
AFH Administrator Training
Module 5: Submitting Your Application
Adult Family Home Administrator Manual, Version 5.2



Agenda 

• The application process and 
required documentation

• How to overcome the 
biggest hurdles to becoming 
licensed

• Where to go for help in the 
application process

• Role of the BAAU
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Learning Objective

At the end of this module, you will be able to…

• Discuss the role of the BAAU

• Explain the application process and the documentation required

• Identify the biggest hurdles and how to overcome them

• Identity resources to help in the application process
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What Do You Know?

True/False 

1. You can use any version of the application

2. The Business Analysis and Applications Unit (BAAU) can fix errors on 
your application to speed up the process

3. You should keep copies of the documentation you submit to the BAAU.
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• The BAAU processes your AFH application

• Your application is a legal document 

• The BAAU cannot write on the document, make any changes, or 
offer legal advice

• The BAAU can help

Business Analysis and Applications Unit (BAAU)
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How Long Does It Take 
To Become Licensed? 

• The BAAU is unable to provide you with a 
specific time frame 

• Delay - There is a 98% error rate on 
applications being returned 

• Delay - Errors related to incorrect 
documentation

• Delay – Not returning required 
corrections timely
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BAAU Application Processing Timeline

https://www.dshs.wa.gov/altsa/baau-application-processing-timeline


• Be licensed within 1 calendar year

• Have 60 calendar days to make any corrects requested by the BAAU

Critical Timeframes
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• Returned

• Voided

• Withdrawn

Reviewing the AFH Licensing Application
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• You have registered your business

• Have gathered all your supporting documentation

• Have completed the Building Inspection List – It is passed

• Have completed the AFH Administrator Training

• Have completed all required forms

• Completed background check authorizations

Before You Begin Your Application
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• Will need a computer with a Chrome browser

• How to complete an application help document

• Help for technical issues – HOW the system works

• Will need a Secure Access Washington (SAW) account

• Will not let you start an application if you don’t meet the screening criteria

• Built in safeguards to reduce errors – Will not catch them all

• Pay licensing fee online

Online Web Based AFH Licensing Application
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• Published on the AFH Locator

• Keep up on your business emails

• Instruction Document

• BAAU provides CONTENT help

AFH Information
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• You will need your:

o Federal Employer Identification Number (limited to 9 digits) 

o Washington State Unified Business Identifier (limited to 9 digits)

• #3 error – Proof of UBI and EIN do not match the names on the 

application

• All business names must match:

o Department of Revenue

o Secretary of State 

o Internal Revenue Service

Entity Type & Employer IDs
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• Secretary of State Document

• Master Business License

• Internal Revenue Service Document

Required Documents for AFH Information Section
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• Entity Roles table

• 21 years of age

• Names in Property Owner field must match county 
assessor’s website

• Legal name must match your business name – No 
abbreviations 

• All property taxes must be up to date

Individuals & Roles
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• Government Issued Photo ID

• Proof of Education

• Adult Family Home Caregiving Experience Attestation (CEA)

• Current First AID/CPR

• Food Handlers Certification

• Training Certificates

• Background Check/Fingerprinting (Use correct URL)

• Proof of Licensure through the Department of Health or Exemption Documentation

• AFH Administrator Training Certificate

• Specialty Training Certificates (Go to DDA for Developmental Disability Specialty Training

Have These Document Ready – Need Based on Role
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• License History

• DSHS Employee

• Certification

• Sign and Pay

Additional Pages
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• Supporting Documentation

o    AFH Floor Plan

o    AFH Building Inspection Checklist

o AFH Policies & Procedures Attestation 

o     AFH Disclosure of Services

o Consent to Release and/or Use Confidential 
Information
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Caregiver Experience Attestation

Page by Page
Section by Section 

Review
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BAAU Process

• Financial Assessment

• Receipt of Application Verification

• Corrections Required

• Acceptance for Processing

• Complete Application Notification

• Issuing your License

• License Renewal and Transfer
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Summary Review

During this module we learned…

• The role of the BAAU

• The application process, including required time frames, and the 
documentation required

• What the biggest hurdles are and how to overcome them

• What resources are available to help in the application process
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Test Your Knowledge

1. What are the biggest hurdles to 
becoming licensed? 

2. Why is it importance to keep your 
AFH naming structure consistent?

3. What is the number one reason 
applications are returned?

25 Student Page: 16



Get Ready For 
Your Next Class 

• Read and come 
prepared to discuss 
your assigned 
modules
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