as a 
webinar, requiring computer access to attend.  Please read this registration packet carefully prior to 
submitting.  Be sure to use the correct application when registering. 

The next Prospective Community Provider—Certification Orientation (Phase 2) for Mental Health and Substance Use 
Services (MHSUS) and Developmental Disabilities Services (DD) will be hosted via webinar. 

*YOU ARE REQUIRED TO ATTEND THE ORIENTATION WEBINAR AND SERVICE AREA WEBINAR IN THEIR ENTIRETY. WEBINARS WILL BE HELD VIA ZOOM.*

SCHEDULE IS AS FOLLOWS: 

Wednesday, April 24, 2024 — 10:00 am until 1:30 pm 

(Administrative Orientation webinar for DD and MHSU)* 

Thursday, April 25, 2024— 10:00 am until 12:30 pm (DD Service Area webinar)  

Thursday, April 25, 2024— 1:00 pm until 4:00 pm (MHSUS Service Area webinar)  

The deadline for receipt of completed registration materials in the ADMH Staff Development Office is Wednesday, April 17, 
2024 (Postmark date does not apply). Registration materials will be available on the ADMH website until Tuesday, April 16, 
2024 or until the capacity for each service area has been met.  Hand-delivered registration packets are not accepted. Your 
attendance will be verified. It is the responsibility of the Prospective Provider to ensure appropriate technology access to 
successfully participate in the Community Provider—Certification Orientation (Phase 2) webinar. 

REGISTRATION INFORMATION   
Prospective Community Provider Certification Orientation (Phase 2) 

APRIL 24-25, 2024  

ACCOMMODATIONS 

Alabama Department of Mental Health will take all reasonable steps to ensure that Americans with disabilities are 

given equal and reasonable opportunity to participate in training coordinated through Staff Development. To better 

serve your needs, please indicate accommodations requested by emailing 

StaffDevelopment.DMH@mh.alabama.gov by April  3, 2024. 

DEADLINE—APRIL 17, 2024   *** Must be in the ADMH Staff Development Office on this date ** 
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 DIVISION OF DEVELOPMENTAL DISABILITIES (DD) 
 
Wednesday, April 24, 2024 
Administrative Orientation Webinar*  
10:00 am until 1:30 pm  
This presentation will include information on  
Certification, Life Safety, and Nurse Delegation 
  
Thursday, April 25, 2024 
Service Area Webinar* 
10:00 am until 12:30 pm 
Developmental Disability Services (DD)  
 

 *You are required to attend the orientation webinar and service 

area webinar in their entirety.  

Prospective Community Provider  

Certification Orientation (Phase 2) 

APRIL 24-25, 2024 Itinerary & Notes For Participation 

Service Population & Registration – Make sure you are submitting the appropriate registration packet for the service pop-
ulation you wish to serve. A description of the service populations can be found on the ‘Frequently Asked Questions’ in 
this registration packet and in the Phase 1 Orientation that you completed online. Once registration for a service area (DD 
or MHSU) has closed, DO NOT register for the other if it is not the service area you are interested in.  Each service area has 

separate requirements that must be met prior to certification.   Valid Phase 1 Certificate – You must complete the online Prospective Community Provider- 
Certification Orientation (Phase 1– Online). You may take this course online at http://admh.academy.reliaslearning.com/. Include the certificate with your 
registration packet. Be advised that your Phase 1  certificate expires one (1) year from the date of course completion. Attach the certificate of completion 
with your registration form and payment.  Valid Registration Form – You must use the current registration form dated for this event. Do not resend or 
attempt to register using previous Phase 2 registration packets or forms.  Mail registration materials  (including payment and Phase 1 Certificate) to the 
address on the registration application. Registration Confirmation & Payments – Your registration will be confirmed by email once your registration form, 
Phase 1 certificate of completion (completed in the last year), and non-refundable registration fee ($100 money order or cashier’s check per application) 
have been received. DO NOT SUBMIT PERSONAL CHECKS OR  BUSINESS CHECKS. Please provide an email address that you check regularly. Refunds will not 
be made for cancellations or for technology issues experienced by the participant that are outside the control of ADMH. This orientation is not approved for 
continuing education. Please save a copy of this registration form/packet for reference. Webinar access – Confirmed, registered individuals will receive               
log-on information the Friday before the scheduled event through the registration email address provided.  One email address should be used for each per-
son/each application. Do not use one email address for multiple registration packets. If you do not receive your webinar invites at least two business days 
before the Phase 2 webinar begins, check your “spam/junk” folder first. Then contact Staff Development as soon as possible if you still cannot locate the 
email. System/Operating Requirements – ADMH is not responsible for technology issues experienced by the participant that are outside the control of 
ADMH. To successfully participate in the Community Provider—Certification Orientation (Phase 2) webinar, your computer access should meet Zoom mini-
mum requirements. For more information on system requirements, supported operating systems, and web browsers, visit Zoom.com. Attendance & 
Limitations – You are required to attend the orientation webinar and service area webinar in their entirety. To ensure equitable access to registration for 
prospective providers across the state, we will NOT accept   hand-delivered registration packets for the Prospective Community Provider – Certification 
Orientation (Phase 2).  Your Registration is first received/first registered based on delivery receipt. Verification of Phase 2 Attendance – Certificates of com-
pletion will be sent to your registered email address the next Friday after the event, once your attendance is confirmed. Changes to Service Areas cannot be 
made once your application has been processed and webinar information has been sent.  ADMH is not responsible for registration packets received after 
the deadline. It is the responsibility of the prospective provider to ensure registration materials arrive prior to the deadline.  

 Mental Health and Substance Use Services (MHSUS) 
 
Wednesday, April 24, 2024 
Administrative Orientation Webinar*  
10:00 am until 1:30 pm  
This presentation will include information on                              
Certification, Life Safety, and Nurse Delegation 
  
Thursday, April 25, 2024 
Service Area Webinar* 
1:00 pm until 4:00 pm 
Mental Health and Substance Use Services (MHSUS)      
  
*You are required to attend the orientation webinar and  service 
area webinar in their entirety.  

MAIL THESE THREE ITEMS IN ORDER TO REGISTER FOR PHASE 2.  
 

1. A completed application for the service area you are interested in. 
2. A valid Phase 1 Certificate. 
3. Valid form of payment in the amount of $100 (money order or cashier’s check). 
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Name: 

Agency Name: 

Address: 

City: State: Zip: 

Telephone #: FAX #: 

Email: (required) 

One email address should be used for each person/each application. Do not use one email address for multiple registration packets. The email listed 
on your registration will be used to send registration confirmation, webinar information, verify attendance, and distribute a certificate of attendance 
that is required to apply for provider certification. Please ensure that the email you provide is accurate, one you check frequently, and the one 
you plan to use the day of the webinars. 

PARTICIPANT INFORMATION — PLEASE TYPE 

Developmental Disability (DD) — Registration Form 

Prospective Community Provider Certification Orientation (Phase 2) 

ARPIL 24-25, 2024 Itinerary 

DO NOT EMAIL, FAX, OR HAND DELIVER APPLICATIONS— MAIL the Registration Form, Phase 1 - Certificate of Completion, and a Registration Fee to: 

Please READ items below and check the boxes after reading. 

I understand I am registering for Developmental Disabilities Services (DD) for this Phase 2 Session.  Yes, I understand. 

I understand that I must attend the Orientation webinar and the appropriate Service Area webinar in 

order to receive a certificate of attendance for Phase 2. 

Yes, I understand. 

I have read this entire registration packet, including all of the notes for participation and registration.       Yes, I have read. 

I have included a valid form of payment (information is filled in and signed where applicable) for my registration 

fee ($100.00 per participant, per registration form. )  

Yes, I have included valid items. 

I have included a valid Phase 1 certificate and a valid registration form.  Yes, I have included valid items. 

ONLY RETURN THIS PAGE TO ADMH STAFF DEVELOPMENT. DO NOT SUBMIT OTHER PAGES FROM THIS PACKET. 

Wednesday, April 24, 2024 — 10:00 am until 1:30 pm (Administrative Orientation webinar )* 
Thursday, April 25, 2024— 10:00 am until 12:30 pm (DD Service Area webinar)    

*YOU ARE REQUIRED TO ATTEND THE ORIENTATION WEBINAR AND SERVICE AREA WEBINAR IN THEIR ENTIRETY.  WEBINARS WILL BE HELD VIA ZOOM. 

Handwritten applications will not be processed.

Select One area of                  
interest for DD 

   Subcontractor       Specialized Vendor       Residential Services          Day Habilitation             Community Services 

SELECT ONLY ONE 

Alabama Department of Mental Health 
Attention: Office of Staff Development 

100 N. Union Street, Suite 480  
Montgomery, AL  36104     
PHONE: 334-242-3177  

Alabama Department of Mental Health 
Attention: Office of Staff Development  

P.O Box 301410   Montgomery, AL  36130
PHONE: 334-242-3177  

OR 

This is a non-refundable event - Refunds will not be made for cancellations or for technology issues experienced by the participant that are outside the control of ADMH. 
This orientation is not approved for continuing education.  Attendance is limited - To ensure equitable access to registration for prospective providers across the state, 

we will NOT accept hand delivered registration packets for the Prospective Community Provider – Certification Orientation (Phase 2).  Your Registration is first received/first registered 
based on delivery receipt. Phase 1 - You must complete the online Prospective Community Provider- Certification Orientation (Phase 1– Online). You may take this course online at http://
admh.academy.reliaslearning.com/. Attach the certificate of completion with your registration form and payment. The certificate of completion expires one year from the date of com-
pletion. Non-refundable Registration Fee - $100.00 per participant, per registration form. (Please submit a Cashier’s Check or Money Order made payable to the Alabama Department of 
Mental Health.  No personal checks.) DO NOT SUBMIT PERSONAL CHECKS OR BUSINESS CHECKS.  Service Population - Make sure you are submitting the appropriate registration packet 
for the service population you wish to serve. A description of the service populations can be found on the ‘Frequently Asked Questions’ in this registration packet and in the Phase 1 Orien-
tation that you completed online. Attendance -  You are required to attend the orientation webinar and service area webinar in their entirety. Please save a copy  of this registration 
form/packet for reference. Changes to Service Areas cannot be made once your application has been processed and webinar information has been sent.  ADMH is not responsible for 
registration packets received after the deadline. It is the responsibility of the prospective provider to ensure registration materials arrive prior to the deadline.  
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Name: 

Agency Name: 

Address: 

City: State: Zip: 

Telephone #: FAX #: 

Email: (required) 
One email address should be used for each person/each application. Do not use one email address for multiple registration packets. The email listed 
on your registration will be used to send registration confirmation, webinar information, verify attendance, and distribute a certificate of attendance 
that is required to apply for provider certification. Please ensure that the email you provide is accurate, one you check frequently, and the one 
you plan to use the day of the webinars. 

Mental Health and Substance Use Services (MHSUS) —Registration Form 
Prospective Community Provider Certification Orientation (Phase 2) 

ARPIL 24-25, 2024 Itinerary 

DO NOT EMAIL, FAX, OR HAND DELIVER APPLICATIONS— MAIL the Registration Form, Phase 1 - Certificate of Completion, and a Registration Fee to: 

      Select One area of interest for MHSU  SELECT ONLY ONE 

Mental Illness Services  Substance Use Disorder (Treatment)  Substance Use Disorder (Prevention)  

ONLY RETURN THIS PAGE TO ADMH STAFF DEVELOPMENT. DO NOT SUBMIT OTHER PAGES FROM THIS PACKET. 

PARTICIPANT INFORMATION — PLEASE TYPE Handwritten applications will not be processed.

Alabama Department of Mental Health 
Attention: Office of Staff Development 

100 N. Union Street, Suite 480  
Montgomery, AL  36104     
PHONE: 334-242-3177  

Alabama Department of Mental Health 
Attention: Office of Staff Development  

P.O Box 301410   Montgomery, AL  36130
PHONE: 334-242-3177  

OR 

Please READ items below and check the boxes after reading. 

I understand I am registering for Mental Health/Substance Use Services (MHSU) for this Phase 2 Session.  Yes, I understand. 

I understand that I must attend the Orientation webinar and the appropriate Service Area webinar in order 

to receive a certificate of attendance for Phase 2. 
Yes, I understand. 

I have read this entire registration packet, including all of the notes for participation and registration.  Yes, I have read. 

I have included a valid form of payment (information is filled in and signed where applicable) for my registration fee 

($100.00 per participant, per registration form. )  

Yes, I have included valid 

items. 

I have included a valid Phase 1 certificate and a valid registration form.  Yes, I have included valid 

items. 

This is a non-refundable event - Refunds will not be made for cancellations or for technology issues experienced by the participant that are outside the control of ADMH. 
This orientation is not approved for continuing education.  Attendance is limited - To ensure equitable access to registration for prospective providers across the state, 

we will NOT accept hand delivered registration packets for the Prospective Community Provider – Certification Orientation (Phase 2).  Your Registration is first received/first registered 
based on delivery receipt. Phase 1 - You must complete the online Prospective Community Provider- Certification Orientation (Phase 1– Online). You may take this course online at http://
admh.academy.reliaslearning.com/. Attach the certificate of completion with your registration form and payment. The certificate of completion expires one year from the date of com-
pletion. Non-refundable Registration Fee - $100.00 per participant, per registration form. (Please submit a Cashier’s Check or Money Order made payable to the Alabama Department of 
Mental Health.  No personal checks.) DO NOT SUBMIT PERSONAL CHECKS OR BUSINESS CHECKS.  Service Population - Make sure you are submitting the appropriate registration packet 
for the service population you wish to serve. A description of the service populations can be found on the ‘Frequently Asked Questions’ in this registration packet and in the Phase 1 Orien-
tation that you completed online. Attendance -  You are required to attend the orientation webinar and service area webinar in their entirety. Please save a copy  of this registration 
form/packet for reference. Changes to Service Areas cannot be made once your application has been processed and webinar information has been sent.  ADMH is not responsible for 
registration packets received after the deadline. It is the responsibility of the prospective provider to ensure registration materials arrive prior to the deadline.  

Wednesday, April 24, 2024 — 10:00 am until 1:30 pm (Administrative Orientation webinar )* 
Thursday, April 25, 2024— 1:00 pm until 4:00 pm (MHSUS Service Area webinar)   

*YOU ARE REQUIRED TO ATTEND THE ORIENTATION WEBINAR AND SERVICE AREA WEBINAR IN THEIR ENTIRETY.  WEBINARS WILL BE HELD VIA ZOOM. 
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PROSPECTIVE COMMUNITY                 

PROVIDER—PHASE 2 

Frequently  Asked  Questions  

CERTIFICATION ORIENTATION—PHASE 2 
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T 

I 

O 

N  

WHY DO I NEED AN ORIENTATION TO BECOME CERTIFIED?  According to Alabama law, any                  

community program providing services to people living with developmental disabilities, mental                       

illnesses, and/or substance use disorders, must be certified by the Alabama Department of Mental 

Health prior to providing services. This ensures that programs meet minimum quality and safety 

standards. Because not all certification applications are approved, the Prospective Provider                   

orientation includes information that can help optimize opportunities for a successful application 

process. For more information on Phase 1, visit https://admh.academy.reliaslearning.com .  

 

WHY IS SPACE LIMITED TO THE PHASE 2 ORIENTATION? The certification application process can 

be long and involved. ADMH limits the number of certification applications that are reviewed to 

what can effectively be  assessed/approved within a year, while also monitoring existing programs 

for continued compliance with standards.  

 

WHAT IF I DON’T KNOW WHAT POPULATION I WANT TO PROVIDE SERVICES TO? Until you decide 

what population you would like to serve, you will not  be able to meet standard requirements or 

submit a successful application for certification. Each service area (mental illness, developmental 

disabilities and substance use disorders) has separate requirements that must be met prior                     

certification. These requirements can be found on the ADMH website, https://mh.alabama.gov/ .  

Basic service population definitions are below. 

Definitions of the ADMH Service Populations: 

Mental Illness Services  

Generally refers to services            

provided for  individuals living 

with clinical diagnosed disorders  

that are characterized by               

disruption of mood, thought, 

and/or behavior that interferes 

with daily functioning. 

Substance Use Disorder Services  

Generally refers to services that address 

the treatment or prevention of a               

maladaptive pattern of substance use 

(typically alcohol or drugs) leading to 

clinically significant impairment or                

distress. 

Developmental / Intellectual Disability Services  

Generally refers to services provided for                        

individuals living with intellectual disabilities 

characterized by significant limitations both in 

intellectual functioning (reasoning, learning,  

problem solving) and adaptive behavior during 

the developmental period or prior to the age of 

18. 
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ORIENTATION  

There is a lot of reading to make sure your program meets certification requirements (and increase the 

likelihood of a successful certification application.)  The standard requirements are written into law 

through the Alabama Administrative Code. On the ADMH website are  links to the Alabama      

Administrative Code and the certification requirements for each service area. Although attending the 

Prospective Community Provider—Certification Orientation is a requirement prior to submitting an 

application for certification, you should familiarize yourself with the requirements you must meet in 

order to be certified.  https://mh.alabama.gov/certification-administration/  

No. The ADMH provides a two-phase orientation process to assist you in      

understanding the certification application process and to provide information 

you can use to determine whether your program has the current capacity to 

meet certification standards.  There is no guarantee that your certification      

application will be approved. 

Certification by the ADMH does not mean you will get funding from ADMH.  It 

is also not inherently a means of obtaining clients to bill for services. You will 

need to develop your agency’s business plan and secure funding from other 

funding sources.    

I DON’T WANT TO WAIT UNTIL THE ORIENTATION TO GET STARTED!  WHAT CAN I DO? 

Frequently  Asked  Questions  

ONCE I AM CERTIFIED, WILL I RECEIVE FUNDING? 

WILL I BE CERTIFIED AFTER ORIENTATION? 

In addition to information for your specific service area during Phase 2, topics 

covered include Certification, Life Safety and the Nurse Delegation Program. 

WHAT TOPICS ARE COVERED DURING ORIENTATION? 

https://mh.alabama.gov/certification-administration/
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STAFFING/DOCUMENTATION REQUIREMENTS 

• The Executive Director must complete a favorable background check, possess a Bachelor’s degree from
an accredited institution in a Human Services field, provide detailed information demonstrating 5 years of
experience with service provision to people with intellectual disabilities, and

• Submit all requested documents from the checklist provided during the Phase 2 orientation.

WHAT ARE STAFFING AND DOCUMENTATION REQUIREMENTS 

FOR  DEVELOPMENTAL DISABILITY SERVICES? 

• Your agency must have a full-time Executive Director with either of the two:

 Have at least a master's degree in Public Health, Business Administration, Public Administration, 
Psychology, Counseling, Social Work or related field and at least five (5) years managerial 
experience in a mental health or substance abuse treatment setting; or      

 Have a Bachelor's Degree in Public Health, Business Administration, Public Administration, 
Psychology, Counseling, Social Work or related field and at least ten (10) years managerial 
experience in mental health or substance abuse treatment setting.     

• Your agency must have a full-time Clinical Director who meets the following:

 Have a minimum of either a master's degree in psychology, social work, counseling, or psychiatric 
nursing and have a minimum of 3 years post master's relevant clinical experience or be a 
physician who has completed an approved residency in psychiatry.      

 For agencies who provide substance abuse treatment services, have a 
license or a substance abuse counselor certification credential from the 
Alabama Association of Addiction Counselors, National Association of 
Alcoholism and Drug Abuse Counselors, Alabama Alcohol and Drug 
Abuse Association, or International Certification and Reciprocity      
Consortium/Alcohol and Other Drug Abuse, Inc.      

• There shall be a Business Manager/Chief Financial Officer or equivalent:

 The financial accounting operations of a service provider organization with a total annual budget 
exceeding $750,000 shall be supervised by a full time employee or contracted service who has the 
following qualifications:  At least a bachelor's degree in accounting or business, finance,      
management, public administration, with at least three (3) college accounting courses and at least 
two (2)years accounting experience. 

 The financial accounting operations of a service provider organization with a total annual budget 
less than $750,000 shall be supervised by an employee or contracted service who/which has the 
following qualifications:  Demonstrated familiarization with Generally Accepted Accounting      
Principles and at least two (2) years accounting/bookkeeping experience. 

• Qualified clinical staff and medical staff per applicable Administrative Code per program/service you are
applying to provide.

WHAT ARE STAFFING REQUIREMENTS FOR  

MENTAL ILLNESS AND/OR SUBSTANCE USE DISORDER SERVICES? 

Frequently  Asked  Questions  
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Being a licensed business in Alabama is different than being certified.  Being 

certified does not include, nor does ADMH have a role in, determining legal 

status of your business. As you determine whether your program has the 

capacity to be a certified community provider, you should: 

• Go to the Alabama Secretary of State website to review requirements 

for becoming a business in Alabama.  

• Develop community partnerships by reaching out to other community 

providers and organizations who have an interest in the people who may 

need the services you plan to provide. 

• Establish a business plan to determine how your agency will obtain clients and receive payments for 

services provided by your agency.  

HOW DO I START MY BUSINESS?  

PROPERTY INVESTMENT AND  

STARTING YOUR BUSINESS  

You may invest in your program at any time, however, 

there are reasons you might delay investing in property 

or other major investments: 

• The certification process can be lengthy and you 

may not provide services until your program’s                         

certification application is approved. 

• Depending on services, property will need to meet 

Life Safety inspection prior to certification.                          

Additionally, if being certified to provide Home and 

Community Based Services (HCBS), you must   

maintain full compliance to the HCBS Settings Rule 

and be approved by the Regional Community                  

Services Office prior to services being provided.  

• There is no guarantee your certification application 

will be approved and if approved, there is no                    

guarantee the setting will meet requirements. 

WHAT IF I WANT TO INVEST IN PROPERTY OR OTHER AREAS OF MY PROGRAM BEFORE 

ACHIEVING CERTIFICATION?  

Frequently  Asked  Questions  
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NURSE DELEGATION PROGRAM 

The Nurse Delegation Program (NDP) was created to ensure that com-

munity providers receive the training and support necessary to meet 

any standards set by the ADMH Divisional Offices of Certification that 

relate to nurse delegation.   

In order to live as independently as possible in the community of their 

choosing, many people with developmental disabilities, mental illness-

es, and substance use disorders require support with medication ad-

ministration and health status monitoring. Based on federal and state 

laws, as well as regulations and rules established by the Alabama Board 

of Nursing, ADMH certified programs require these to be performed 

by licensed nurses. 

Frequently  Asked  Questions  

Yes. You may register for all Nurse Delegation courses online, at https://admh.academy.reliaslearning.com . 

ARE THERE NURSE DELEGATION COURSES AVAILABLE TO ENROLL IN? 

All Nurse Delegation Program forms can be found in the Documents Library. 

Pro Tip: Type Nurse Delegation Program in the Search box to show only NDP forms in the                   

Document Library 

Also on the ADMH website, under the Provider Portal, there is a link to the Nurse Delegation 

page. This page has a MAS manual for nurses and providers to review, as well as other links that 

will assist in compliance with NDP. 

ARE THERE NURSE DELEGATION PROGRAM FORMS OR DOCUMENTS I CAN VIEW? 

The ADMH trains licensed nurses to supervise, train and delegate to unlicensed workers in community settings. Once 

trained, the nurse must pass a competency exam and maintain an unencumbered license. The nurses are issued a                   

certificate through ADMH that provides the documentation of training as a MAS nurse (Medication Assistant                                

Supervisor).  

WILL I BE CERTIFIED AFTER I TAKE COURSES ON NURSE DELEGATION?  

It is not. If an agency does not require the assistance of unlicensed workers to do nursing tasks (medication, vitals signs, 

etc.) NDP is not required.  

IS IT MANDATORY TO PARTICIPATE IN THE NURSE DELEGATION PROGRAM? 
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MORE QUESTIONS?  

WHAT SHOULD I DO IF MY QUESTION WAS NOT ANSWERED? 

If you would like additional information or potential new provider information, 

submit the request via email to: contactoca.dmh@mh.alabama.gov .  

Your email will be answered as quickly as possible.  

Contact information  
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