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Certification Reminder Letter

Sent 90 days prior to expiration 
of  current certification

ADC/ADH program (via USPS)

Adult Day Care Coordinator at 
the County DSSs (via email)

Adult Day Health Specialist at 
the local Department of Health, 

if applicable, (via email)
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Initiating Recertification

90 days prior to current certification’s 
expiration date

Review areas identified on 
Recertification Reports for Compliance

Gather required documentation
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Deadline for Recertification Packet to Division of Aging

No more than 60 days before 
the program’s current 

certification expiration date

At least 30 days prior to the 
program’s current 

certification expiration date

Submit certification packet in 
single, completed packet 
through encrypted email 
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Basic Requirements

732a-ADS 

Special Care 
Section II for 

programs with 
Special Care 

Designation(s), 

Special Care 
Section I for all 

programs 

Complete 
Current 
Program 

Certification 
Report 
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Employees hired since last year’s program recertification who were not included in the personnel listing submitted with that recertification package

Basic Requirements (cont.)

Current, Approved 
Sanitation 

Inspection Report

Current, 
Satisfactory Fire 

Inspection Report

Personnel 
documentation for 
existing 
employees and 
newly hired 
employees since 
program’s last 
recertification
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Current Program Certification Report

ADC (Social Model Only)

DAAS-1500

ADH (Health Model Only) and

ADC/ADH (Combination Model)

DAAS-6205 Part A 

DAAS-6205 Part B 
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Budget: 732a-ADS

Three 
Worksheets

Projected 
Revenues 

Daily Cost 
Computation 
Worksheet

Client 
Transportation 

Worksheet



NCDHHS, Division of Aging | Navigating the ADC Recertification Process | March 24, 2026



NCDHHS, Division of Aging | Navigating the ADC Recertification Process | March 24, 2026



NCDHHS, Division of Aging | Navigating the ADC Recertification Process | March 24, 2026



NCDHHS, Division of Aging | Navigating the ADC Recertification Process | March 24, 2026



NCDHHS, Division of Aging | Navigating the ADC Recertification Process | March 24, 2026



NCDHHS, Division of Aging | Navigating the ADC Recertification Process | March 24, 2026

Current, Approved Inspection Reports 

• DOA 1498

• DCD-0303 or 
equivalent

Fire 
Inspection

• DENR-4054 or 
equivalentSanitation
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Existing Employee Documentation

Verification of Current CPR and First Aid Certification*

Documentation of Current Nursing License to Practice in the state of 
NC, if applicable (ADH only or ADC/ADH, combination programs)

*for employees with direct participant contact

*Also, not required for employees that are staff substitute only

*Must be issued by a state approved agency

Existing Employees (listed in Personnel Section in previous year’s 
recertification packet)
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Organize Employee Documents as listed on Personnel Listing

Include all of the required personnel documentation

Specific items required depends upon whether 
employee was hired after last year’s recertification 

Organize employee documentation by employee in the 
same order as employees are listed in personnel listing
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Approved agencies: American Heart Association, American Red Cross, National Safety Council, American Safety and Health Institute (HSI), or 

Emergency Medical Services

Verification of Current CPR and First Aid Certification 

Official Attendance 
Cards- FRONT and 

BACK

American Red Cross 
and American Heart 

Association are issuing 
certificates with QR 

codes versus issuing 
Official Attendance 

Cards 

In lieu of Official 
Attendance Cards, an 

Attendance Course 
Roster may be 

submitted that meets 
the requirements 

accompanied by a 
copy of the instructor’s 

certification
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These are Samples ONLY…and are NOT all inclusive
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Samples
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Samples
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Samples 
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BLS does not include First Aid  (CPR Only)

36

Samples
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https://www.ncbon.com/verify-nc-license

 https://www.nursys.com/

Nursing Employee Documentation

Verification 
that each 
employee 
functioning 
as a nurse 

(LPN or 
RN) at the 
program is 
currently 

licensed to 
practice 

nursing in 
NC

Can be 
retrieved  

from:

The NC 
Board Of 
Nursing 

(NC BON) 
website

NURSYS 
for multi-

state 
compact 
nursing 
licenses
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Required Documentation if Health Care Coordinator is an LPN

Required Documentation if Health Care Coordinator is an 
LPN

RN supervises LPN bi-weekly on-site

Verification of the following for the Supervising RN:

Currently licensed to practice nursing in NC

Current CPR and First Aid Certification
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Supervising RN’s Duties

Complete participant 
assessments

Complete the health care portion of 
participant care plan/service plans

In NC, an LPN cannot complete assessments 
or write the health care portion of the care 

plan/service plan per the NC Board of Nursing
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https://www.nccourts.gov/documents/publications/criminal-background-check-companies

https://www.ncdhhs.gov/documents/files/adult-day-care-certified-employee-medical-statement-per-rule-5

Documentation for Employees Newly Hired Since Last 
Recertification

Evidence that a statewide criminal history 
records search for NC for the past 5 years was 

conducted by an agency approved by the 
Administrative Offices of the Courts

Current Certified Employee Medical Statement on required Form

Per DAAS Administrative Letter 17-04, Specific Certified Employee 
Medical Statement must be submitted for all newly hired employees

https://www.nccourts.gov/documents/publications/criminal-background-check-companies
https://www.nccourts.gov/documents/publications/criminal-background-check-companies
https://www.nccourts.gov/documents/publications/criminal-background-check-companies
https://www.nccourts.gov/documents/publications/criminal-background-check-companies
https://www.nccourts.gov/documents/publications/criminal-background-check-companies
https://www.nccourts.gov/documents/publications/criminal-background-check-companies
https://www.nccourts.gov/documents/publications/criminal-background-check-companies
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ONLY Submit if changed since program‘s last recertification

Personnel Policies

Please highlight 
changes made to 
policies for more 

time efficient 
review by 

Consultants

Floor Plan (change 
of address, 
change of 

capacity, or when 
structural changes 
have been made)

Building Inspection 
Report, DOA-1499 

or equivalent 
(change of 

address or when 
structural building 

modifications 
done) 
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ONLY Submit if changed since program‘s last recertification

Articles of 
incorporation, 

Bylaws, names 
and addresses of 
board members, 

if applicable

Program Policies

Please highlight 
changes made to 
policies for more 

time efficient 
review by 

Consultants
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ONLY Submit if changed since program‘s last recertification

Organizational 
Diagram 

Job Descriptions

Please ensure that 
the revisions meet 
the job description 
requirements (e.g., 
position reports to, 
salary range, etc.)
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Common missing/incomplete items

Portions of the 
DAAS-1500 
and DAAS-
6205 Part A 
and Part B

Satisfactory 
Fire Inspection 

Report or 
equivalent

Budget- 732a-
ADS

Criminal 
History Record 

Search 
Evidence that 

meets the 
requirements 
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Common missing/incomplete items

Approved Sanitation Inspection Report 
or equivalent

Verification of Current CPR and First 
Aid Certification that meets the 

requirements

Certified Employee Medical Statement 
is incomplete

Missing Governing Body

Certified Employee 
Medical Statement not 
on the required form 
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DAAS-1500 & DAAS – 6205 Part A- FACE SHEET  

Following are incomplete or completed 
incorrectly:

“Type of Program”

“Program Offers Specialized Care for” 

“Certification Period” dates are often 
completed incorrectly 
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Governing Body of the DAAS-1500 & DAAS – 6205 Part A

The governing body 
is the entity that DA 

issues the 
certificate to

May differ 
depending upon 
program’s profit 

status)

For-profit 
organization: 
typically the 

business owner(s)

Non-profit 
organization: 

typically, the Board 
of Directors
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Special Care Services: Part I & Part II

Part I of the Special Care Services 
section has to be completed for ALL 
programs, regardless of the type of 
certification

Part II of the Special Care Services 
section has to be completed ONLY for 
programs that have a Special Care 
Designation(s) 
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Special Care Designation . DAAS 6205-A or 1500 Page 12

58
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DAAS–6205 Part B: Local Departments of Health, Standards 
Review

“Name of Health Care 
Coordinator” is completed 

incorrectly

The individual that is to be 
listed on this line is the 

program employee who is 
fulfilling the Health Care 

Coordinator role

The content of the DAAS-
6205 Part B is to be 

completed based on the 
Health Care Coordinator’s 

qualifications, etc. 
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DAAS-1500 & DAAS-6205 Part A: Personnel Page

Ensure three columns 
are completed for 
each employee listed 

• Indicate which employees 
are substitutes for other 
positions, either as part of 
his/her regular job duties or 
if he/she is solely a 
substitute employee and 
only works at the program 
to substitute for a regular, 
permanent employee
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732a-ADS

732a-ADS or 
equivalent is 
not submitted

1 or more of 
the 3 sheets of 
the 732a-ADS 

is missing

If all 3 sheets 
of the 732a-

ADS are 
submitted, 

information is 
often missing 

or is 
incomplete
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Headers on All 3 Sheets of the 732a-ADS

The 12-month period the 
budget covers can be 
SFY, FFY or calendar 

year

Requirement is that it 
must cover a 12- month 

period

Budget Period will often 
be incomplete or will not 

match on all 3 worksheets
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Projected Revenue Sheet: HCCBG & SADCF 
Required Minimum Matches

Required HCCBG & 
SADCF minimum 
matches are not 
included on the 

Projected Revenue 
Sheet or are not the 
correct percentages

The HCCBG & SADCF 
contract with the 

provider should include 
these figures

For HCCBG, the funder 
may be the Area Agency 

on Aging (AAA) or the 
Community Service 

Provider

For SADCF, the funder is 
the County Department 

of Social Services 
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Daily Cost Computation Worksheet

Often this worksheet is submitted, but 
the required Daily Cost Per Client 
calculation is incomplete

If the required Daily Cost Per Client 
calculation is completed, it is incorrect
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E. Grand Total, Expenses

E. Grand Total for 
Expenses

Is the amount of 
money the program 

needs in order to 
meet its expenses to 
provide the service

F. Total Projected 
Service Days

The number of days 
the program 

anticipates that it will 
be open and 
operational.
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Calculating the Daily Cost
Is the number of 

participants the program 
anticipates will attend the 
program on the days the 

program is open and 
operational.

G. Projected Average 
Daily Participation

E. Grand Total is divided 
by F. Total Projected 

Service Days 

The figure that results 
from the operation is 
then divided by G. 

Projected Average Daily 
Participant

This final figure resulting 
from the second 
operation is the 

program’s Daily Cost Per 
Client
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Client Transportation Worksheet

Often this worksheet is 
submitted, but the 

required “Average Daily 
Cost of Round Trip per 
Client” is incomplete or 

incorrect

If a provider does not 
provide or arrange (has 

no cost for 
transportation), the Client 
Transportation Worksheet 
should still be completed

Complete the header 

0s should be listed in all 
columns
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Client Transportation Worksheet

If the completed Certification 
Report (DAAS-1500 or DAAS-
6205 Part A) indicates that a 

program provides or arranges 
transportation for participants 

to and from the program 

transportation worksheet 
should be completed
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Transportation Calculations

A. Is the amount of money it costs the program to directly 
provide transportation or to contract for transportation for 
its participants to and/or from the program location. 

B. Is the number of days the program anticipates that it 
will be open and operational.

C. Is the number of participants the program anticipates 
will attend the program on the days the program is open 
and operational and will utilize the transportation the 
program directly provides or contracts to provide. 
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Common Missing or Incomplete with Inspections

Not signed by 
the Inspector 

or the 
signature is 
not visible 

Verification 
received is not 

equivalent to the 
DOA-1498 or DCD-

0303

Program should be 
approved to provide 

daytime only not 
including nighttime  

Verification is not 
equivalent to the 

DENR-4054

Inspection date not 
current



NCDHHS, Division of Aging | Navigating the ADC Recertification Process | March 24, 2026

Common Missing or Incomplete with Inspections

Classification 
Section not 

completed on 
DENR-405

Score not 
completed on 
DENR-4054

Status Code 
not 

completed on 
DENR-4054

Missing 
satisfactory 
on the fire 
inspection

Sanitation 
Grade is not 
equivalent
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Insufficient Verification of Current CPR and First Aid 
Certification

The skills portion has not been completed

• Certificates drafted by the instructor (does not follow 
agency process for issuing certifications) 

Attendance Course Roster missing one or 
more of the required elements

• Training for the CPR and/or First Aid Certification is 
completed by an agency that is not state approved
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https://www.nccourts.gov/documents/publications/criminal-background-check-companies

Insufficient Evidence of Criminal Background Check

County wide only search was completed

No indication that check went back a minimum of 5 years

Search for Nationwide only (not all nationwide searches include NC) 

Agency NOT 
approved by the 
Administrative 

Offices of the Courts

No indication that 
check was NC 

statewide 
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Incomplete/Unacceptable Certified Employee Medical 
Statements

Per DAAS Administrative Letter 12-17, the Certified 
Employee Medical Statement must be used. No other 
medical accepted.

• Section II must be completed in its entirety and be legible so that the 
licensure of the Health Care Professional that signed the certified 
statement can be verified if needed
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1. Completed DAAS-1500 or DAAS-
6205 Part A and DAAS-6205 Part B 
(depending upon model of care)

2. Completed 732a-ADS 

3. Current, Approved Fire 
Inspection or equivalent

4. Current, Approved Sanitation 
Inspection or equivalent

Please do not group employee  
documentation by type (e.g., 

verification of current CPR and 
First Aid certification followed by 

certified employee medical 
statements, etc.)

Recertification Packet: Preferred Order 
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Helpful Tips

NO Unchecked Boxes or 
Blank Lines

Check all dates

For errors, strike through 
the error with a line, 

initial and date the line

• If “No” is checked-  
explain why

• Not applicable “N/A”  - if 
an option

• Don’t forget to indicate 
substitute staff

• Special Care Part I 
applies to all programs

• Make sure all documents 
are signed and dated by 
the appropriate person
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Questions?
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Terrie Deal

  Cell: (919) 917-4060

    Email: terrie.deal@dhhs.nc.gov

 Glenda Artis

Office: (919) 855-3412

Email: glenda.artis@dhhs.nc.gov

Contact Information
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