Adult Family Home (AFH) Licensing

Frequently Asked Questions
In order to better serve you, Residential Care Services has compiled the following responses to frequently asked questions from prospective and current providers.  
The most important thing you can do to assist yourself and us in this process is to assure that the application and accompanying materials you submit are complete.
I am interested in opening an adult family home.  How do I...
· Obtain a license?
I am currently licensed as an adult family home provider.  How do I…
· Change the license status of my home (i.e. sole proprietor to corporation)?
· Move the home and residents to a new location?
· Add a contract (required to accept residents whose care is paid for by the state, i.e. Medicaid)

· Terminate a contract?
· Change the number of licensed beds?
· Add a specialty designation (required to care for residents with dementia, developmental disabilities and/or mental illness)
· Open a second or third home?
Resources:

Background Check / Corresponding Account Numbers / Disqualifying Crimes 

Employer Identification Number or EIN (Federal Tax ID Number)
Unified Business Identifier or UBI (Washington State Business License Number)
Department of Revenue (File a Business Application / Obtain a UBI number / Register trade name) 

Secretary of State (File/renew as corporation, LLC or SRDP)
Chapter 388-76 WAC – AFH Minimum Licensing Requirements
Chapter 70.128 RCW – Adult Family Homes

I have submitted my application for licensure, but not yet received a response.  
How do I…

· Learn about processing timelines?

· Check the status of my license application?

Still don’t see what you need?  

· Contact RCS
I am interested in opening an adult family home (AFH).    How do I…
Begin the Licensing Process?
A license is required to provide personal care, special care, and room and board for more than one resident.  If you want to become a licensed AFH provider, and you have NOT been the licensee of a licensed AFH in Washington state in the past 12 months, you must first attend a department-sponsored orientation class for prospective providers.  
Classes are offered at six community colleges across the state.  You can register online for the class. Cost is $29 per person.  The college will provide you with a certificate of completion at the end of the one day class. The certificate is valid for one calendar year from the date of attendance.  
You can obtain the Adult Family Home License Application (DSHS 10-410) online. When you submit your application, one of the items you must include is the certificate of completion.  Otherwise, your application will be returned as incomplete.  
I am newly licensed as an AFH provider within the past 90 days.  What do I do if I have question or concern?  

Please contact the AFH Initial Licensing Section Supervisor or call (360) 725-2575.  
I am currently licensed as an AFH provider.  How do I...
Change the license status of my home (i.e. sole proprietor to corporation)?

To change the license status of a currently licensed AFH (for example, changing from a sole proprietorship to a corporation); click here for an application.
Move the home and residents to a new location? 

Relocate (move) my AFH and all residents to a new location, click here for an application.  
Add a contract (required to accept residents whose care is paid for by the state, i.e. Medicaid) Add a contract to provide care to residents whose stay is paid for by the state (i.e., Medicaid residents). Please contact your Residential Care Services Field Manager to request a Medicaid contract.
Terminate a contract? Terminate the contract you have to provide care to residents whose stay is paid for by the state (i.e., Medicaid residents), please contact your Residential Care Services Field Manager to request that your Medicaid contract be terminated.  

Change the number of licensed beds? 

Change the number of licensed beds for my AFH—please contact your Residential Care Services Field Manager to change the number of licensed beds for your AFH.   

Add a specialty designation (required to care for residents with dementia, developmental disabilities and/or mental illness)

Have you taken the manager specialty training for the specialty that you want to add to your license?  If yes:  Submit a copy of the specialty training certificate to your Residential Care Services Field Manager and request that this specialty be added to your license.  Note:  the AFH provider (including entity representatives) and resident manager must complete manager specialty training and demonstrate competency before admitting and serving residents who have special needs related to mental illness, dementia, or a developmental disability.

If no:  you must first take the manager specialty training.
Requirements & further information
Classes for specialty training 
After you receive your specialty training class certificate, contact your Residential Care Services Field Manager to request that the specialty be added to your license.   
Note: The AFH provider (including entity representatives) and resident manager must complete manager specialty training and demonstrate competency before admitting and serving residents who have special needs related to mental illness, dementia, or a developmental disability.

Open a second or third home?

To be licensed to operate more than one AFH, the applicant must have operated an AFH in Washington for at least one year without significant violation of chapters 70.128, 70.129, or 74.34 RCW, WAC chapter 388-76 or other applicable laws and regulations, click here for an application.
If you have a currently licensed AFH OR you have been the licensee of a licensed adult family home in Washington state in the past 12 months, click here for an application.  

I have submitted my application for licensure, but not yet received a response.  
How do I…

Learn about application processing timelines?

Applications are processed on a first-come, first-served basis.  The amount of time it takes to process a license application will vary based on several issues, and it could take 60 days or more to process an application from the time it is “complete”. 
Check the status of my license application?

You may call about the status of your application starting two weeks from the date you mail the application.  You may then call every two weeks after that time.  

Contact RCS?
The phone number to call to find out about your application status is:  (360) 725-2420.                   If you need to contact one of the RCS field offices, please refer to RCS Contacts. 

